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What we'll cover in this session

= Whatis multi-year contracting? Is contracting with the City
right for me?

= What the City buys, who the players are, and where to find
opportunities

= Types of solicitations & what to look for in a solicitation
packet

= Preparing your bid/proposal
= What happens after you submit your bid/proposal
= Contract review & execution




What is multi-year contracting?

* Long-term contracts for goods, services, grants, construction (often
called "formal" contracts)

= Follows complex process that takes several months to over a year, depending on the
City’s need

* The City and County of San Francisco is a unique client:
= We work for the public good and in service of San Francisco’s residents and visitors.
= We have unique processes and rules that govern our public procurement process.

= Ex: gas-powered landscaping equipment ban, limitations on campaign contributions,
insurance requirements, etc.

= We require the businesses and nonprofits who work with us to follow all our laws and
rules and document their compliance.




What the City buys

Commodities

Products such as
materials, equipment,
and supplies.

Examples:
Office supplies
Chemicals
Plumbing equipment
Food & catering

-

Construction

Public works or
improvements and related
services including design,

consulting and construction
management services.

Examples:
General contractors
Architecture
Engineering
Trucking & hauling

Services

Professional Services: services that
require analysis, judgement,
specialized knowledge, etc.

General Services: all other services
that are not professional services

Examples:
Consulting (e.g. IT, public health)
Graphic design
Janitorial services
Security guards
Specialized training

\
\

Grants

Award of funds to entity to
provide services to the
public

Examples:
Community-based projects
Food assistance
Outreach services
Performing & fine arts




Is contracting with the City right for me?

Ask yourself: Does my business provide goods or services that could be relevant to
government operations or public services?

Sample
scenarios

—

My business provides luxury wellness retreats targeted towards
tech executives. Maybe not worth it...

My business offers organizational development consulting services for
public institutions. Could be worth it!

My business provides catering for different sized events and is
committed to sustainable food handling practices. Could be worth it!




Multi-year contracting for goods & services in San
Francisco: a who's who guide

City Department Types of multi-year contracts

All City departments Professional services contracts; grants

Chapter 6 departments (SFO, MTA, PUC,

Port, Rec and Park, and Public Works) ~ -onstruction services

Citywide general services and commodities

Office of Contract Administration (OCA) agreements (called “term contracts”)

Citywide technology agreements (called “enterprise

Department of Technology (DT) agreements”)

Controller’s Office Citywide pre-qualified pools of vendors




Where to find opportunities

g The SF City Partner portal is used by multiple City departments,
including the Office of Contract Administration, to advertise for and
CITY PARTNER collect bid responses. In addition, other City departments post links

to their own bidding systems here.

Some City departments have their own departmental contracting
portal that you can access through their individual websites.

"""""" b Looking to the future! Many City departments also publish

e forecasts of the bid opportunities they will be opening in the near
future. By reviewing these forecasts, you can prepare your
organization for future work.

For smaller-dollar purchases of goods and services (Prop Q), City departments
}@‘ reach out to firms directly to solicit quotes. Therefore, we recommend keeping
A\ your contact information up to date so City staff may contact you!



https://sfcitypartner.sfgov.org/pages/Events-BS3/event-search.aspx
https://www.sf.gov/get-contracting-opportunities-city-or-department
https://www.sf.gov/resource--2023--future-contracting-opportunities

Types of solicitations

Used by the City to solicit a low-

bid multi-year contract. Contract

Invitation for Bid (IFB/ITB)

Used by the City to solicit a multi-
Request for Proposals (RFP) year contract based on factors Contract
other than just price.

Used by the City to create a pool of

Request for Qualifications (RFQ) qualified contractors.

Pool of suppliers

Used by the City to learn about Informational

Request for Information (RFI) the market for a particular purposes to inform
product, service, technology, etc.;  future contract
does not resultin a contract decisions



What to look for in a solicitation packet

! -
~
\4

Itis important to

carefully read the

entire solicitation
document!

