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Contract 00810 -In-State and Out-of-State Process Service
Current Contract and Amendments
	AWARDED CONTRACTORS


	Pacific Northwest Legal Support
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	Pacific Coast Attorney Services (In-State)
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NOTE: Pacific Northwest Legal Support was formerly known as LSS International d/b/a Northwest Legal Support
	SCOPE OF CONTRACT


	DSHS/Divison of Child Support (DCS), being a primary user of this commodity, expends approximately $1,000,000 annually on the service of process for the purpose of collecting child support.  The Division of Child Support has ten field office operations and one headquarters office.  Additionally, Prosecuting Attorney Offices in the 39 counties of the state may elect to use the services of this contract in performing service of legal documents associated with the collection of child support.

Specifically, DSHS/DCS has offices in Spokane, Wenatchee, Kennewick, Yakima, Everett, Seattle, Tacoma, Fife, Olympia, Vancouver and Headquarters in Olympia.  Please reference Appendix J for detailed information about each office.  Each location will have specific counties served along with a biography of contacts, phone numbers, fax numbers and e-mailing addresses.  Other entities using this contract will be required to provide the same kind of information to each vendor.

Each user of this contract is responsible for payment of fees associated with the work they have individually requested.

Applicable statutes include but are not limited to the following RCW’s:



	RCW 4.28.080 Summons, How served
RCW 18.180 Process Server
RCW 19.255 Personal Information - Notice of Security Breaches



	CONTRACT AMENDMENTS


	Date
	Contract Action
	Amendments

	05/18/15
	Received signed 1 year extension contract amendments from Pacific Northwest Legal Support and Pacific Coast Attorney Services
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	10/08/147/14
	Incorporate definitions & service expectations
	N/A

	07/14/14
	Updated price sheet
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	07/01/14
	ABC Legal no longer an awarded vendor on contract
	NA

	07/01/14
	Received signed 1 year extension contract amendments from Pacific Coast & North West Legal. ABC Legal did not sign contract extension and will no longer be a vendor on contract 00810.
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	07/01/13
	Pacific Coast Attorney Amendment #3, ABC Legal Amendment #2 and LSS dba North West Legal Support #2 to add management fee of 0.74 percent effective 07/01/13.
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	09/01/12
	Pacific Coast Attorney Amendment #2 Service 12% price increase effective 09/01/12.
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	DEFINITIONS


	AFFIDAVITS OR DECLARATION OF SERVICE
	Required within 10 working days of a successful serve and must be in compliance with RCW 18.180 PROCESS SERVER.  

	ALTERNATE or SUBSTITUTE SERVICE


	When service cannot be served to the defendant personally, contractor will leave a copy of the serves at the house of his or her usual abode with some person of suitable age and discretion then resident therein. (Ref: RCW 4.28.080(15))



	ATTEMPTS TO SERVE


	Contractors will be expected to physically serve documents within a 30-day period.  



	BAD ADDRESS


	Addresses provided by purchaser are determined to be vacant or person in residence is not the person being served, since that person no longer resides at that residence.



	CONFIRMATION OF COMPLETED SERVE


	Contact made between the vendor and the purchaser via email or fax, that a serve was completed.

	DELIVERY ADDRESS


	The address provided on the service documents represents the last known or best residential and employment address available to the purchaser’s office and constitutes a single serve address.  Exception is a residential address and an employment address in different counties.



	EXPEDITED SERVICE


	Expedited serve means when the purchaser’s office has given the contractor written instructions that document packet must be served within a 24-hour period.  Service of document packet within 8-24 hours after the contractor has received written authorization. Confirmation of completed service is required by fax or email within 3 business days.  This service also will result in return of contractor’s affidavit and/or declaration of service within 10 business days.  



	FIELD NOTES


	Notes written by the server regarding date, time, description of person served if different than person described in document packet, recap of observations at the time of server or attempt to serve. Notes must be legible and defensible within the judicial system.



