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1.0 Overview

The Cityds Small Works Roster Program (SWR) alll
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
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:
502 -8248 or emailing smallworksroster@cityoftacoma.org

Samantha Kaauamo at (253)

government Mads Easy: Serving You Online Rather Than | niine

QoVME + City of Tacoma + gMap + My Tacoma + Login

To Begin ~

To apply with the Small Works Roster you must acquire a govME.org login.
Just click 'Signup’ 2nd follow the instructions.
If you already have an account, dlick Login to continue.

What you will need to begin:

® A free govME account. This account will
allew you te submit information and track
your application status. Click here to create

WELCOME to Small Works your account.

Vour Washington State Unified Business

Identifier (UBT) number

Business contact information

What is the Small Works Roster Program?

« The City’s Small Works Roster Program (SWR) allows contractors to register to bid on public works projects with a budget of $200,000 or
less.

e The Tacoma City Council established the program to offer more public works and improvement contracting epportunities to small, locally
owned and operated businesses.

o The program allows program registered participants to bid on projects in various categories.

Supporting documents such s insurance
and bond information

Washington Contractor License number
How do I apply to be on the Small Works Roster? Employment Security Reference number

Federal Tax ID number

Click the Sign up button above, then Login.
If you prefer, print the Application Forms and mail it, along with your Certificate of Insurance, and Work Experience Forms to the address
below.

Tacoma Business License number

Insurance expiration date

B Infe ati
What do I need to start my application to the Small Works Roster? Ay iommation A

Washington UBI number

Your legal business name

Business contact name, phone, and street address
Employment Security Reference number

Federal Tax 1D number

Tacoma Business License number

Washington Contractor License number

Insurance expiration date

What if I have questions? If you have any questions about the application form or the Small Works Roster program, please contact:

By phone:
Samantha Kaauamo at (253) 502-8248.

Figure 1.1. Screen shot of Small Work Roster Starting Page.

ty of Tacoma

contracto


mailto:smallworksroster@cityoftacoma.org

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 (Figur
1.1).
2
/ 2YLIX SGS GKS aAadaydzd F2N¥Y FyR Of A
active, valid email. The information on the form below is strictly for
demonstration;please supply your own information.
User Name: |C. E. Ment |
Password: |||ll-||ll- |
Confirm Password: |oou-oou- |
E-mail: |cement@MixersNW_com|
Security Question: |Whats in Concrete? |
Security Answer: |Cement |
3
Open your email inbox and look for an email with the subject line
OPlease activate your govME accadird
4
Click on the lin¢hat says
oClick b activategovME useyourusername.
5
When you return to the Ball Works Roster Starting page, click the Logir
button, or click the Login word at the top right of your browser window.
L 2dz KI @S &adz00SaaFfdzZte t233SR AY
should be your user name).
You are logged in as: MrCement
govME + City of Tacoma + ghap + My Tacoma + Logout




3.0 Getting Starting with theSmall 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.

MaiN
Contractor Licenses CONTENT AND FORM SEPLO Helpful Information
SecTian SECTION
) . Bl v
_ Add a Contractor License Licenses Held INFORMATION
" Cor SECTION
UBI Number You must click 'Save' to save changes or add when a license expires you will not be eligible Busines=mm v
TnTET ThTE T new before clicking the 'Next' button. for SmaII_WurI-cs prujec:ts_. Y_’uu are respuns_ible
Contractor for updating and resubmitting the application. Supporting Documents w7
Business Informalion RN License Number Expires On Contractor License ~
Supporting c Li
Thrii e Contractor # WA609483332 7/31/2015 ontractor Licenses
Contractor Licenses Date:

Provide your contractor license number(s)

for all public works licenses, License

expiration date information is required for

| | each license listed.
@ @ NAVIGATION
HAICS ~
ARROWS
ication wi W Summary v
Your application will be not process click the SUBMIT button on Step 7

Application Status w

MAICS Codes

Summary

Status Bar Provides the business name and current roster status.

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

Main Content and Form SectianThis area will contain the content for the section or a portion

of the roster application.

Navigation Arrows¢, 2dz Ol'y yI @A3IL (i8S G2 GKS ySEG &a0SLI Ay
NEBOGdzZNYy G2 | LINB@A2dza a0GSLI) dzdaAy3d at wo9+é3x Al Aa
using the arrows, but will assist you the first time througlYoumay have to scroll down on

some sections to see the arrows.

Information Sectiorg 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 logge@ith you govMe account on the Small Works Roster page
you will see the following instruction as a first time user.

| Welcome ! Status: New

Helpful Information
Click Next to begin your application. View the list below and help information to the right to see what
information you need to continue.

