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OUR MISSION: To provide our customers with high-quality, efficient and reliable water, power and 
sewer services in a manner that values environmental and community interests and sustains the 
resources entrusted to our care. 
 

 
 

 
MEMORANDUM 

 
 

Date:  January 24, 2025 
 
To:  San Francisco Civil Service Commission (CSC) 
 
From:  San Francisco Public Utilities Commission (SFPUC) 
             Human Resources Services (HRS) 
 
RE: CSC Notice of Action – Item 4 PSC # 44155‐23/24 Review  
 
Background 
 
At the Civil Service Commission (CSC) meeting held on May 20, 2024, the CSC approved PSC 
#44155‐23/24 with the condition that the San Francisco Public Utilities Commission (SFPUC) 
review the options to bring the work identified in the contract in-house and report back to 
the CSC within 3-6 months. The SFPUC is currently overseeing major projects and initiatives 
like construction along the Geary Blvd. corridor, activation of the Southeast Community 
Center, and enrollment into discount programs such as the Customer Assistance Program. 
These all require as-needed/intermittent and specialized technical services to address surge 
needs in outreach, communications, community engagement, market research, event 
planning, marketing, and advertising. Work performed under this agreement has a special 
emphasis on communities that have been historically underserved or face systemic barriers 
in San Francisco and supports the agency’s racial equity plan and goals.  
 
Please note, the delay in reporting to the CSC was due to a mix-up of PSC #s.  
 
Issues 
 
The SFPUC requires as-needed and specialized technical services in communications and 
outreach that are not performed by city classifications. Without this adequate intermittent 
and specialized support, merchants and residents near major construction projects may not 
have the notice and support they need; customers struggling to afford their utility bills may 
not have access to information about discount programs; and major initiatives like drought 
informational campaigns or rates campaigns will not be fully executed.  
 
Authority/Standards 
 
This matter falls under the scope of the Civil Service Commission’s Policy on Personal 
Service Contracts (Exhibit A), which states: 
 

If an existing civil service class of employees could perform the work a 
department proposes to contract out, the Commission may approve a request 
 



  

 

if the department demonstrates an exception is warranted. For example, the 
Commission may approve contracting out of services if there is only a short-term 
or intermittent need for the work. 

 
Findings 
 
PSC Contracted Work 
 
A personal services contract (Exhibit B) was approved to obtain marketing services and 
media buying support from a consultant. Marketing services include expert market research 
like conducting polls, developing surveys, complex data analysis, and leading focus groups 
in other languages. Media buying entails the purchasing of effective and modern social and 
digital advertisements on outlets like Facebook, Instagram, or Google. This often requires a 
credit card to be put on file directly with the vendor on their platform. Payment is based on 
performance of the ad rather than a model where one ad is purchased for a pre-determined 
price. Under the City’s current purchasing procedures, employees have no access to a credit 
card, cannot prepay for deliverables, and can only work with approved City vendors through 
a formal Purchase Order process, which does not include the ability to adapt to modern 
advertising purchasing. The ability to put social and digital ads out to the public is critical to 
the success of the Communications Department. Social and digital ads are substantially 
more impactful and more cost effective than traditional print advertising. Therefore, 
purchasing advertisements on modern outlets requires the assistance of consultant media 
buyers. In summary, these areas of expertise cannot be performed by civil service classes 
at the SFPUC. 
 
Additionally, the services required in support of the projects such as construction along the 
Geary Blvd. corridor, activation of the Southeast Community Center, and enrollment into 
discount programs such as the Customer Assistance Program (CAP) will only require as-
needed and intermittent marketing and communications support. For example, the CAP is 
an existing SFPUC program, but the marketing work to publicize and encourage enrollment 
are not predictable and is decided based on criteria such as current enrollment status, 
whether account shut-offs are being implemented, as well as alignment with SFPUC rate 
planning. This is an example of one project out of many other projects that would require 
similar type of as-needed communications support. While the hours required to perform 
this work cannot be set, the type of work for each project is determined to be as-needed 
support based on each project’s needs and will not require full time work. 
 
Discussion and Analysis 
 
Feasibility of In‐House Classifications 
 
The Request for Proposal (RFP) requires specialized services including the demonstrated 
ability to serve as a media buyer and to place and monitor ads for campaigns with a 
minimum purchase of $100,000 at a time. 

 
Currently, the SFPUC External Affairs, Communications team employs the following 
relevant classifications:  

• 1312 Public Information Officer 
• 1314 Public Relations Officer 
• 9251 Public Relations Manager 



  

 

• 9252 Communications Specialist.  
These Public Relations and Communications classifications perform communications and 
media related work for the SFPUC such as developing print and digital communications, 
preparing materials and speeches for press conferences, and conducting special events.  
 