Scope of work / specifications of what the City is looking for
What kind of solicitation it is (RFP, IFB, etc.)
Duration of Contract and Not to Exceed Amount (NTE)

Minimum Qualifications that contractors must meet in order to be
considered

How bids/proposals will be evaluated

Required documentation for bids/proposals

LBE subcontracting requirements (if applicable)

Ethics rules & communications protocols

Attached Terms & Conditions, which include insurance requirements

Solicitation schedule and milestone dates



ample solicitation packet: Invitation for Bids for
s-Needed Graffiti Abatement Services

Cty and County of San Francisco Here are some key pieces of the solicitation to highlight:

Sourcing Event 1D 0000010181 IDep‘t Contract ID: TCERS04

Fusrmal Lavitation for Bids For:
As-Mended Crallii Ahsteneant Services (Micrs LEE Sa-Aside) ¥ 1
IL GOODS AND SERVICES REQUESTED Scope of work
This Sokicilation can be viewed on the City's Supplier Ponal ac g sfcirypanner of o of g suges indes jops, Ao Cepeeetls nmedlfor Services Requested
o, This Saliciistion is being isssed by OCA on behalf of DPW ond oter City depanmenis.
ﬁ.' OCA is seeking qualified Micoo Local Besiness Enterprises Bidders, cenified under CMID's LBE
Centification Category GS090 — Jenisorial Services: Building, Cossinection, Powersmshing, and
Bid Pluase T: Dute o o . . . Giratffiti Removing, w provide Bids for As Needod Graffid Abatement Services, in accordance
Tawitation for Bids ned oy 37, 024 34K pos (Pacifc Standurd Time) Solicitation timeline wish Appendix A, Scope of Werk, to City's Commet Terms | Asischmen 1).
Pre-HBad Conference Fehnaary 3, 2024 — 10200 mm (Pecific Smnderd Tinss)
Microsoft Teams Need help® PRA Plom T e b M. i l.f. t.
Juin the now leviitation for Bids besusd Jomssary 27, 2124 — 2K pm (Pacafic Standard Time ) |n|mum Qua | |Ca |°ns
Meetmg - 335 Y41 654 545 Pre-Hid Confesence Fetinmary 3, 2024 - 1400 om (Pacific Smnderd Time)
Passcode: xeToew Microsolt Teams Meed help!
Dval bn by phose . Jolm the maw
pm] i]}hﬁkl Ah !mn!~ 570528 Usiied Swies, San Francisco Miceting [D: 335 941 684 345
i 4 ek b Passcode: xe 7o
Phose comference IDy: £93 157 4328 Dbind bt by phome
Diendline for Winien Questions Febraary 5, 2024 — 5100 pos (Pacific Saandand Time) $70% 28 United Simies, San Francisco
_J_-Ll."L‘ﬁM._‘i..ﬂ.!._L._._‘i._.E
Hid Due Daie February 17, M12% _ 30 pm (Pacific Sasndard Time ) - Tipreiptinn When Due ta OCA
Bid Opening Fehnaary 17, 2025 - 2:50 P'“':P-\Jr‘- Saamadard Time} cod - . = Evidence of Micro LBE Cenification issusd by the San Pranciseo
M T, N Pl comderence I &95 157 95238 Crmaat M D OMD Y
Juin the fo— Wiimen Questions Due Daie Eehnsary &, 2034 53400 pos (Pacific Sssndard Time ) Frme g Bl e
Mezting [D: 288 331 604 074 Bid Due Date Fehnaary 17, 2025 — 2100 pos (Pacific Sissdard Time ) m o gﬁﬂm?_ﬁmﬂﬁ;g{ﬁ‘\zmﬁ;ﬂ
Passeode: T80T Motice of Insent so Awand Fetinmary 24, 2025 or after bid evalsareon is complesed casgunes
[+l in by phoae Peniod for Protestisg Motice of | Within three (3) basiness days of the Ciry's isssance of & ﬁ“ﬂﬂm‘&}}ﬁ-kﬂw“"“m“"
£ 415000 2054, 3351539278 United States, San Francisco Insent 1o Award Matice of lssent 1o Award. ¢ #
Fiod o local sember Pre-Rid Cosference Deisdls #2 | Camplesed Anackment 2. City’ (reestionnaise and References. Hid Duee Dane
Phome conference I 335 133 9270 ‘The Pre-Bid Conference will begin o the tme specified. Bidders' represematives are urged o m” - FM n : WD LR D D
Maotice of Intent so Award Fehraary 24, 2025 or after bid evalaation is completed mrive on time. Topics already covered will mot be repented fior the benefit of lse amivals. MQ tm" e == o RyE——
#4 | Complesed Anachment 4, Bid §
Penod for Protestisg Notce of Within theree (3) besiness days of the Ciny's sssance of & Notdce of Fallare o sttemd the Pre-Bid Conference shall st excuse the swarded Bidder from any MQ g — £, 3  Template
Imsent vo Awand Imsent so Award. abdigntions of & contract owarded pursusnt to this Selichiation. Any chasge or addision o M5 | Bidder must prvide evidence of three 13} past invoices, purchse. | When deemed the F:;‘_N
Conroact Admsinisreos Even Magames the requiremsents contained in this Soliciistion s a resul of e Pre-Bid Conferesce will be :m”::;;:::r&:;ﬂmﬂm};i'li::;:‘n“:n'l'i Apparent hidder by OCA
Difice of Comernct Adnsinistroion exeomed by & writben Addenduns v this Solicimtion. b is the responsibility of e Bidder w : |
1 Dr. Carliom B, Goodlen Pl Ssn Franciseo, CA S4102 chweck for sy Addendum o this Solicinstion or ofer published penisent isformmion.
Plaome: ((28) 652- 1622

