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What we'll cover in this session

 What is 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

All in 15 minutes!
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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.
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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
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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!
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Multi-year contracting for goods & services in San 
Francisco: a who's who guide

Department-by-
Department for 
their individual 

needs

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) Construction services

Office of Contract Administration (OCA) Citywide general services and commodities 
agreements (called “term contracts”)

Department of Technology (DT) Citywide technology agreements (called “enterprise 
agreements”)

Controller’s Office Citywide pre-qualified pools of vendors

Centralized and 
citywide in focus
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Where to find opportunities

SFPUC’s SFBid system

The SF City Partner portal is used by multiple City departments, 
including the Office of Contract Administration, to advertise for and 
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. 

Depending on 
the City agency 
doing the 
procurement, 
you will find 
opportunities in 
different places.

OCA’s forecast

Looking to the future! Many City departments also publish 
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 
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
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Types of solicitations
Type of solicitation What it means Result

Invitation for Bid (IFB/ITB) Used by the City to solicit a low-
bid multi-year contract. Contract

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

Contract

Request for Qualifications (RFQ) Used by the City to create a pool of 
qualified contractors. Pool of suppliers

Request for Information (RFI) 
Used by the City to learn about 
the market for a particular 
product, service, technology, etc.; 
does not result in a contract

Informational 
purposes to inform 
future contract 
decisions
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What to look for in a solicitation packet

It is 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
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Sample solicitation packet: Invitation for Bids for 
As-Needed Graffiti Abatement Services

Invitation for Bids

Minimum Qualifications

Duration and Amount (NTE)
Evaluation criteria 

Solicitation timeline

Here are some key pieces of the solicitation to highlight:
Scope of work
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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!

Attachment 1: City’s Contract Terms

In this case, the Scope of 
Work is included in the 
City’s Contract Terms, not 
the solicitation document. 

Attachment 2: Bidder Questionnaire 
& References



12

Attachment 4: Bid Sheet Template

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

Attachment 3: CMD LBE Forms 

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



13

Tips for preparing your bid or proposal
It is always recommended to attend any pre-bid meeting and submit any questions you 
have during the Q&A process. 

 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.
 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.
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What happens after you submit a bid or proposal 

Intent to 
Award

Score 
Tabulation

Oral 
Interviews

Written 
Scoring

Minimum 
Qualification 

Screening

Minimum Qualification Screening
The City first screens bids/proposals 
to ensure they meet Minimum 
Qualifications. If a proposal does not 
meet the MQs, the City will send a 
non-responsive notice to the 
contractor with a justification. 

Written Scoring
Then, the City assembles a scoring panel 
to review each bid/proposal and score it 
based on the criteria in the solicitation.

Oral Interviews
If the solicitation included a process 
for oral interviews, the City will send 
contractors an invitation to 
participate in an oral interview. 

Score Tabulation
Once all scoring is complete, the City 
tabulates scores and applies any rating 
bonuses/bid discounts for LBEs. 

Notice of Intent to Award
Finally, the City issues an Intent to 
Award letter to all contractors 
specifying the highest-scoring 
contractor who has been selected 
for the contract.
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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-II 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!
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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



THANK YOU!
Contact:  GovOps@sfgov.org
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