	RECALL OF DOCUMENTS


	Purchaser of service documents initiates recall of documents prior to successful service.



	REASONABLE DILIGENCE


	Actual attempts made to serve an individual at a particular address and documented in the field notes.

	SERVICE JURISDICTION


	Residential address provided by purchaser’s office will constitute selection of vendor serving that particular Washington State County and allow for county cross-over that would result in successful service.   

	SERVICE PACKET


	Includes the Process Service Request(s) and document(s), which includes the individual(s) to be served, physical description, a home address, an employer name and address, instructions specific to the serve.

	SKIP TRACE


	A fee to be paid when a contractor has developed new delivery information other than the addresses provided by the purchaser that results in a successful service of the document packet.  



	STANDBY


	Written authorization that allows contractor to wait for recipient of documents for a specified period of time.  Time to be in 15-minute increments.

	SUCCESSUL SERVE


	Delivery of service documents to an individual resulting in a completed affidavit and/or declaration of service returned to purchaser.

	SUBSTITUTE SERVICE


	Service to an individual who is not the intended recipient of the document packet.  

	TITLE XIX INFORMATION


	Title XIX is related to medical obligation establishment and enforcement. The correct citation is Title IV of the Social Security Act (SSA), Part D relates to Child Support. Additionally, 45CFR301, 302 and 303.4, 303.21 and 305.63, all provide detailed information about child support responsibilities. 303.4 gives detail as to time frames for establishment of obligations. You can find the section for the SSA at http://www.socialsecurity.gov/OP_Home/ssact/title04/0400.htm. You can find the Code of Federal Regulations at http://www.gpoaccess.gov/cfr/index.html.



	UNSUCCESSFUL SERVE


	Service of document packet cannot be served at any address provided by purchaser and is returned to purchaser with field notes documenting service action. 

	URGENT SERVICE


	Service of document packet within 0-8 hours after contractor has received written authorization from purchaser.

	WITHDRAW OF SERVICE


	Contractor may elect to withdraw from a particular service of process only due to unsafe service conditions; life threatening situations; or conflict of interest between contractors or their staff and person(s) being served. 

	WRITTEN AUTHORIZATION


	May be in the form of formal correspondence, instructions on serve documents, facsimile, or electronic e-mail.


	EXPECTATION OF SERVICES


Alternate/Substitute Service

· The purchaser may authorize service to an alternate person when the Contractor cannot serve the intended person(s) with reasonable diligence.
· Service at the usual mailing address may only be attempted after substitute at the home address has been unsuccessful.
· Alternate or substitute service must be authorized by the purchaser.

· “Usual mailing address” excludes US Poster Service Post Office Boxes or individual’s place of employment.

· All serves must be documented on returned field notes.

Communication

· Bidder will reply to all calls and/or emails within 24 hours.
Contractor Self-Service

· Contractor certifies that no principal or employee that is a party to an active support enforcement case with Purchaser will be used to serve process on their child support enforcement case.
Exceptional Service

· All exceptional service must be in written format – i.e., fax, written word or email

· Exceptional Service categories are:

1. Urgent Service: Requested by purchaser when a serve situation must be attempted and/or completed within 0 to 8 hours.

2. Expedited Service: Requested by purchaser when a serve situation must be attempted and/or completed within 8 to 24 hours of notification to the Contractor.

3. Standby Service: Requested by purchaser when a window of time is necessary in order to complete a service

Multiple Address Clarification

When Purchaser provides:

· Two addresses, the first address is a bad address and the documents are successfully served at the second address, the Contract may invoice for the successful serve and one bad address.

· Two addresses, both are bad addresses, the Purchaser will be invoices for the returned un-served fee plus two bad address fees.

· Additional bad addresses, the Contract will be reimbursed with each documented bad address.

Performance Measures

· Bidder is required to maintain an average Successful Service rate of 65% per month. This will be calculated by dividing the total number of items invoiced by the number of successful serves.

