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City of Seattle
Human Services Department

HSD’s Innovation Fund Appeal Process

An applicant is any legal entity that has responded to a formal funding process conducted by the City of Seattle Human
Services Department in soliciting applications for the provision of defined services. Applicants have the right to protest or
appeal certain decisions in the award process made by HSD.

The following outlines the opportunities for applicants to appeal a decision made by HSD in the funding process:

1. Post-Notice of Award Appeal Process: This process is applicable to applicants notified by HSD of the final status
of their application, as determined by the HSD Director, upon the conclusion of the review and rating process.

Grounds for Appeals:
Only an appeal alleging an issue concerning the following subjects shall be considered:

e A matter of bias, discrimination or conflict of interest.
e Violation of policies or failure to adhere to guidelines or published criteria and/or procedures established in a
funding opportunity.
Appeals Deadlines:

1. The Human Services Department will notify all applicants in writing of the final status of their application. For
awarded applications, if appropriate, the level of funding to be allocated will be stated.

2. Any applicant wishing to appeal a decision regarding award must submit the appeal in writing to the HSD
Director within five (5) business days from the date of the written notification by HSD.

3. The HSD Director will review the written appeal and may request additional oral or written information from
the appellant organization. A written decision by the HSD Director will be made within five (5) business days
of the receipt of the appeal. The HSD Director’s decision is final.

4. HSD will not finalize a contract resulting from the solicitation until the appeal process has closed; however,
HSD reserves the right to issue an interim contract for services to meet important client needs.

Appeal Format and Content:

A notice to HSD staff that an applicant intends to appeal does not reserve the right to an appeal. The applicant must file
an appeal within the required deadline and follow the proper format. A casual inquiry, complaint or an appeal that does
not provide the facts and issues, and/or does not comply with the form, content or deadline herein, will not be considered
by the Department or acted upon as an appeal.

All appeals shall be in writing and state that the applicant is submitting a formal appeal. Deliveries by hand, mail or email
are acceptable methods. HSD is not responsible for ensuring that an appeal is received within the appeal deadlines. If HSD
does not receive the appeal by the deadline, the protest will be rejected.

Appeals must be addressed to:
Catherine Lester, Director
Seattle Human Services Department
700 5t Avenue, Suite 5800



P.O. Box 34215
Seattle, WA 98124-4125

Email: Catherine.Lester@seattle.gov

Include the following information and any additional information you would like considered in the appeal. Failure to
provide the following information may result in rejection of the appeal if the materials are not sufficient for HSD to
adequately consider the nature of the appeal:

Agency name, mailing address, phone number and name of individual responsible for submission of the appeal;
Specify the funding opportunity title;

State the specific action or decision you are appealing;

Indicate the basis for the appeal including specific facts;

Indicate what relief or corrective action you believe HSD should make;

Demonstrate that you made every reasonable effort within the funding process schedule to resolve the issue,
including asking questions, attending information sessions, seeking clarification and otherwise alerting HSD to any
perceived problems; and

7. Signed by the Agency’s Executive Director or similar level agency management staff.
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Appeals Process:

Within two (2) business days of receiving an appeal according to the appeals submission process outlined herein, the
applicant will receive a receipt from the HSD Director’s Office notifying the applicant of the date, time and method by
which the appeal was received. If the applicant does not receive a receipt within two business days, it should be assumed
that HSD did not receive the appeal and it will therefore not be considered.

The HSD Director will review the appeal. All available facts will be considered and the HSD Director shall issue a final
decision. This decision shall be delivered in writing by email or mailed letter to the individual making the appeal and the
Agency’s Executive Director or similar level agency management staff who signed the appeal.

Each written determination of the appeal shall specify whether the HSD Director:

1. Finds the appeal lacking in merit and upholds the City action; or
2. Finds only immaterial or harmless errors in HSD’s funding process and therefore rejects the appeal; or
3. Finds merit in the appeal and:

a. States the appropriate action, which may include but is not limited to rejecting all intended awardees, making
partial award, re-tabulating scores, or any other action determined by the HSD Director.

If HSD finds an appeal without merit, HSD may continue with the funding process (contract execution). Even if the appeal
is determined to have merit, HSD may issue an interim contract for services to meet important client needs. Nothing
herein shall diminish the authority of HSD to enter into a contract, whether an appeal action or intention to appeal has
been issued or otherwise.
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