Other job classifications identified: 

• 1820 Junior Administrative Analyst 
• 1822 Administrative Analyst  
• 1842 Management Assistant 
• 1844 Senior Management Assistant 
• 1802 Research Assistant 

 
The Administrative Analyst classifications perform analytical work related to program 
evaluation and planning. The essential duties for Class 1820 include conducting surveys, 
research, and quantitative and qualitative data analysis. Class 1822 also includes essential 
duties of data analysis, but performs more complex level of duties than Class 1820. The 
Management Assistant series, Class 1842 Management Assistant and Class 1844 Senior 
Management Assistant performs complex administrative duties and management of 
department specific programs and functions. One of the essential duties for Class 1842 and 
1844 is to perform a variety of research and reporting functions including conducting 
surveys and needs assessments, compiling and analyzing data, and presenting data in 
presentations and groups. Another classification, Class 1802 Research Assistant, also 
performs research, data analysis, and conducts interviews to gather data. The 
Administrative Analyst, Management Assistant, and Research Assistant classifications could 
potentially perform the duties of conducting polls, developing surveys, complex data 
analysis, and leading focus groups in other languages to provide marketing services support 
(Exhibit C).  
 
Although the SFPUC currently employs communications and media classifications and there 
are other City classifications that could perform the related work, the contractor required 
for this work involves expertise in marketing, market research, and advertising experience 
centered in underserved communities, which will require only as-needed services. 
Additionally, the work requires the purchase of effective and modern advertisements, 
which currently cannot be accomplished through the City current purchasing procedures. 
Even if exempt as-needed staff were hired to perform as-needed duties, they would not be 
able to purchase advertisements on Facebook, Instagram, or Google, for example. 
Therefore, it would not be feasible to use civil service class positions for this as-needed and 
specialized technical assistance. 
 
Conclusion 
 
The use of a specialized consultant allows for as-needed and specialized technical assistance 
in communications and outreach for SFPUC projects and initiatives, with a specific focus on 
communities that have been historically underserved or face systemic barriers in San 
Francisco. Hiring new or existing City staff is not feasible due to as-needed, intermittent 
services required, the specific marketing expertise required, and City's current purchasing 
procedures that precludes the purchase of modern and effective advertisements. 
 
 
 



  

 

Recommendation 
 
For the reasons outlined above, the SFPUC recommends proceeding with the PSC as 
planned. There is no existing classification and staffing budget available to hire new or 
existing exempt staff for purposes of the work outlined in the contract. 
 
Attachments:  
 
[A]  CSC Policy on Personal Service Contracts  
[B]  Personal Services Contract Summary 
[C] 1312, 1314, 9251, 1820, 1822, 1842, 1844, 1802 Classification Specifications 
 
 



CIVIL SERVICE COMMISSION 
CITY AND COUNTY OF SAN FRANCISCO 

LONDON N. BREED 
MAYOR 

Policy of the Civil Service Commission on 
Personal Service Contracts  

I. Introduction
This memorandum shall serve as a comprehensive guide to the Civil Service

Commission’s (“Commission”) policies on Personal Service Contracts (“PSCs”), as updated and 
adopted for posting by the Commission at its meeting on November 6, 2023. This memorandum 
shall supersede all previously-issued memoranda on PSCs. 

The Commission previously delegated to the Department of Human Resources (“DHR”) 
the authority to update and issue to departments instructions for PSC submissions, consistent 
with the Commission’s policies. The Commission continues to delegate this authority and invites 
DHR to amend its PSC submission guidelines to correspond to this updated Policy. 

The Commission has adopted a number of policies and procedures on PSCs over the 
years, including in 1994, 1996, 2007, 2013, and 2014. This update is intended to clarify the types 
of PSCs the Commission considers, the types of approval the Commission may grant, and to 
modify submission guidelines in recognition of changes in technology and Citywide processes.  

Although the Commission is again updating its policies and procedures on PSCs, it is 
important to note that the Policy will continue to include the following critical components: a 
streamlined Commission approval process; notice requirements to ensure transparency and 
accountability; an appeal procedure to ensure merit system oversight; an approval option 
consistent with the City’s budgetary time frames and process; and a list of compelling 
circumstances that may be considered in approving requests to contract out personal services. 
II. Role of the Civil Service Commission in Approving PSCs

San Francisco’s Charter mandates the Civil Service Commission “adopt rules, policies
and procedures to carry out the civil service merit system.” Consistent with this mandate and 
many years of judicial and legislative history in California, the Commission is authorized to set 
policy on the review of proposals to contract out work that could be performed by City 
employees. With DHR, the Commission reviews departmental proposals to determine whether 
the scope of work to be contracted out can or should be performed by civil service employees. 

The Commission’s role is distinguished from the roles of City departments, other 
commissions, and the Office of Contract Administration. It is not the Commission’s role to be 
involved in the selection of individual contractors or the cost of such services. The role of the 
Commission is to determine whether contracting out is warranted. The selection of the individual 
contractor is done by City departments, with oversight and final decision-making authority 
exercised as appropriate by stakeholder departments vested with such authority.  