UBl v
s

; Contact Information w
Business Information w

Supporting Documents ~




4.0UBI Number

Your business UBI Number is required to begin an application. The number will uniquely
identify you from other businesses. Qnihie UBI has been entered, all UBI changes must go
through City of Tacoma Purchasing departmentallworksroster@cityoftacoma.org

The legal business name is also required for this step. Onceayeushpplied a UBI and a Legal
dzZaAySaa blYS OftAO0] (GKS ab9-¢¢ odzidzy o

—

UBI Number Step 10f 7 Helpful Information

usl ~

Welcome UER GurL: |2 digit UBT number Washington State Unified Business

UBI Number Legal Business Name: Identifier (UBI) number

Caontact Information

Business Information d'T? proc!eed you are required to supply your UBI number and your legal business name. UBI should be 9 numeric = A UBI number is 2 9-digit number that
igits only.

Supporting registers you with several state agencies

Documents

If your UBI number is entered incorrectly, please email smallworksroster@cityoftacoma.org and provide the and allows you to do business in
Contractor Licenses correct information.
MNAICS Codes

L called a tax registration number, a
Summary @ @ business registration number, and a
business license number.

Your application will be not processed unfil you click the SUBMIT button on Step 7

‘Washingten. A UBL number is sometimes

Don't have a UBI number? Click here to

go to the Washington State Department
of Licensing site to apply.
Contact Information
Business Information
Supporting Documents
Contractor License
HAICS

Summary

< € £ <€ < < <

Application Status

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

UBI Number Step1of 7

UBI number: 609876345

Legal Business Name: Mixers Northwest

If vour UBI number is entered incorrectly, please email smallworksroster@cityoftacoma.org and provide the
correct information.

Ep

Your application will be not processed until you click the SUBMIT button on Step 7

Notice the text under the arrowsdYour application will not be processed until you click the
Submit button on StepéZ  Your applicatia data is saved but the City of Tacoma Purchasing
department will not start processing your application until you havesubmitted.


mailto:smallworksroster@cityoftacoma.org

5.0 Contact Information

The contact information tells us who you are and how to contact yAay information you
submit through the Cit 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 Rostemging the following fields will require you
to resubmit the application:

e Legal Business Name

e DBA

e Street Address

e P.O. BoNumber

e City

e State

e Zip code

e County

Contact Information Step 2of 7 Helpful Information
uBl ~
Welcome Legal Business Name: - [Mixers Northwest % Contact Information N

UBI Mumber

e |Mixars NW | Contact Information

Contact Information

Business Information Cwner Name: |JDE Peterson |‘f Business contact information tells us how we

Supporting should contact you. You are encouraged to provide
Caontact Name:

Documents |Same |"

an email address so we can natify you if your

Contractor Licenses Contact Title: |0W”E, |‘, application status changes.

MAICS Codes p= . Business Information v
SED Street Address: - [3456 70th Street East |

‘Supporting Documents v
P.0- Box Number: | | Contractor License ~
Citv:  [Tacoma | HAICS Y
Summary ~
v

State: [\ya + |«  zip Code: [98422 b

Application Status

|+

Email Address

+ Required when application

ey

County: [perce
Phone: -

Mobile Phone:

FAX:

poesmo o e ||
EE—

is submitted.

Your application will be not processed until you click the SUBMIT button on Step 7

Required fields are validated when the application is submittedu c#n proceed to the next
step without completing the required fields.



6.0 Business Information

The business information is collected and then validated througlasiseciatecagencies You
are encouraged to access the links in the Help Information to guide you themghsitionof
the necessary licenses and ID3he City of Tacoma Purchasing department will do it best to

assist yowvith the required information.

Once you become eligible for Small Works Rostemgingany of theBusiness Information
fields (exception being the website URA)l requireyou to resubmit the application.

If you do have difficulty understanding the requirement, or acquiring the requirement, contact
us via email at smallworksroster@cityoftacoma.org.

Business Information

Welcome Website (URL):
SENHEmEEe S e By e [
Contact Information

Business Information Federal Tax ID:

Supporting

Tacoma Business License:
Documents

Contractor Licenses Insurance Expiration Date:

NAICS Codes
Is business a certified Minority Business Enterprise (MBE)?

‘Summary

Is business a certified Women's Business Enterprise (WBE)?

I= business a City of Tacoma certified Historically Underutilized
Business (HUB)?

Are you Requesting a Performance Bond Waiver?
(Annual Gross Receipts must not exceed $1,000,000)

Are you Requesting Expedited Payment?
(Annual Gross Receipts must not exceed $250,000)

" Required when application is submitted.

