City and County of San Francisco
Request for Proposals for
Daggett Open Space Stewardship

Issued by:
Real Estate Division
Date issued:
February 29, 2016
Deadline for Submission of Written Questions:
April 18, 2016
Answers to Questions Posted:
May 9, 2016
Proposals due:
5p.m., May 30, 2016

i

Request for Proposals for Daggett Open Space Stewardship

TABLE OF CONTENTS
Page
I. Introduction and Schedule……………………………………………………………….. 1
II. Program Area and Scope of Work……………………………………………………….. 2
III. Application Process and Guidelines…………………………………………………….. 5
IV. Proposal Submission Requirements…………………………………………………….. 7
V. Project Proposal Content………………………………………………………………..... 8
VI. Evaluation and Selection Criteria……………………………………………………….. 12
VII. Terms and Conditions for Receipt of Proposals…………………………………... 15
VIII. Award…………………………………………………………………………………... 19
IX. Requirements……………………………………………………………………………... 19
X. Protest Procedures……………………………………………………………………….. 21

Appendices:
A.

SUR MAP

B.

SF Plaza Program Overview

C.

Standard Forms: Listing and Internet Addresses of Forms related to Taxpayer
Identification Number and Certification and to Chapters 12B and 12C, and 14B of
the San Francisco Administrative Code.

ii

RFP for Daggett Open Space Stewardship
Request for Proposals:
Daggett Open Space Stewardship

I.

Introduction and Schedule

A. General
The City and County of San Francisco (“City”), acting through its Office of Economic &
Workforce Development (“OEWD”), is issuing this request for proposals ("RFP") for the
stewardship of the Daggett Open Space (“Plaza”) for up to ten years.
The Plaza is comprised of approximately 31,603 square feet, and is bordered by 16th
Street and 7th Street and lots AB 3834, 3833 and 3833, as depicted on the street
vacation map in Appendix A. OEWD is seeking qualified non-profit organizations with
the capacity, experience, and creativity to foster the use and enjoyment of the Plaza.
B. Schedule
The anticipated schedule* for awarding a stewardship is as follows:
Proposal Phase

Date*

RFP is issued by the City

February 29, 2016

Deadline for submission of written questions
or requests for clarification

April 18, 2016

Answers to questions posted online

May 9, 2016

Proposals due

May 30, 2016

Panel review

TBD, 2016

Selection for License Agreement negotiations

TBD, 2016

Submission of proposed License Agreement to
City’s Board of Supervisors

TBD, 2016

*Each date is subject to change. Check website for latest schedule.
https://sfgov.org/realestate/plaza-program
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II.