If an existing civil service class of employees could perform the work a department 
proposes to contract out, the Commission may approve a request if the department demonstrates 
an exception is warranted. For example, the Commission may approve contracting out of 
services if there is only a short-term or intermittent need for the work. This memorandum sets 
out the criteria the Commission will consider to determine if the scope of services is appropriate 
for contracting out.  

If there is no existing civil service class of employees that could perform the scope of 
work a department proposes to contract out, the Commission’s role is to determine whether a 
new classification should be established to perform that type of work. If it is not presently 
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feasible to do so, the Commission may grant continuing approval to contract out the work until 
or unless a new classification is established. 

Where a department must contract out work to comply with legal mandates and where it 
is therefore not possible for a classification of City employees to perform the work or for a new 
class to be established, there is no requirement that the Commission review or approve the scope 
of work. This Policy aligns with current law and practice and this memorandum seeks to clarify 
examples of these types of contract to enable departments to clearly identify when Commission 
approval is required and when it is not. 
III. Types of Personal Services That May Be Contracted Out

A. Services That Could Be Performed by an Existing Class but for Which There
is a Compelling Reason to Contract Out

With some exceptions noted below, the Commission is responsible for reviewing the 
scope of services departments seek to contract out. If there is an existing civil service class that 
can perform the type of work required, departments must seek approval from the Commission. 
Departments seeking such approval must demonstrate a compelling basis to contract out. 
Examples of compelling factors that may be considered appropriate for contracting out include: 

1. Immediately needed services to address unanticipated or transitional situations, or
services needed to address urgent situations that do not rise to the level of an
“emergency”;

2. Short-term or capital projects requiring diverse skills, expertise, and/or
knowledge;

3. Services required on an as-needed, intermittent, or periodic basis (e.g., peaks in
workload); or

4. Circumstances where there is a demonstrable potential conflict of interest (e.g.,
independent appraisals, audits, inspections, third party reviews and evaluations).

This is a non-exhaustive list of potential reasons a department may seek Commission 
approval to contract out services that might otherwise be performed by a current class of civil 
service employees. Departments should endeavor to provide the Commission with any relevant 
information to allow it to determine whether a compelling reason exists that warrants contracting 
out. In particular, departments should consider whether it is possible to hire additional City 
employees to perform the needed work or should explain why additional hiring is not feasible or 
possible. 

B. Services That Cannot Be Performed by an Existing Class
Where there is no current class of civil service employees with the duties and

responsibilities needed to perform the work a department is seeking to contract out, the 
Commission’s responsibility is to determine whether it is both advisable and feasible to establish 
a new class. Factors the Commission may consider in determining whether to establish a new 
class include, but are not limited to: 

1. Whether the services are short-term, non-repetitive, or so specialized and unique
that they could not be appropriately performed by City personnel;

2. Whether the services require resources the City lacks, such as facilities or
equipment that must be run by a specially trained operator;

3. Whether regulatory or legal requirements preclude the use of an existing
classification of City employees to perform the work; or
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4. Whether future funding is so uncertain that creating a new class to complete the
necessary work is not advisable.

In cases where the Commission determines it is not currently advisable to establish a new 
classification of City employees to perform the needed work, the Commission may grant 
continuing approval (described in more detail below). 

C. Contracts That Do Not Require Commission Approval
There are a variety of service contracts that do not require Commission approval or

review, either because there is a law or regulation that expressly exempts them from Commission 
review, there is a past policy decision by the Commission exempting the contracted service, or 
the personal services cannot otherwise be performed by City employees, either now or in the 
future. Based on the cited legal authorities and as a matter of policy, the Commission finds that 
the types of transactions listed below do not require Commission approval.  

These transactions may still be subject to oversight by departments or their commissions 
as well as the Office of Contract Administration (“OCA”). For those categories of contracts that 
are processed by OCA (items 5, 6, 8, and 12 below), the exemptions from Commission review 
are conditioned upon entry of those contracts, and the specification of the exemption claimed, 
into the PSC database.  Data about the exemptions claimed must also be made available to the 
public. Members of the public who believe that a department has improperly claimed a contract 
is exempt from the Commission’s PSC review may request a Civil Service Commission 
inspection. The Commission will continue to monitor how this policy is implemented and 
continues to reserve the right to further modify the policy in the future. 