— Fmm— Duration and Amount (NTE) ) o
MMachencas |: Cly's Comres Tesmn B Atidpaied Contract Term Evaluation criteria

Anachoen 2 Balder Qusssonmine aad Reloenees

A comtract awarded pursusss s this Solicisrion shall be non-exchesive with o crigisal . BIDEVALUATION CRITERLA
rermoal five (5) years.
Et et Th ) Evaluation Phise Evalustion Criterl
i miom Fremy . Amtbdpated Comiract Mot io Exeesd Amoust
Anachinent & First Souree Hising Form Minimum Qualifications Docementation PossPail
A commct awarded pursmant 10 this Soliciatos with & nol-o-cxcesd amoust equal m the -
Bid Shast Lowest Price

M M M Minimum Comgetitive Amcent for Gesem] Services (currestly 51,170,000, bul ssbgect 1o change aver
Invitation for Bids e e o e e Conec.




Sample solicitation packet: Invitation for Bids for

As-Needed Graffiti Abatement Services (1 of 2)

A solicitation document will

include a list of attachments.

Make sure you read and
understand these!

Attachments

Attachment 1: City’s Contract Terms

Attachment 2: Bidder Questionnaire and References
Attachment 3: CMD LBE Forms

Attachment 4: Bid Sheet Template

Attachment 5: MCO Declaration Forms
Attachment 6: First Source Hiring Form

Attachment 1: City’s Contract Terms

City amd County of San Framcisco
Office of Costract Administratios
Dvivision
City Hall, Resm 4300
1 Dr. Carlioa B. Goodleit Place
San Francises, Califsrnia 941024685

Agreement hetween the City and County of San Franciso
and
[Insert name of contractor]
TUCRESNS

[Imsert PeopleSalt Contraect 1]
This Ageeement is made this |nsen doy | dey of (1 month), ert L in the Ciry and
County of San I-r.:lm.lsml‘l.m Iy Sumart.i.lmum.l. Iw amh.w.nn name of Contracos
("Conractor) aed City.

Hecitals

WHEREAS, the Office of Contract Admanisirasion | Deparimest ™) wishes io peocure om behal
of San Frascisce Depanmess of Public Works and other City Depanments os-nesdad graffin
ahasement services Contractor, and
WHEREAS, Contractor represents and wisrents that it is gualified 1o perfonm the Sarvices
regained by Ciay as set forth under this Agreensent: and

WHEREAS, Comemctor was competizively selecied parsunm io on Invisaoon for Bids (“1FB™)
entigled OCA DFW | Micre LBE Ser-Acide Graffin Abatemesa isssed through Sourcing Event
I0 (HHHRHAN ] ; md

