
City of Tacoma  
Neighborhood & Community Services 
2015-2016 Human Services Contracting Policy 
 
The City of Tacoma Human Services Division adheres to the following policies for all human services 
contracts in an effort to ensure uniformity of requirements.  Additional requirements may apply for 
certain funding sources and are subject to change. 
 
Policy 1:  Contract activities are managed through the e-C Impact online system, including contract 
negotiation, monthly reporting, reimbursement requests, and Outcome Based Evaluation (OBE) 
reporting. Programs must establish and maintain an active profile during the entire contract period.   
 
Policy 2:  It is the responsibility of program staff to gain the necessary skills to meet all contracting 
requirements, including the e-C Impact online system and OBE.  Regular training opportunities are 
available and City staff will provide technical assistance, upon request.   
 
Policy 3:  Contract negotiation includes the development of the Scope of Work; client and service output 
goals; budget information (program and agency); Outcome Based Evaluation Data Collection Worksheet; 
and a review of reporting expectations.  All appropriate agency and program staff involved in these 
aspects should participate in the negotiation process.  Newly funded programs are required to meet 
with City staff during the contract negotiation process.   
 
Policy 4:  In an effort to provide the full scope of consistent and comparable performance information to 
volunteer panels that review funding applications and make recommendations to the City Council, the 
City of Tacoma mandates two client counts and one service-related count in all human services 
contracts.  The client counts include all unduplicated individual clients served by the program.  Service-
related output categories are determined by the City and negotiated at the time of contracting.  Listed 
below are the mandatory outputs and examples of service-related outputs: 

 The unduplicated total number of City of Tacoma clients served   

 The unduplicated total number of program clients served regardless of residence 

 Service-related output 
i.e., 100 Bednights (5 total program participants x 20 bednights) 
i.e., 120 Hours of case management (10 total program participants x 12 hours of case 
management)  

 
Policy 5:  Agencies use various methods to project annual client counts and other associated outputs.  
To ensure uniformity of information collected and for analysis purposes, the City of Tacoma requires 
that programs project outputs based on the total program budget and service model.  If the total 
program budget or service model changes significantly during the program year, it is the responsibility of 
agency staff to notify City staff as it relates to any proposed revisions in projected outputs. See Policy 7. 
  
Policy 6:  It is the expectation that agencies provide services through the entire contract period, unless 
the service strategy precludes this and is detailed in the Scope of Work (Exhibit A) of the contract.  
Output information is submitted on a monthly basis via the e-C Impact online system and should be 
relatively consistent throughout the contract period.  Actual outputs may be lower or higher in various 
months.  City staff will take into consideration seasonal peaks and other circumstances. 



 
Policy 7:  Changes in the Scope of Work; outputs and client counts; budget information (program and 
agency); Outcome Based Evaluation Data Collection Worksheet; and reporting timelines may be made 
during the course of the Contract, but require prior written request from the program and written 
approval by the Human Services Program & Contract Auditor.  Only pre-approved changes will be 
considered acceptable at the time of contract monitoring and performance reviews.   
 
Policy 8:  Monthly reports are due by the 15th of each month following the month of service (e.g. 
March’s reports will be submitted by April 15th).  Reports are reviewed to ensure timely submission and 
accuracy.  It is the responsibility of program staff to ensure that this information is submitted in a timely 
manner.  In the event that reports are incomplete, incorrect or lacking information, City staff will call or 
email to notify program staff of what is needed. It is then the responsibility of program staff to revise 
reports and resubmit. Reporting performance, including accuracy and timeliness, is reported to the 
Human Services Commission.  Reimbursements are not approved for payment until they are correct.  
The following reports must be electronically submitted monthly via e-C Impact: 
 

 Monthly Activity Report 

 Client Demographic Form 
 
Policy 9:  Reimbursement requests are due monthly by the 15th of each month following the month 
service.  Program must be pre-approved to submit quarterly reimbursement requests by the 15th of 
month following each quarter.  The City utilizes two reimbursement structures: Payment Points and 
Cost-Reimbursement.  The structure is pre-determined by the City at the time of contracting. 
 

Payment Points:  Payment is associated with service deliverables, with 60% of the budget equally 
disbursed over the course of the contract period (5% each month) for operation of the program and 
the remaining 40% dispersed as each payment point is met according to the following schedule:  

 Outcome Based Evaluation Report Payment Point 10% 

Output Performance Payment Points 
       25% of ALL outputs met    10%  
       50% of ALL outputs met    10%  
      75% of ALL outputs met    10% 

Cost Reimbursement:  Payment is associated with the receipt of back-up documentation 
demonstrating expenses within the approved contract budget. 

 

Policy 10:  Programs that serve homeless individuals are required to participate in Pierce County’s 
Homeless Management Information System (HMIS) unless there is a pre-approved exemption granted.  
Participants will need to work with Pierce County Community Connections, Housing Programs Division, 
to fulfill participation and reporting requirements.  
 
Policy 11:  Programs will evaluate their effectiveness using Outcome Based Evaluation (OBE).  A full 
description of these requirements is available in Appendix D: Outcome Based Evaluation Policies. 
 
Policy 12:  City staff will conduct a site monitoring at least once every two (2) years to ensure 
compliance with contractual requirements.  Contract compliance is a consideration in future requests 
for funding.  
 

 