The types of transactions exempt from Commission review under this policy are: 
1. Public works contracts under Chapter 6 of the Administrative Code that are not

for professional services;
2. Grants under Administrative Code Chapter 21G;
3. Contracts between the City and other government entities;
4. Proposition J contracts based on the Board of Supervisors’ annual approval

(Charter § 10.104-15);
5. Off-the shelf proprietary software, including software as a service (SaaS), and

corresponding standard support, so long as (a) the City has no legal access to the
software’s code and (b) the purchase does not require services beyond support
that is required to ensure the software’s operability;

6. Contracts for repair, maintenance, or similar services related to the purchase of
software and equipment that must be performed by the manufacturer such as, for
example, where such services cannot be completed by City employees without
voiding the warranty;

7. Delegated Department Purchasing (“Prop Q”) for one-time purchases of
commodities or general services up to the dollar amount stated in Regulation
21.5(a) (currently $10,000, including tax and shipping) (see Admin. Code
§ 21.03(a));

8. Contracts where state or Federal funding requirements specify use of non-City
personnel;

9. Contracts for health and human welfare services where a City board or
commission, the City Administrator, Controller, or the Mayor has determined that
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contracting is the most effective way to provide services (2014 CSC Policy on 
PSCs); 

10. Contracts where the Retirement Board has determined that contracting is the most
effective way to deliver investment management and actuarial services (2014
CSC Policy on PSCs);

11. Health Service System contracts for employee and retiree health benefits;
12. Contracts for services incidental to the purchase of goods, such as shipping or

installation, up to the dollar amount stated in Regulation 21.5(a) (currently
$10,000, including tax and shipping) (see Admin. Code § 21.03(a)); and

13. Contracts approved by the City Attorney for legal and litigation services or
contracts entered into pursuant to settlement of legal proceedings.

IV. DHR’s Role in Approval of PSCs
A. Contracts That Are Delegated to DHR for Review (“Expedited PSCs”)
DHR receives all requests for PSCs and modifications to previously approved PSCs and

then posts and forwards to the Commission requests for PSCs in excess of $200,000 or that 
otherwise require Commission approval under this Policy or applicable memorandum of 
understanding with a labor union.  

Departmental misuse of Expedited PSCs is prohibited. For example, a department may 
not use multiple PSCs for the same scope of services that cumulatively exceed $200,000. 
Expedited PSCs where funding is added so that the total exceeds $200,000 and requests to 
modify and approved Expedited PSC so that the amount exceeds $200,000 must also be 
approved by the Commission. 

B. PSC Database
Each City department that regularly utilizes PSCs must designate a departmental PSC

coordinator. The PSC coordinator must work with DHR to ensure that all PSCs contracts are 
properly entered into the PSC Database. DHR is responsible for maintaining the database and 
establishing procedures for data entry. Departments are responsible for entering into the database 
all requests to contract out and all PSCs. The PSC Database will be used to ensure timely and 
adequate notice to the public and labor unions of requests to contract out and allow the 
Commission to audit overall City PSC contracting to ensure the integrity of the civil service 
system. 

Departments may submit proposed PSCs for approval as soon as the need arises and prior 
to the award of any contract. Departments should submit one request for a specific service 
regardless of the number of vendors that may ultimately fulfill that service. Departments must 
also specify within the PSC Database what duration they are requesting for the PSC approval 
(e.g., one year, 18 months, three years, etc.). Where the duration sought is greater than five years, 
the department should include the date(s) it expects to report back to the Commission, as set 
forth in Section VIII below. Departments should expect to report back no less than every four 
years, which shall be noted on the Commission’s notice of meeting and agenda. 

When submitting a PSC request, departments should keep in mind the purpose of the 
Commission’s review. Background material and information must be included to clearly and 
sufficiently describe the specific personal service to be provided. It is crucial to clearly and 
adequately explain why City employees cannot perform the services being requested in the PSC. 
Departments should also remember that, in the interest of transparency, the description of the 
scope of work to be performed should be clear and specific so that a member of the public can 
understand what service will be contracted out. 
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C. Notice and Posting
Departments are required to notify affected labor unions of a department’s request for a

new or modified PSC in compliance with the applicable memorandum of understanding. DHR is 
responsible for creating and maintaining policies and practices to ensure unions are given timely 
and adequate notice under the terms of those agreements. Departments must comply with those 
procedures and practices. A copy or other proof of the notice from the department to the 
applicable union(s) must be included with any submission to the Commission for approval of a 
PSC. 

DHR is also responsible for posting requests for new or modified PSCs on its website for 
seven calendar days. The posting must include at least the PSC number, the estimated amount, 
the scope of work to be considered, and the estimated duration. The posting period may run 
concurrently with the notice period for unions. Where a PSC application is modified subsequent 
to posting, the modified posting must be available to the public for at least seven calendar days.   
V. Approval of PSC Requests

A. Types of Commission Approval
1. Regular Approval

The Commission will grant regular approvals for PSCs where continuing approvals do 
not apply. The Commission may place conditions on its approval, such as requiring periodic 
reporting from the department or reducing the requested duration of the contract. 