WHEREAS, this is & Micro LBE Set Aside Contract as defimed by Chapier 14B of the San
Francisco Adnmistrazive Code: and

WHEREAS, spprvval for the Agresment was obinined on Apeil 14, 2024 from the Civil Service
Commission under PSC nunsher [FHEPSCON2242 whack authorizes the sward of nuskiple
agreements, the totsl vabee of which cannot exceed 32,000,000 axd e individual demtion of
which cannot excesd five {3} years: and

Now, THEREFORE, the pariies agree as follows:
Aurtiche I Definkibons
The following apply o this

1.1 “Agreement™ mesns this comract docunsent, ineluding all aitacked sppendices,
and &l spplicable Ciry Ordinances sxd Mandmaory City Requiremenas specifically incosparated
meo this Agreemess by reference as provided bepsan.

Pty i 20y L ——1

Attachment 2: Bidder Questionnaire

Attachment 2

& RefE@r@NCES s qucismmine i terences

Pari 1
Bidder Infarmation

Misie: of Firmn |

Headquaner Addeess:

Pl Bio:

Tl Froe Plaone Nis.!

Comlir! Maime & Tille

E-mail:

Federal Tax I:

Payroens Terss:

Peruon Prepusing Bid:

Lewal Representative

|
|
|
|
SF Supplies 10: |
|
|
|
Nusmse s Nusiber! ‘

Warehsiiee Addes!

Cantsct Infarmation G Plecing Onders:

Telephone

Email:

Website

24-hour
Emzrgray
Humber

Sonrcing Esverst 00000 0151

P05 {0324 Antacherem T i Jomuary ¥7. MO8

Hidder (reewinenmen: and Refemenoo




Sample solicitation packet: Invitation for Bids for
As-Needed Graffiti Abatement Services (2 of 2)

Attachments

Attachment 1:
Attachment 2:
Attachment 3:
Attachment 4:
Attachment 5:
Attachment 6:

City’s Contract Terms

Bidder Questionnaire and References
CMD LBE Forms

Bid Sheet Template

MCO Declaration Forms

First Source Hiring Form

CITY & COUNTY OF SAN FRANCISCO
CONTRACT MONITORING DIVISION

CMD ATTACHMENT 5
Rﬂgmmﬂm mMu'mLBE SerAside
Services Contracts
Far Contraces less than or cqusl ta the Minkmsm Competitive Amsunt
amd that are sdvertised on or after July 1, 2024

&
General Services Contracits
For contracts less thas or equal to the Threshald Amoust
and that are sdvertised on or after July 1, 2024

PARTI. GENERAL

L1 SAN FRANCISCO LAROR AND EMPLOYME:
KNOWN AS ADMINISTRATIVE CODE CHAFTER 1TE) AND ADM

CHAFTER 148

A Takbeeigib ply with the Loxal Busincss
jor— e— ...,..m...u. Saes Frimcsiscn Lalsse arad Essplaryment Conle Asticle
B3I (“Asticle 1307), and Sen Frascsco Adminssative Code Chaples 148 (-Chapier 1457) and

lcrmenting Rl and Boghbiioms. Aricie 131 anh Chagecr 145 e lirsiond 4 aitorsd
oy e San Francisco Contriet Mosssorig Divisis {CMIT).
Astick 131 und Chaptes 1481 and Rl s Rl b
e B s S fully s ot pvale hat the e of sy Propuses or Comsalaniso
comply in v Eaith with hese Bl I Copcs of
Astick 131 and Chaptes 148
U S ——1
€ Micro-LBE Set-Aside Progress
Ul Seston BTTKNZ)of the Onliss
LBEs: (1 the Comract Awarding
Aushority 1o be les n...wn'...l o the Missssen Competitive Amosnt; arsd (2) Gereral Services
comtracts estinmen by the Contract Asedisng Authoeity 1 be s Sham ce el i the Thresbold
Aot The Cestifican I dabic v the tp w5 L

"

Rl sml Regal the MDY

s 15 M-

o sy

ML A . ot
Furkt prace.thes the Contract Awarnbing Ambarry sy repect 3 Freposals and samove the Costractfrom the ac-askls prageam.