Example:


Invoiced Items: 74


Successful Serves:  57


% of Successful Serves:  77%

· In the event there is a failure to meet the established performance measure, Bidder will self-assess a penalty equal to the percentage difference deducted from the monthly invoice. These penalties will be assessed monthly, itemized and deducted from the appropriate monthly total.

Example:


Successful Service Rate for Month A: 63%


Performance Standard: 65%


Difference: 2%


Monthly Invoice Total: $3,400.00


Self-Assessed Penalty: 2% of $3,400.00 ($68.00)

Recall/Withdrawal of Service Documents

· Recall or withdrawal of documents by Purchaser after Contractor has initiated one or more attempts in the 45 day period will be reimbursed by Purchaser. Contractor must return field notes documenting serve attempts with the documents within five days of recall or withdrawal.

· Recall or withdrawal of documents by Purchaser prior to Contractor initiating serve attempts will be returned at no-charge to Purchaser.
· Contractor may, with written request, elect to withdraw from a particular process serving assignments and return of documents within five days of withdrawal when:

1. Conflict of interest between Contractor and individual being served exists;

2. Serve places process server in jeopardy;

3. Information received from Purchaser prevents Contractor from serving documents;

4. Initial serve is clearly out of Contractor’s awarded territory;

5. Address is a jail, prison, institution, Indian reservation or any other address that prohibits access to the process server.

Retention and Destruction of Serve Documents

· Records will be maintained by Bidder for a period of six years after date of service.
· Bidder shall provide reasonable access to records and documents to authorized representatives of the State of Washington.

· Bidder shall adhere to the requirements of the Personal Information Disposal criteria described in RCW 19.255, et seq.

Serve Documentation (Field Notes)

· Field notes must be legible and defensible in a court of law.

· Bidder shall provide detailed descriptions of activities involved with each attempt to serve.

· Documentation may include observations of surroundings including, but not limited to:

1. License plate numbers;

2. Physical descriptions of persons conversed with;

3. Summary of conversations

· If the individual served is not as described on paperwork received from the Purchaser, provide description of individual served to include name and physical description.
· Field notes must be returned with affidavit or declaration for substitute service.

· Field notes may be requested at a later date for successful serves.

Service of Process

· A successful serve represents one or more document packages at the same time to one or more individuals at the same address.

· Contractor has 45 calendar days to complete service.

· Contractor will provide all required documents to the Purchaser within 10 business days after confirmation of a completed successful service. Invoice will not be paid, until the documents are received compete.

· Contractor to begin processing service within 6 business days of receipt of document unless Exceptional Service is required. If this time allowance cannot be met, the Contractor must call the Purchaser for instruction.

· Contractor shall return calls via phone or email within 24 hours.

Service to Indian Reservations

· Specifically excluded from this contract, but can be addressed on a case-by-case basis with the Purchaser before a serve is attempted.

Skip Trace

· Contractor develops new address that results in successful serves of documents (excluded addresses provided by DSHS).

· New address information developed by Contractor.

· Contractor intends to return documents un-served to Purchaser.

· It is understood that this new address may or may not lead to a successful serve.

Unsuccessful Serve

· At the conclusion of a 45-day serve period, Contractor is to destroy un-served documents and provide certification of destruction. Detailed field notes are forwarded to Purchaser within ten business days. The invoice will not be paid until the certification of destruction of documents is returned to Purchaser and only when field notes contain documentation and description related to non-serve within the 45 day period (to include detailed information regarding date, time, conditions, etc..)
· Contractor may destroy un-served documents after the first attempt when:

1. Address is obviously vacant;

2. Occupant is not the individual described in the document packet;

3. Service of documents represents an unsafe or hazardous situation placing process server in jeopardy.

Note: Contractor must provide certification of destruction of documents for any un-served documents.