2. Continuing Approval
Continuing approval is granted by the Commission when the work to be contracted out 

cannot currently be completed by an existing class of City employees, it is not currently feasible 
to establish a new class to do the work, and a special circumstance, such as a legal mandate or a 
very highly specialized service, make it foreseeable that these criteria will continue to exist for 
an indefinite or lengthy period of time. Continuing approval is valid until revoked by the 
Commission.  

Unless otherwise authorized by the Commission, in the event that the Commission 
revokes its continuing approval for a PSC, a department may not execute on any new contracts 
under that PSC approval, nor may a department increase the duration or amount of, or expand 
upon, the scope of personal services contracted out under any contracts executed under that PSC 
approval. Revoking a continuing approval shall not terminate contracts executed under that PSC 
approval or otherwise modify the City’s existing contractual obligations. 

B. Duration of Approval
The first contract under an approved PSC must be executed within 18 months from the

date the Commission approves the PSC request. If the department still wishes to contract out 
personal services but fails to contract within the 18-month period, the department must submit a 
new request for PSC approval. Such requests must include a copy of the previously approved 
PSC and an explanation as to why the department was unable to execute a contract under the 
PSC within the 18-month deadline. Departments seeking PSCs in excess of five years must 
adequately justify the length of the requested PSC by, for example, including information about 
why a lengthier contract will benefit the City. 

C. Modifications to Commission Approval
A department may only contract out personal services for the duration, amount, type, and

scope of services specified in the approved PSC. Departments are required to submit a request to 
modify the PSC when the circumstances of the original request change. The following are 
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changes that require Commission approval. All other changes may be submitted to DHR for 
approval unless otherwise specified by the Commission with respect to a particular PSC. 

1. Changes to the type or scope of service provided under a PSC approved by the
Commission;

2. Changes in legal requirements for contracting under a PSC approved by the
Commission;

3. Increases over 50% of the Regular PSC contract amount last approved by the
Commission or the Expedited PSC contract amount if the requested increase
amount will exceed the $200,000 DHR threshold; or

4. Extensions beyond the estimated term approved by the Commission where the
duration of the amended PSC will be three years or longer relative to the duration
last approved by the Commission.

D. Retroactive Requests for Extensions
The Commission recognizes that there may be rare circumstances when a PSC for an

active contract must unexpectedly be extended for a period of time without enough notice for the 
department to request the Commission’s approval to modify the duration prior to its expiration. 
In such event, departments may submit to the Commission’s Executive Director a retroactive 
request to extend the duration of the PSC’s expiration. Such requests must include an 
explanation as to why the department was unable to timely request the modification prior to 
expiration. 
VI. Emergency Procedures

Where the Mayor has declared an emergency under Charter Section 3.100(14), or there is
an emergency under Section 6.60 or 21.15 of the Administrative Code, a department may need to 
enter an emergency-related contract before the time that normal Commission procedures would 
allow. Departments seeking to contract for personal services on an emergency basis should 
contact the Commission’s Executive Officer to determine what procedure is appropriate.  

In the absence of another emergency procedure adopted by a controlling authority, the 
following procedures will apply in a declared emergency. The Executive Director, in 
consultation with the Commission President, is authorized to approve emergency-related PSCs 
or, where possible, to convene an emergency meeting of the Commission. The contracting 
department must, within 30 days of execution, report to the Commission any agreement executed 
during the emergency that would have otherwise required Commission approval under the non-
emergency sections of this Policy. 
VII. Protests and Appeals

A. Expedited PSCs
Protests of approved Expedited PSCs must be directed to the Human Resources Director

no later than the close of business on the fifth business day after posting and noticing the PSC 
approval. In the absence of any timely protest, an Expedited PSC becomes final on the close of 
the fifth business day of posting. 

The Human Resources Director is authorized to resolve protests on Expedited PSCs. The 
Human Resources Director’s decision may be appealed to the Commission, provided such appeal 
is received by the Executive Officer by close of business on the fifth business day following the 
postmarked mailing/email date of notification of the Human Resource Director’s action. Such 
appeals will generally be heard at the Commission’s next regularly scheduled meeting on the 
Regular Agenda. 
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B. Regular and Continuing PSCs
A posted proposed Regular or Continuing PSC may be appealed to the Commission,

provided such appeal is received by the Executive Officer by close of business of the fifth 
business day after posting. Timely appeals will generally be considered by the Commission at its 
next regularly scheduled meeting on the Regular Agenda. Where there is an appeal or other 
objection to a Regular PSC, departments are required to have representatives present (in person 
or remotely) to respond to questions or provide clarification. If a department representative is not 
available, the Commission may choose to postpone consideration of the PSC to a later meeting. 

C. Ratification Agenda
The Ratification Agenda is used exclusively for expediting the processing of uncontested

proposed PSCs and will precede the Consent Agenda on the Commission’s calendar. Although 
they may provide public comment on a proposed PSC, individuals seeking to sever a proposed 
PSC from the Ratification Agenda must provide adequate justification to the Commission for 
their request and why they did not timely protest or appeal the item when they had an 
opportunity to do so.  

