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CITY OF SAMMAMISH 

801 228th Ave SE 
Sammamish, WA  98075 

Office (425) 295-0500 
FAX (425) 295-0600 

 
Employee Classification and Compensation Study 

REQUEST FOR PROPOSALS 
 

The Request for Proposal documents can be downloaded from the City’s website at 
www.ci.sammamish.wa.us. You may also request a copy from the City Clerk’s Office by 
calling (425) 295-0511 Monday through Friday between the hours of 8:00 am to 6:00 pm.  

 
Proposals should be mailed or hand delivered to:  

City of Sammamish 
Attn: City Clerk, Melonie Anderson 
801 228th Ave SE 
Sammamish, WA  98075 

 
Proposals must be received by 2:00 p.m. on Wednesday, January 31, 2007 in order to be 
considered.   

 
Additional information and submittal instructions may be obtained by contacting Mike 
Sauerwein, Administrative Services Director at (425) 295-0510. 
 
Proposals shall be submitted in a sealed envelope, clearly marked on the outside: 
 
EMPLOYEE CLASSIFICATION & COMPENSATION STUDY 
 
Proposals received after the time and date noted above will be declared non-responsive and 

returned to the submitter unopened. The City reserves the right to reject any or all of the 

proposals if the best interests of the City will be better served thereby. 

 

The City of Sammamish does not discriminate on the basis of race, color, national origin, sex, 

religion, age or disability in employment or the provision of or contracting for goods or services. 

MBE/WBE firms are encouraged to participate in the City’s procurement process. 
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CITY OF SAMMAMISH 
REQUEST FOR PROPOSALS 

EMPLOYEE CLASSIFICATION AND COMPENSATION STUDY 
 
Thanks you for your interest in submitting a proposal to perform an Employee Classification and 

Compensation Study for the City of Sammamish. 

INTRODUCTION 

The City of Sammamish requests proposals from qualified firms experienced in the design of 

position classification and compensation systems.  The selected firm will consider the objective 

of the City and recommend changes necessary to establish and maintain an equitable and easy to 

administer classification and compensation system for approximately 75 City of Sammamish 

employees in both FLSA exempt and non-exempt positions. 

 

The current compensation system has been in use since 1999 when the city incorporated.  The 

City of Sammamish currently offers a complete benefit package including 100% Medical, 

Dental, Vision, and EAP for employees and 90% for dependents.  State Retirement, Social 

Security Replacement Plan (401A), Section 125 Cafeteria Plan, Life Insurance, Long-Term 

Disability, and an optional Deferred Compensation Plan.  

OBJECTIVE 

The City desires to enter into a contract with a highly qualified and experienced consulting firm 

for the purpose of conducting an Employee Classification and Compensation Study.  The Study 

will assist in the development and implementation of a salary administration program that will 

enable the City to competitively recruit new employees, retain our current workforce, and 

motivate employee job performance. 

BACKGROUND INFORMATION 

Approximately 71 full time and 4 part time regular positions are part of this project including the 

following: 

• About 19 in (15 classifications) FLSA, exempt positions. 

• About 56 in (28 classifications) FLSA, non-exempt positions. 

Note:  Other City positions including uniformed Fire, and Police are not included in this study. 

A fluctuating number of seasonal and temporary positions that are currently not classified will 

not be included in the study either.   
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City employees are not represented by a labor union and are not subject to a collective 

bargaining agreement. 

 

The City of Sammamish utilizes a 5-step salary schedule with 6% increments between steps.  

(See Exhibit 2).  Employees are eligible for up to a 6% step increase on an annual basis until they 

reach the top step of their classification’s range. 

Employees who are at the top of their classifications salary range are eligible for the Master 

Employee Program (MEP) (merit pay).  An employee’s MEP merit pay shall not exceed 5% of 

the top step of their salary range.  (See Exhibit 3) 

PRODUCT OUTCOMES 

To achieve the desired results, the consulting firm selected to conduct the classification and 

compensation study will be expected to deliver the following services: 

• An update of all position descriptions to accurately reflect the actual duties and 

responsibilities performed by current incumbents, identification of essential job 

functions, and recommendations for classifying each position as exempt or non-exempt. 

• A compensation and classification analysis that includes a survey of wages and benefits 

for comparable cities and private sector employers. 

• A compensation and classification analysis that addresses the issue of internal equity. 