X

N

Step3of 7

—

Oves

Oives

Oves

O ves

Oves

Your application will be not processed until you click the SUBMIT button on Step 7

[OT

[OTT)

@ no

@ no

@ no

Helpful Information

UBI v
‘Contact Information v
Business Information A

Business Information

The following items are required to submit an
application.
» Employment Security Reference number
u Federal TaxID number (also called an
Employer Identification Number (EIN)) -
Apply for an EIN
» Tacoma Business License number -
Apply for a license
u Insurance Expiration Date
Supporting Documents
Contractor License
HAICS

Summary

£ € < < <

Application Status

Bond Waivers
If you are requesting a bond waiver

Expedited Payment
If you are requestingxpedited paymenX



7.0 Supporting Documents

Supportingdocumentationmust to mailed, emailed, or faxed to the City of Tacoma. You will be
able to upload the documents on this applicatiin the near future.

Supporting Documents Step4of 7 Helpful Information
sl
Welcome In the future, this system will allow you to upload reguired documents. For now, the following documents must to be sent to Contact Information

the City of Tacoma by mail, fax or email to complete the application process.
HELHURBES Business Information

> < < <

Contact Information Supperting Documents: Supporting Documents

Business Information u Perf Bond or tax return f
+ Performance Bond or tax return forms submitted to the Internal Revenue Service from the last two years erfarmance sond o tax retum farms
(tax return forms are required for bond waiver or expedited payment). submitted to the Internal Revenue Service

s Certificate of insurance (must meet the City’s minimum requirements).

Supporting
Documents

from the last two years (tax return forms are
Contractor Licenses ¥ ¢

MAICS Codes Please email, fax, or mail copies of your supporting documents to: required for bond waiver or expedited
s payment).
ummary i N
Cityioiiiacon m Certificate of insurance (must meet the
Purchasing Division
P.O. Box 11007 City's minimum requirements).

Tacoma, WA $8411-0007

Contractor License v
Fax number: 253-502-8255 NAICS v

Summary v
Email address: smallworksroster@cityoftacoma.org

Application Status »

You may submit the online portion of your application at anytime; however The City of Tacoma Purchasing Division cannot
finalize the review of your application until the required documentation is received.

Decuments Required:

If you have questions, please contact:
Samantha Kaauamo at (253) 502-8248.

e

Your application will be not processed until you click the SUBMIT button on Step 7

The following documents will be required to complete yeligibility:
o Performance Bond or tax return forms submitted to the Internal Revenue Serfriom the last
two years (tax return forms are required for bond waiver or expedited payment).
o Certificate of insurancé Ydza G YSSd GKS /A0@8Qa& YAYAYdzY NBI dzAi NE
Please email, fax, or mail copies of your supporting documents to:
City of Tacoma
Purchasingivision
P.O. Box 11007
Tacoma, WA 98410007
Fax number: 25502-8255

Email addressmallworksroster@cityoftacoma.org


http://cms.cityoftacoma.org/Purchasing/InsuranceRequirements.pdf
mailto:smallworksroster@cityoftacoma.org?subject=Small%20Works%20Roster%20Supporting%20Documents

8.0 Contractor Licenses

~—
Contractor Licenses SEDTIT Helpful Information
5 . uBl w
Add a Contractor License Licenses Held
Welcome Contact Information w
UBI Number You must dlick 'Save’ to save changes or add new before When a license expires you will nat be eligible for Small Business Information .
O ot Infonmehon clicking the 'Mext’ button. Works Qraje:bs. You are _respons\b\a for updating and
PP — ,7 resubmitting the application. Supporting Documents b4
i ontractor License Number:
Business Information Er T o S
Supporting Contractor License Expiration :

Contractor Licenses

Provide your contractor license number(s) for all

NAICS Codes

public works licenses, License expiration date

Save R
Summary 4 B L . .
information is required for each license listed,
HAICS w

Summary

<

‘Your application will be not processed unfil you click the SUBMIT button on Step 7
Application Status ~

A Washington State contractor license must be supplied to submit the application. You can list
as many licenseas you wish.

Once you become eligible for Small Works Rostemginga license number or expiration date
will requireyou to resubmit the application.

When ary of yourexpiration dates expire yourapplication will be put int@Expired 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

e

ces 19 20 1 2 23 4 25,5

Click on the little calendar

s M T Jan  Feb 2011 2016
P Mar  Apr 2012 2017
5 6 7 May Jun 2013 2018
1213 14 [dul Aug 2014 2019
hg 19 20 21 Sep  Oct [20015 2020

26 21 28 MNov Dec 44

S [Teday] [0k Concel |

Choose a date and click OK

4 Click the blue SAMHItton; 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 unidécenses Hekd

To edita 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 thaed Yhext to the license number