The Commission recommends that a department representative attend the Commission 
meeting at which the department’s request for PSC approval will be heard on the ratification 
agenda in order to answer any questions the Commission may have regarding that PSC. 
Whenever possible, the Commission encourages department personnel to appear remotely to 
maximize efficiency. Failure to appear or sufficiently respond to the Commission’s questions 
may result in postponement or denial of the PSC.  
VIII. Reporting Requirements

Departments are required to submit information to DHR regarding the names, contracts,
amounts and durations for all personal service contracts issued under an approved PSC at the 
time those contracts are processed for award. DHR, in turn, is required to submit that information 
for all PSCs awarded during the preceding year to the Commission. The reports are public 
records.  

Departments are also required to submit to the Commission annual reports for all PSCs 
with continuing approval.  

Departments that have obtained approvals for durations exceeding five years must report 
back every four years unless the Commission has approved an alternate reporting period.1 

All reports to the Commission should list the following information:  
1. The contracts executed under the PSC since the last report, including duration;
2. The types of services rendered under the approved PSC since the last report;
3. The amounts expended under the contracts executed under the PSC since the last

report;
4. Whether there have been any new classifications created that could perform the

work or whether any such efforts are underway;
5. The identities of any potentially affected unions;

1 Departments are currently required to submit their own reports to the Commission. When the 
ServiceNow database is fully operational, DHR or OCA is authorized to submit Citywide 
reports.  
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6. The progress made (e.g., the extent of the scope of work accomplished) under the
contract since the last report; and

7. Additional information as requested by the Commission.
Departments must provide these reports to the Commission no later than August 1 for the prior 
fiscal year. Once received, the Executive Officer will place the reports on the Consent Agenda 
for the following Commission meeting and forward a copy to any affected union(s). The reports 
are public records. 

Departments must also notify any affected union(s) each time a Request for Proposal 
(“RFP”)/Request for Quote (“RFQ”) is issued for a contract under the authority of a PSC with 
continuing approval, and provide the affected union(s) with a link to or copy of that RFP/RFQ. 
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PERSONAL SERVICES CONTRACT SUMMARY (“PSC FORM 1”)
                                               

Department:   PUBLIC UTILITIES COMMISSION -- PUC Dept. Code:  PUC

Type of Request:  ☑Initial ☐Modification of an existing PSC (PSC # __________)

Type of Approval:  ☐Expedited ☑Regular ☐Annual      ☐Continuing     ☐ (Omit Posting)

Type of Service:  Professional Services

Funding Source:  Water, Power, Wastewater, and External Aff PSC Duration:   4 years 48 weeks

PSC Amount:   $3,800,000  

1.  Description of Work
A.  Scope of Work/Services to be Contracted Out:
The San Francisco Public Utilities Commission (SFPUC) is committed to high quality outreach about our
programs, services, and projects. The services for this PSC will help the SFPUC better understand, market,
communicate with, and engage our customers. Work performed under this agreement will have a special
emphasis on communities that have been historically underserved or face systemic barriers in San Francisco
and will support the agency’s racial equity plan and goals.

Work will include communications and community engagement support, market research, event planning
and execution, and marketing and advertising. These services will support outreach needs across the
agency, including construction projects like the Geary corridor, activation of the Southeast Community
Center and its programs, and outreach about our low-income Customer Assistance Program.

 
B.  Explain why this service is necessary and the consequence of denial:
These services are crucial to the success of multiple SFPUC projects. The scope of this agreement covers
some major SFPUC projects and initiatives that will require surge assistance in communications and
outreach, as well as key services not performed by city classifications. For example, without adequate surge
support, merchants and residents near major construction projects may not have the notice and support
they need; customers struggling to afford their utility bills may not have access to information about
discount programs; and major initiatives like drought informational campaigns or rates campaigns will not
be fully executed.

 
C.  Has this service been provided in the past?  If so, how?  If the service was provided under a previous PSC,

attach copy of the most recently approved PSC.
While some of the work like market research, communications and advertising have been done
(PRO.0142D, PRO.0142E), this PSC will support needs across the agency’s enterprises and departments
(not just Power Enterprise-related programs and services). Also, this PSC is specifically focused on
communities that have been historically underserved or face systemic barriers in San Francisco.

 
D.  Will the contract(s) be renewed?
Yes

 
E.  If this is a request for a new PSC in excess of five years, or if your request is to extend (modify) an existing

PSC by another five years, please explain why.
not applicable
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2.   Reason(s) for the Request 

A.   Indicate all that apply (be specific and attach any relevant supporting documents):
 
☑ Short-term or capital projects requiring diverse skills, expertise and/or knowledge.
 
☑ Services required on an as-needed, intermittent, or periodic basis (e.g., peaks in workload). 
 
