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1.0   Overview 

The Cityôs Small Works Roster Program (SWR) allows contractors to register to bid on public works 

projects with a budget of $200,000 or less.   The Tacoma City Council established the program to 

offer more public works and improvement contracting opportunities to small, locally owned and 

operated businesses.  

The City of Tacoma, govMe Roster allows any business to apply for eligibility , view their  application 

activity, and make adjustments to critical information digitally.  This User Guide provides the 

business applicant instructions for completing an application.  

Figure 1.1, shows what the starting page of the Small Works Roster appears on the Ci ty of Tacoma 

website.  From the header you can link to other City of Tacoma websites and login to govMe 

applications.  

Assistance with the online application can be acquired by calling: Samantha Kaauamo at (253) 

502 - 8248 or emailing smallworksroster@cityoftacoma.org . 

 

Figure 1.1.  Screen shot of Small Work Roster Starting Page. 
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2.0  Acquiring a govMe Account 

To apply for eligibility on the Small Works Roster, you must first acquire a govMe Account. 

Step Description 

1  
Click the Signup button on the Small Works Roster starting page (Figure 
1.1). 

2  
/ƻƳǇƭŜǘŜ ǘƘŜ ǎƛƎƴǳǇ ŦƻǊƳ ŀƴŘ ŎƭƛŎƪ ά/ǊŜŀǘŜ ¦ǎŜǊέΦ  ¸ƻǳ Ƴǳǎǘ ǎǳǇǇƭȅ ŀƴ 
active, valid email.  The information on the form below is strictly for 
demonstration; please supply your own information. 

 
 

3  
Open your email inbox and look for an email with the subject line  
άPlease activate your govME accountέΦ 

4  
Click on the line that says: 
άClick to activate govME user:yourusernameέ.  

5  
When you return to the Small Works Roster Starting page, click the Login 
button, or click the Login word at the top right of your browser window. 
 
¸ƻǳ ƘŀǾŜ ǎǳŎŎŜǎǎŦǳƭƭȅ ƭƻƎƎŜŘ ƛƴ ƛŦ ȅƻǳ ǎŜŜ ǘƘŜ ŦƻƭƭƻǿƛƴƎΥ όάaǊ/ŜƳŜƴǘέ 
should be your user name). 

 
 

 

  



3.0   Getting  Starting with the Small Works Roster Form 

 

The Small Work Roster Form is broken into sections, Contact Information, Business Information, 

Documents, Licenses, and NAICS.   Each section follows the below design. 

 

 
Status Bar ς Provides the business name and current roster status. 

Section Menu ς You can navigate to any section through the section menu. 

Main Content and Form Section ς This area will contain the content for the section or a portion 

of the roster application. 

Navigation Arrows ς ̧ ƻǳ Ŏŀƴ ƴŀǾƛƎŀǘŜ ǘƻ ǘƘŜ ƴŜȄǘ ǎǘŜǇ ƛƴ ǘƘŜ ǇǊƻŎŜǎǎ ōȅ ŎƭƛŎƪƛƴƎ άb9·¢έΣ ƻǊ 

ǊŜǘǳǊƴ ǘƻ ŀ ǇǊŜǾƛƻǳǎ ǎǘŜǇ ǳǎƛƴƎ άtw9±έΣ  ƛǘ ƛǎ ƴƻǘ ƴŜŎŜǎǎŀǊȅ ǘƻ ƴŀǾƛƎŀǘŜ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴ ǎŜŎǘƛƻƴǎ 

using the arrows,  but will assist you the first time through.    You may have to scroll down on 

some sections to see the arrows. 

Information Section ς This section provides information about each step. You can choose to 

view any information section at any time. 

 

First Time on Roster  

Once you have successfully logged in with you govMe account on the Small Works Roster page 

you will see the following instruction as a first time user.