	DES CONTACT INFORMATION


DES Contract Specialist: 
Clayton Long





Contracts, Procurement and Risk Management






1500 Jefferson Street SE






Olympia, WA 98504-1411





(360) 407-8508





clayton.long@des.wa.gov
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State of Washington, Counties

		County		Apparently Successful Vendor(s)		Price(s)		Price(s) 7/1/13		Current Pricing		30-day PPD

		ADAMS		Pacific Coast		$61.60		$62.22		$62.22		3%

		ASOTIN		Pacific Coast		$112.00		$113.12		$113.12		3%

		BENTON		NW Legal		$30.00		$30.30		$30.30		1%

		CHELAN		Pacific Coast		$61.60		$62.22		$62.22		3%

		CLALLAM		Pacific Coast		$112.00		$113.12		$113.12		3%

		CLARK		Pacific Coast		$32.50		$32.83		$40.00		3%

		CLARK		NW Legal		$32.50		$32.83		$32.83		1%

		COLUMBIA		Pacific Coast		$72.80		$73.53		$73.53		3%

		COWLITZ		NW Legal		$25.00		$25.25		$25.25		1%

		DOUGLAS		Pacific Coast		$61.60		$62.22		$62.22		3%

		FERRY		Pacific Coast		$79.50		$80.30		$125.00		3%

		FRANKLIN		NW Legal		$30.00		$30.30		$30.30		1%

		GARFIELD		Pacific Coast		$72.80		$73.53		$73.53		3%

		GRANT		Pacific Coast		$61.60		$62.22		$62.22		3%

		GRAYS HARBOR		Pacific Coast		$72.80		$73.53		$73.53		3%

		ISLAND		Pacific Coast		$45.00		$45.45		$75.00		3%

		JEFFERSON		Pacific Coast		$72.80		$73.53		$73.53		3%

		KING		Pacific Coast		$24.64		$24.89		$24.89		3%

		KITSAP		Pacific Coast		$25.50		$25.76		$25.00		3%

		KITSAP		NW Legal		$25.50		$25.76		$25.76		1%

		KITTITAS		Pacific Coast		$56.00		$56.56		$56.56		3%

		KLICKITAT		Pacific Coast		$68.50		$69.19		$100.00		3%

		LEWIS		Pacific Coast		$39.50		$39.90		$75.00		3%

		LINCOLN		Pacific Coast		$112.00		$113.12		$113.12		3%

		MASON		Pacific Coast		$39.50		$39.90		$50.00		3%

		OKANOGAN		Pacific Coast		$112.00		$113.12		$113.12		3%

		PACIFIC		Pacific Coast		$68.50		$69.19		$100.00		3%

		PEND OREILLE		Pacific Coast		$79.50		$80.30		$150.00		3%

		PIERCE		Pacific Coast		$24.64		$24.89		$24.89		3%

		SAN JUAN		Pacific Coast		$79.50		$80.30		$150.00		3%

		SKAGIT		Pacific Coast		$25.50		$25.76		$75.00		3%

		SKAGIT		NW Legal		$25.50		$25.76		$25.76		1%

		SKAMANIA		Pacific Coast		$84.00		$84.84		$84.84		3%

		SNOHOMISH		Pacific Coast		$24.64		$24.89		$24.89		3%

		SPOKANE		NW Legal		$25.00		$25.25		$25.25		1%

		STEVENS		Pacific Coast		$89.60		$90.50		$90.50		3%

		THURSTON		Pacific Coast		$33.60		$33.94		$33.94		3%

		WAHKIAKUM		Pacific Coast		$112.00		$113.12		$113.12		3%

		WALLA WALLA		NW Legal		$30.00		$30.30		$30.30		1%

		WHATCOM		NW Legal		$25.00		$25.25		$25.25		1%

		WHITMAN		Pacific Coast		$68.50		$69.19		$100.00		3%

		YAKIMA		NW Legal		$30.00		$30.30		$30.30		1%





Out-of-State Services

		Apparently Successful Vendor		Price(s)		Price(s) 7/1/13		30-day PPD

		Pacific Coast		$79.50		$110.00		3%
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