• A compensation plan that is easily integrated into the City’s existing model. 

• A pay structure that includes a recommendation for recognizing and rewarding increased 

competencies, skills, and/or performance. 

• A classification system, which can be maintained on a long-term basis. 

• Presentations to employees, managers, and/or elected officials. 

The Consultant may propose additional tasks as deemed necessary to complete the assignment. 

REQUIRED PROPOSAL CONTENTS/EVALUATION CRITERIA 

Please respond to each section fully and completely in order to assure that your firm receives full 

credit when your proposal is reviewed and rated by the City of Sammamish. 

Proposal/Consulting Firm 

1. Legal name of consulting firm 

2. Mailing and street address 

3. Telephone number 

4. Name of authorized representative 
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5. Title of authorized representative 

6. Signature of authorized representative 

 Consulting Firm Qualifications (please limit to two pages excluding resumes) 

• Experience in conducting similar studies in the State of Washington. 

• Experience in classification and compensation management consulting. 

• Experience in evaluating compensation systems for internal equity. 

• Accomplishments in developing classification and compensation plans for public 

employers. 

Project Manager Qualifications: 

Please address the following points, unless the qualifications of the firm and the project manager 

are one-and-the-same: 

• Experience in conducting similar studies in the State of Washington. 

• Experience in classification and compensation management consulting. 

• Experience in evaluating compensation systems for internal equity. 

• Accomplishments in developing classification and compensation plans for public 

employers. 

Evaluation of System Validity and Content (limit to two pages excluding resumes) 

 Describe how the consultant proposes to do the study.  Include descriptions and documentation 

of proposed methodology.  Describe and outline the tasks that the consultant believes are 

necessary to complete the study. 

Study Schedule 

Include proposed timeline, dates, and milestones.  Indicate which tasks the project manager will 

perform and which may be performed by the other consultant staff.  Explain in detail what, if 

any, work the City Staff will be required to perform. 

Employee Relations 

Provide proposed employee information plan for educating City employees during the study and 

provide proposed methods for informing and educating City employees regarding the results and 

validity of the study after it has been completed. 

Availability of Consultant Firm 

In light of your firms other business obligations, indicate the extent of the firm's and project 

manager’s availability to perform the study. 
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Project Cost 

Please provide a detailed project budget. 

Sample of Job Incumbent Questionnaire 

Please provide the proposed questionnaire to be used by the consultant to document job content. 

TIME TO COMPLETE PROJECT 

Successful Bidder will be expected to commence the project on or about February 15, 2007 with 

final written recommendations to the City not later than December 15, 2007.  A project timeline 

is to be included in the proposal. 

CITY'S RIGHT TO ACCEPT OR REJECT PROPOSALS 

The City reserves the right to accept or reject any and all proposals or waive technical 

errors and informalities in the best interest of the City, and reserves the right to interview 

one or more firms prior to making its selection. 

DELIVERY OF PROPOSAL 

Each proposal shall be completely sealed in a separate envelope, properly addressed to the City 

at the address indicated with the name and address of the firm on the outside of the envelope. 

One Original and three (3) copies are to be submitted. 
 
Proposals shall be typed or printed in ink.  Use of erasable ink is not permitted. 

Proposals must be received by the time specified.  It shall be the sole responsibility of the firm to 

ensure that the sealed proposal is submitted by the time and date specified.  Any proposal 

received after the appointed time shall not be accepted under any circumstances.  Such proposals 

will be returned to the firm unopened.  Any uncertainty regarding the time a proposal is received 

shall be resolved against the firm. 

SELECTION CRITERIA 
 
The submittals will be reviewed and rated on the following criteria: 
 

• Professional qualifications of assigned staff. 
 
• Experience in similar types of work/projects. 
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• Experience in working with employee groups, management and elected officials to 
provide education about the background, process and outcomes of the project. 

 
• Documented history of the firm to accomplish similar projects within time limits. 
 
• Documented history of the firm to complete similar projects within budget limits. 
 
• Accessibility of firm. 
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EXHIBITS 

The following Exhibits are included in the Proposal Package for your information and review: 

Exhibit No. 1.  City of Sammamish Organizational Chart 

Exhibit No. 2.  City of Sammamish 2007 Salary Schedule 

Exhibit No. 3.  City of Sammamish Master Employee Program 






















