Program Area and Scope of Work

A. Program Area
Created in 2014, the San Francisco Plaza Program (“Plaza Program”) provides for the
activation, management, and maintenance of designated “City Plazas” by non-profit
organizations that have a strong neighborhood connection with those plazas. The
Plaza Program goals and process are further described in the SF Plaza Program
Overview attached to this RFP as Appendix B. A steward is identified through a public
process to activate, manage or maintain its respective plaza in compliance with the San
Francisco Plaza Program Regulations (“Program Regulations”) and a license
agreement between the City and the steward. Through this RFP, City is seeking a
steward for the Plaza.
The Plaza is on a vacated portion of Daggett Street and will be improved with certain
plaza improvements (the “Plaza Improvements”) by an adjacent private property owner,
Archstone Daggett Place LLC, Delaware limited liability company (“Archstone”), which is
constructing two proposed mixed-use developments on its adjacent land bounded by
7th, 16th, and Hubbell Streets (the “Adjacent Parcel”). The Plaza was converted from a
right of way to a public open space though a legislative process (Board of Supervisors
file numbers 150644 and 150586). Under an Amended and Restated In-Kind
Agreement between Archstone and City, acting through its Planning Commission, dated
as of July 9, 2015 (“In Kind Agreement”), Archstone is installing the Plaza
Improvements and, after installation, will perform certain maintenance activities for the
Plaza (the “Maintenance Activities”). The Plaza Improvements were selected though an
extensive community input process and includes design elements such as large lawn
areas, seating opportunities, incidental play areas, art and a fenced-off dog run; current
images of the Plaza, the Plaza Improvements and documentation of the outreach
process can be found on the Planning Department website: http://www.sfplanning.org/ftp/files/Citywide/showplace_square_open_space/Daggett_Park_Proposal
_for_Civic_Design_Review_1-23-12.pdf. The open space is projected to open in
summer 2016.
For the past several years, the Office of Economic and Workforce Development
(“OEWD”) and the Planning Department have been working with Archstone on the
construction of the Plaza Improvements and selecting the Maintenance Activities. In
addition to its obligations under the In Kind Agreement, Archstone and all future owners
of the Adjacent Parcel will remain responsible for performing (or funding, in some
circumstances) the Maintenance Activities under a Declaration of Maintenance
Covenants and Obligations. Unless terminated by City, Archstone (or any future
Adjacent Parcel owner) will enter the Plaza to perform the Maintenance Activities under
a license agreement with City’s the Real Estate Division of City’s Office of the City
Administrator (“RED”).
Once the Plaza Improvements are installed, RED will request that the City’s Board of
Supervisors place the Plaza to the Plaza Program, approve rules and regulations for the
Plaza, and approve any License Agreement negotiated through this RFP. Execution of
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the final License Agreement between the City and any steward cannot occur unless the
Board approves these two actions.
B. Scope of Work and Permitted Uses
In furtherance of the Plaza Program, OEWD is seeking proposals for a nonprofit
organization to become the Plaza steward for up to ten years under a License
Agreement (“License Agreement”) in substantially the form that will be posted to the
Plaza Program website, https://sfgov.org/realestate/plaza-program. The License
Agreement will detail the permitted Plaza activities and steward obligations (collectively,
the “Scope of Work”), which include, but are not limited to, the following:
1.

Activation and Management
a) Develop a comprehensive strategy to foster community use of, and
connection to, the Plaza
b) Obtain all regulatory permits (including those required by City in its
regulatory capacity) needed for any Plaza activities and uses initiated or
permitted by the steward at the Plaza
c) Following the selection procedures described in the License Agreement,
select any providers (each, a “Concessionaire”) to sell food, beverages, and
other items at the Plaza to the extent permitted under applicable law
d) Coordinate any Concessionaire activities or planned events and activities
with City’s reserved uses and the maintenance activities of Archstone or any
other owner of the Adjacent Parcel

2. Insurance
a) Carry, during the term of the License Agreement, third party insurance with
an insurer with a Best’s rating of at least A-, VIII.
b) Coverage should provide for amounts and limits determined appropriate by
City in a form and with carriers acceptable to the City’s Director of Property,
in consultation with the City’s Risk Manager.
c) Insurance coverage should include, but not be limited to, comprehensive
general liability, workers’ compensation, property insurance on the
premises, automobile liability, personal property, builder’s risk (if applicable),
host liquor and food products liability insurance (if applicable), and any other
insurance required by law. The City and County of San Francisco must be
named as an additional insured on all liability policies.
3.