☑ Regulatory or legal requirements, or requirements or mandates of funding source(s) which limit or
preclude the use of Civil Service Employees.  Include a copy of the applicable requirement or mandate.
 
☑ Services that require resources that the City lacks (e.g., office space, facilities or equipment with an
operator). 
 

B. Explain the qualifying circumstances:
Outreach for short term projects like campaigns to promote health fairs at the Southeast Community
Center will be supported by this PSC. Surge assistance will also be supported by this agreement, for
example to contract for additional graphics support when existing positions cannot handle the
workload, or for additional people to do on the ground outreach around construction projects that have
high impact and high visibility. Consultants are required to perform certain media buying duties that
require resources the city lacks, such as prepayment for advertisements using a credit card, or payment
for MUNI bus shelter ad space which is owned by a non-City vendor.

 
 
3.  Description of Required Skills/Expertise

A. Specify required skills and/or expertise:   The Prime Proposer or JV partner must have a minimum of two
years of experience working with communities facing structural barriers, and two distinct projects
within the past five years where they have partnered with San Francisco community based
organizations to achieve project goals. They must also have three years of experience in at least one of
the four task areas and meet minimum qualifications for the other task areas by submitting as a
proposing team with subcontractors who have the necessary expertise. Additionally, they must have a
demonstrated ability to serve as a media buyer and to place and monitor ads for campaigns with a
minimum purchase of $100,000 at a time. Subcontractors must have a minimum of one year of
experience working with communities facing structural barriers and at least one year of demonstrated
experience in the task areas they are supporting.

B.   Which, if any, civil service class(es) normally perform(s) this work?    1312, Public Information
Officer;  1314, Public Relations Officer;  5408, Coord of Citizen Involvement;  9251, Public Relations
Mgr;  9252, Communications Specialist;  
 

C.   Will contractor provide facilities and/or equipment not currently possessed by the City?  If so, explain:  
No
 

4.  If applicable, what efforts has the department made to obtain these services through available resources
within the City?
   The department has consulted with city staff regarding work capacity and expertise and has designed this
contract to fill gaps that exist.



 
5.   Why Civil Service Employees Cannot Perform the Services to be Contracted Out

A.  Explain why civil service classes are not applicable.   
The SFPUC is seeking support and expertise from those who understand or are even embedded in
underserved communities in San Francisco and have demonstrated experience centering these
communities in market research, marketing and advertising, communications and community
engagement, and events. The SFPUC is also seeking media buying support for advertisements that
cannot be made under the City's purchasing procedures (i.e. payment in advance using credit cards).
Additionally, the SFPUC seeks expert market research assistance, which is not under any current class or
job description in the communications department. This includes developing and leading focus groups
in other languages. These specific areas of expertise do not lend themselves to civil service classes at
the SFPUC. Where work overlaps with SFPUC classifications, the consultants will provide surge support
for major projects of a temporary nature. Surge assistance work will also frequently include
requirements for expertise with underserved communities that city staff may not have.

B.   If there is no civil service class that could perform the work, would it be practical and/or feasible to
adopt a new civil service class to perform this work?  Explain. It would not make sense to create a civil
service class of full-time market research experts at the SFPUC, as there would not be enough work to
support such a position. It would not make sense to create a civil service class of full-time media buyers
at the SFPUC, as City purchasing and procurement rules preclude direct purchase of many types of
modern ads. It would not make sense to create civil service class positions for temporary surge
assistance.

6.   Additional Information
A.      Will the contractor directly supervise City and County employee?  If so, please include an explanation.

No.

B.      Will the contractor train City and County employees and/or is there a transfer of knowledge component
that will   be included in the contact?  If so, please explain what that will entail; if not, explain why not. 
Yes. There will be opportunities for consultants to share information with city staff as appropriate about
tactics and findings relating to culturally competent communications in key communities,
recommendations for best practices, and similar. Estimated number of hours would be 20 to 30, and
would include approximately 10 to 20 Communications Department staff persons.

C.      Are there legal mandates requiring the use of contractual services?
No.

D.      Are there federal or state grant requirements regarding the use of contractual services?  If so, please
explain and include an excerpt or copy of any such applicable requirement.
No.

E.        Has a board or commission determined that contracting is the most effective way to provide this
service?  If so, please explain and include a copy of the board or commission action.
No.

F.     Will the proposed work be completed by a contractor that has a current PSC contract with your
department?  If so, please explain.
 No.