Far arsitemce wih s CUD Aachoment anier
vt e i e Egaal Sen s

|Anad1mem 4 - Bid Sheet

[OCA on benalf of San Francisco Department of Public Works
Sourcing Event ID: [0000070181
Bidder's Name:

[This Bid is imited to Micro LBE Bidders. You must complete all
IYELLOW cells for ALL LINES in their entirety. Failure to do so will

Instructions: resultin a rejected Bid. Al pices shall beciusiveof sales tax The
lowest “Total Cost" will be deemed the Lowest Bid for that Aggregate.
i cty Yes. the Ciy wil

in Aggregate 1

[Prompt Payment Discount
(Refe 0 Soictaion to see fow tis
iscount il be evaluateo)

Attachment 4: Bid Sheet Template

Minimum
Wi the Orclnnes dota. The Linirum Cormputsation Ovsinance (WCO) becana afoctve Oricber 8, 2000, 2 was
latiet amanded by the Board of Supérvisors, wit an ofedive daie mmmmomwummm
mqdres Gly conackes and subcormacior b pay Cowres Emloyses & miimam beury wage dad &
compensalit sed 0 uncompensates days of per yedr. The misimum wage file may changs fiom 5 and
Conractor

Tha MCD appies only i you have @i least $26.000 in cumlative arnual business wih & Cily depariment o desarments
of subsisiors

Tha City may o empkaes

Effact om City comracting. For contrcts and amendmants sgned on of sler Octobier 8 2000 the MCO wil have the

Eoowing affect

= In such contract. the conracior wil agres 1o abide by the MCO and 1o proside its anpkyes Me minimum
benults e WCO rogares.

+ o conrascr s rak agras is prvds the UG miimum banafts the iy wil award & coniact & that
canbacte enly if the CaniTaciar has recabec an apercies unelon o walver undel MED om the Ciice of
L Stirdieds Enkecaimin [OLSE) vt g Depariment. T
agreament 10 aia by the MCD f T i an @xamehon of wasv on e

Wit this form dow. I you can aasunc e City now that, begining wih e fist O Conact of smendnent you it
aher Citokar 8, 2000 and unl furar noica, you wil piovide T Minmum bonalt ket speciid in D MCO 10 your
covined amplcyses, and wil Snsure that U SUBCONTACIoN ke SUEfSCE 1o the MCO B0 the aame, this wil help the Coy's

process.
" make s

Fexr mare information, |1} séa cur Wabsba, ncluding ha completn Jet of the andinance: wew.sigov cigfass, (2) o-mal us
ak MCOstgen o, (3) PRene us i (415) 5547903,

Wvien 1o S this. Form. Submi fis form va San Franciscd's conmaled vender portal Sicitysartesrg
or call ha Suppler Suppaort Dosk al 415-043.2442, Ext 1

(phewne comtncs the WD Nain Gifice s (4157 S-S Declaration
I oy ba fed vendor wilh the and Ci of San Frandsco, thi will prosice, if
1. T Bk Vil A 0 MK B S A Empaaat S W B o S

o S e o e o e e Sl o S

- o —
. — -—

Attachment 3: CMD LBE Forms
T T BTdTSepte £ - Thrown
.
= e

5 CFPE 0F Lakon STANDASGS ENFORCEMGNT, Gy Hass Roowd 430

MACE/HCAS Ti [415] 5547903 + Fas [415] 5546201
100, CaTon B GOOMETT PUACT « Sax Frisscrcn, CABS1D e

Attachment 5: MCO Form

| Aggregate 1
Line Exponse Typ Desaiption Est. Annual Qty por Sa
N |Avate grafit ocated a maximum
1 o T e e sweeron B I:
2 Labor* 2‘;‘;"‘-’:@ g igherthan 15 12,500 ‘Square Foot s - s
3 Paint Paint to Cover Graffiti 12,500 ‘Square Foot $ -8 -
Total Extended Prios R < -t vao n Sourcing Event 0161 Line 1
*Labor rates shall include all labor, supplies, and i i rd: with the i and defined in the bid document.
s o e H FRANCISCO
sal 150
GEMERAL SERVICES AGEMET ~ - SCOURCE
p—
OFACE DF LARGE STAKDARISS EWFORCEMEHT e I. OFFICE OF ECONOMIC &