 



4.0  UBI Number 

Your business UBI Number is required to begin an application.  The number will uniquely 

identify you from other businesses.  Once the UBI has been entered, all UBI changes must go 

through City of Tacoma Purchasing department, smallworksroster@cityoftacoma.org. 

 

The legal business name is also required for this step.  Once you have supplied a UBI and a Legal 

.ǳǎƛƴŜǎǎ bŀƳŜ ŎƭƛŎƪ ǘƘŜ άb9·¢έ ōǳǘǘƻƴΦ 

 

 
 

When you come back to this section, it will look like this: 

 
 

Notice the text under the arrows:  άYour application will not be processed until you click the 

Submit button on Step 7έ.    Your application data is saved but the City of Tacoma Purchasing 

department will not start processing your application until you have it is submitted. 
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5.0  Contact Information 

The contact information tells us who you are and how to contact you.   Any information you 

submit through the City of Tacoma may not be immediately viewable to the public on the Small 

Work Roster website, but will be available to the public upon request. 

 

Once you become eligible for Small Works Roster, changing the following fields will require you 

to resubmit the application: 

 Legal Business Name 

 DBA 

 Street Address 

 P.O. Box Number 

 City 

 State 

 Zip code 

 County 

 

 
 

Required fields are validated when the application is submitted.   You can proceed to the next 

step without completing the required fields. 

  



6.0   Business Information 

The business information is collected and then validated through the associated agencies.  You 

are encouraged to access the links in the Help Information to guide you through acquisition of 

the necessary licenses and IDs.    The City of Tacoma Purchasing department will do it best to 

assist you with the required information.     

 

Once you become eligible for Small Works Roster, changing any of the Business Information 

fields (exception being the website URL) will require you to resubmit the application. 

 

If you do have difficulty understanding the requirement, or acquiring the requirement, contact 

us via email at smallworksroster@cityoftacoma.org. 

 

 
 

Bond Waivers 

If you are requesting a bond waiverΧ 

 

Expedited Payment 

If you are requesting expedited paymentΧ 

 

   



7.0  Supporting Documents 

Supporting documentation must to mailed, emailed, or faxed to the City of Tacoma.   You will be 

able to upload the documents on this application in the near future. 

 

 

The following documents will be required to complete your eligibility: 

 Performance Bond or tax return forms submitted to the Internal Revenue Service from the last 
two years (tax return forms are required for bond waiver or expedited payment).  

 Certificate of insurance όƳǳǎǘ ƳŜŜǘ ǘƘŜ /ƛǘȅΩǎ ƳƛƴƛƳǳƳ ǊŜǉǳƛǊŜƳŜƴǘǎύΦ  

Please email, fax, or mail copies of your supporting documents to: 

City of Tacoma 
Purchasing Division 
P.O. Box 11007 
Tacoma, WA 98411-0007  

Fax number: 253-502-8255 

Email address: smallworksroster@cityoftacoma.org 

  

http://cms.cityoftacoma.org/Purchasing/InsuranceRequirements.pdf
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8.0   Contractor Licenses 

 
A Washington State contractor license must be supplied to submit the application.  You can list 

as many licenses as you wish. 

 

Once you become eligible for Small Works Roster, changing a license number or expiration date 

will require you to resubmit the application. 

 

When any of your expiration dates expire; your application will be put into άExpiredέ status and 

you will need to supply a new valid expiration date.   

 

To enter a contractor license: 

 

Step Description 

1 Enter in a license number 

2 

   Click on the little calendar 
 

3 

 Choose a date and click OK 
 

4 Click the blue SAVE button; license should appear on right side. 
 

5 To enter another, click the blue RESET button. 



 

A list of your licenses will show on the right side under άLicenses Heldέ.

 
 

To edit a license: 

 

Step Description 

1 Click on the pencil next to the license number 

2 Change the information 

3 Click Save 

 

 To delete a license: 

 

Step Description 

1 Click on the red ΨxΩ next to the license number 

 

 

 

 

  