 
7.  Union Notification:  On 03/25/2024, the Department notified the following employee organizations of this

PSC/RFP request:
Municipal Executive Association; Prof & Tech Eng, Local 21; Professional & Tech Engrs, Local 21

 



☑ I CERTIFY ON BEHALF OF THE DEPARTMENT THAT THE INFORMATION CONTAINED IN AND ATTACHED TO
THIS FORM IS COMPLETE AND ACCURATE:

Name: Shawndrea Hale      Phone: (415) 551-4540     Email: shale@sfwater.org

 
Address:  525 Golden Gate Ave 8th Floor San Francisco, CA 94102                                
*************************************************************************************

FOR DEPARTMENT OF HUMAN RESOURCES USE
PSC# 44155 - 23/24       
DHR Analysis/Recommendation:                                              action date: 05/20/2024
Commission Approval Required                                              Approved by Civil Service Commission with conditions
05/20/2024 DHR Approved for 05/20/2024
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quantitative and qualitative data analysis; or complex financial/fiscal 

analysis and reporting. Class 1820 Junior Administrative Analyst is 

the entry-level class of the series. 

DISTINGUISHING FEATURES 

Class 1820 Junior Administrative Analyst is distinguished from Class 

1822 Administrative Analyst in that the latter is the journey level of 

the series that performs duties of difficult and complex nature 

related to administrative policy analysis. legislative analysis. 

economic analysis, budgetary analysis, complex financial/fiscal 

analysis and reporting, data analysis, and 

development/administration of competitive bid processes, 

contractual agreements or grants. 

SUPERVISION EXERCISED 

None 

EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES 

According to Civil Service Commission Rule 109, the duties specified 

below are representative of the range of duties assigned to this job 

code/class and are not intended to be an inclusive list. 

1. Conducts field surveys and carries out routine research in 

connection with budget, legislative or management studies and/or 

performs analysis of actual expenditures compared to the budget or 

public policy issues.

2.Assists in conducting difficult and complex analysis, procedural, 

organizational and operational investigations, quantitative and 

qualitative data analysis, surveys and/or research relating to 

department/agency operations.

3.Provides routine information to departmental personnel on the 

preparation of budget and policy documents, reports, demographics 

and program implementation.

4.Assists in preparing reports and proposals.

5.Assists in preparing budget and program delivery calendars.











Administrative Analyst 

Job classification 

Class 

Title 

Overtime eligibility 

Labor agreement 

Effective date 

1822 

Administrative Analyst 

Exempt (Z) - No Paid Overtime 

SEIU, Local 1021, Misc 

April 12. 2023 

Current compensation plan 

Effective: Jan 04. 2025 

Se e Historic and future co mQensatio n informat ion fo rthis class 

Step: Step 1 Step 2 Step 3 Step 4 Step 5 

Rate /hr: $49.2500 $51.7250 $54.3250 $57.0375 $59.8875 

Rate /biweekly: $3,940.00 $4,138.00 $4,346.00 $4,563.00 $4,791.00 

Rate /year: $102.440 $107.588 $112.996 $118,638 $124.566 

Job description 

CITYAND COUNTYOF SAN FRANC�CO 

DEPARTMENT OF HUMAN RESOURCES 

TITLE: ADMINISTRATIVE ANALYST 

JOB CODE: 1822 

DEFINITION 

Under direction, the Administrative Analyst performs difficult and 

detailed professional-level analytical work in a variety of functional 

areas. such as; development and administration of competitive bid 

processes and contractual agreements; grant administration and 

monitoring; budget development and administration; legislative 

analysis; development and evaluation of management/administrative 

policy; program evaluation and planning; quantitative and qualitative 



data analysis; or complex financial/fiscal analysis and reporting. 

Class 1822 Administrative Analyst is the journey-level class of the 

series. 

DISTINGUISHING FEATURES 

Class 1822 Administrative Analyst is distinguished from Class 1823 

Senior Administrative Analyst in that the latter performs duties of a 

more difficult and complex nature. Class 1822 Administrative Analyst 

is distinguished from Class 1820 Junior Administrative Analyst in that 

the latter is an entry level class performing less difficult and complex 

duties. 

SUPERVISION EXERCISED 

Depending on assignment. may serve as lead worker to clerical. 

technical and/or subordinate professional staff. 

EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES 

According to Civil Service Commission Rule 109, the duties specified 

below are representative of the range of duties assigned to this job 

code/class and are not intended to be an inclusive list. 
1. Performs research, compiles and analyzes information/data 

regarding a variety of administrative, management. fiscal and 

organizational issues: identifies issues and determines analytical 

standards in consultation with supervisor, manager, departmental 

personnel and other individuals/experts: gathers relevant data, 

information and/or documentation from a variety of sources; 

analyzes information and documentation to develop tentative 

findings; discusses and/or coordinates analysis and tentative findings 

with supervisor, management staff and/or other appropriate 

individuals; develops or assists in developing recommendations and/

or course of action; gathers additional information and/or revises 

methodology as needed.

2.Prepares or assists in the preparation of a variety of management 

reports: compiles and evaluates information in preparation for writing 

report; presents background information and description of analytical 

standards; outlines findings and recommendations and prepares 

logical supporting documentation; writes or assists in writing final 

reports and documentation for evaluation by administrative and/or
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