0| \WORKFORCE DEVELOPMENT

Busirais Rurme: At ot
Comiract 10 [ apphcabis Suppher B |¥ applicsbis}
Pror: ra
e Sqatues
Plarres of Atharica Remrem bt

WORKFOREE PROJECTION FORM

San emsien Adrastrstres Code

[

- . b comparny

Smction 1 Select pourindury:

= Wi B = QTS [T . [p——
[ QUSSR — [ re—— =

O comsmucion O mmencas 0O sesicwatnmems O wecsmseiraze
O rductiond Services O inkefTecsyoror O setal Trace. O oher

[0 Fescsissance O Lo ispinaity O socisSarvim.

[T PR e [
[opr— [ [ —————

[ [ — o

[ S I

[= T — O cier

O oemer

Attachment 6' First Source

Hiring th‘.]!ﬂ‘{@g g guse s gt




Tips for preparing your bid or proposal

Itis always recommended to attend any pre-bid meeting and submit any questions you
2 have during the Q&A process.

Do bo

t
=

= This can help remove ambiguity and ensure you have what you need to build a strong proposal!
» Pre-bid meetings and Q&A protocols are listed in the solicitation document.

)

Make sure you submit all required documentation listed in the solicitation.

This includes using any forms provided for required elements of the bid/proposal, such as the
cost worksheet.

Iil}

Make sure it is clear from your bid/proposal how you meet each Minimum Qualification (MQ)
listed in the solicitation.

If documentation is missing or if you didn’t use the right forms, your proposal could be deemed
non-responsive by the City and won’t be considered.

@ Avoid technical issues at the last minute!

Upload or submit your response early, and if possible, ask for confirmation of receipt by the City.




What happens after you submit a bid or proposal

Written Scoring

Then, the City assembles a scoring panel Once all scoring is complete, the City
to review each bid/proposal and score it tabulates scores and applies any rating
based on the criteria in the solicitation. bonuses/bid discounts for LBEs.

Minimum
Qualification
Screening

Score Intent to
Tabulation Award

Oral
Interviews

Written
Scoring

Notice of Intent to Award
Finally, the City issues an Intent to

Oral Interviews

Minimum Qualification Screening If the solicitation included a process

I:::;Eg';i?crfs:tsh? il:}:lisr{]zrr?]posals for oral interviews, the City will send Award letter to all contractors
lificati y ¢ contractors an invitation to specifying the highest-scoring
Qualifications. If a proposal does not contractor who has been selected

. . participatein an oral interview.
meet the MQs, the City will send a for the contract.

non-responsive notice to the
contractor with a justification.




Contract review & execution

If you are awarded a City contract, you will need to complete the following post-award steps
before the contract may be signed:

= Contract Terms & Conditions. The City’s Terms & Conditions include language about insurance requirements,
indemnity, payment, compliance, and more. Make sure you read them carefully!

= Technology Review. For contracts where you will have access to non-public City data, City systems, or are providing
technology or technology services, you must provide a SOC-Il report or complete the City’s Cyber Risk Assessment
Questionnaire.

= LBE Subcontracting. If your contract has an LBE subcontracting requirement, you will need to identify and LBE to
subcontract to and submit the necessary paperwork to CMD.

= HCAO/MCO Form. You will need to attest that you understand the requirements of the Healthcare Accountability
Ordinance and Minimum Compensation Ordinance, which require contractors to provide healthcare and minimum
compensation to their staff working on the City contract.

= First Source Hiring. You will need to submit the First Source Hiring form to OEWD and provide them with information
about any open entry-level positions you have.

= Certificates of Insurance. You will need to provide the City with valid Certificates of Insurance for all insurance types
and at the level required in the Terms & Conditions.

... and other requirements that apply to your contract!



Key takeaways

= Consider whether your firm’s offerings align with the City’s needs
* Understand the players and the process

Read all solicitation documents carefully

Submit all required documentation and forms as part of your bid/proposal




THANKYOU!

Contact: GovOps@sfgov.org
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