Annual Budgets and Accounting
a) Deposit any and all revenues received by steward from the activation or use
of the Plaza (including payments made by Concessionaires) in an approved
bank account, with all such revenues to be used only for the performance of
the Scope of Work.
b) On or before March 1 of each year, submit for City’s approval a 12 month
cash flow projection and annual budget itemizing anticipated revenues,
materials, or services to be received by steward from any Concessionaires
3
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and through Plaza activation and uses, and all anticipated maintenance and
management costs for the next (fiscal) year. The projected budget will be
approved by the City’s Director of Property on or before May 1 of each year
(“Approved Plaza Budget”).
c) On or before August 1 of each year, submit report of revenues, materials, or
services received by steward from any activation or use of the Plaza
(including payments made by Concessionaires) (collectively, “Actual
Revenues”), and all costs incurred by steward in performing the Scope of
Work, including payments for steward’s staff time in performing the Scope of
Work (collectively, “Actual Costs”), during the previous (fiscal)(calendar)
year, together with supporting documentation.
d) If Actual Revenues for a year exceed the Actual Costs for that year (which
shall not exceed the anticipated costs set forth in the Approved Plaza Budget
for that year), such excess amount may be placed in a separate Cityapproved bank account (“Reserve Fund”). If the Reserve Fund in any year
exceeds two times of the then applicable Approved Plaza Budget, steward
shall deliver such excess amount (“Shared Revenue”) to City to pay for the
activation and maintenance of other City Plazas within the Plaza Program.
Further restrictions, terms and uses of the Reserve Fund and delivery of
Shared Revenue will be detailed in the License Agreement, such as primarily
limiting use of the Reserve Fund for Plaza costs, including regular
maintenance costs, operating costs, and improvements.
4.

Program Participation
a) Attend quarterly coordination meetings with Plaza Program staff and annual
meetings with Plaza Program staff and other City Plaza stewards to provide
updates on progress and discuss activation, management, and
maintenance strategies for City Plazas.
b) Commencing on the first anniversary of the License Agreement
commencement date, contribute 5% of any and all Actual Revenues for
each following year of the License Agreement term to City as an annual
License Agreement fee.
c) Participate in established Plaza Program surveys and evaluations.

5.

Private Plaza Functions
The Plaza steward may hold up to eight private functions at the Plaza per year,
if any, provided such functions comply with all applicable laws and are
reasonably necessary to generate additional revenue for the steward’s
performance of its obligations under the License Agreement. A respondent’s
submitted proposal must state why it believes such private functions, if any,
would be reasonably necessary and, if so, the number and type of private
functions the respondent would propose at the Plaza.
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III. Application Process and Guidelines
A. Questions and Inquiries
Any questions or clarifications should be directed to John Gavin, Project Manager, (415)
554-9862, John.Gavin@sfgov.org. Questions should be submitted in writing, no later
than April 18, 2016.

Applicants are encouraged to contact RED in advance of the Written Question deadline
with any questions in writing. A summary of all information, questions, and answers
pertaining to this RFP will be posted at RED’s website,
https://sfgov.org/realestate/plaza-program, by May 9, 2016.
B. Steward Requirements
A respondent may only submit one proposal to this RFP. The following are the
requirements and guidelines for all respondents:
1. Eligible Applicants
A qualified respondent must be non-profit corporation under Subchapter F
(commencing with Section 501) of Chapter 1 of Subtitle A of the Internal Revenue Code
of 1986, as amended, that operates programs based in San Francisco, has a strong,
demonstrated connection to the neighborhood in which the Plaza is located, and has a
staff with broad based experience and skills to satisfactorily manage and guide the
organization and the services proposed in its submitted proposal to this RFP.
2. Organizational Capacity
Qualified respondents must demonstrate experience in the following:
a) Working with public agencies and community stakeholders to successfully
activate public spaces.
b) Facilitating Plaza Area stakeholder participation and community engagement.
c) Knowledge of the area that is the one half mile radius of the Plaza (the “Plaza
Area”).
d) Demonstrate a history of meeting outcome requirements for other similar
programs.
3. Board of Directors/Leadership/Stability
The board of directors of qualified respondents must have the following qualities:
a) Broad based experience and skills to satisfactorily manage and guide the
organization;
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b) Be comprised of at least five (5) members that are San Francisco residents or
demonstrate a connection to the community in which the Plaza is located.
5. Collaborations and Planned Contractors
a) Collaborative consortia, joint ventures or a team of organizations with
complementary skills and experience are permitted to respond to this RFP. Proposals
from collaborative consortia, joint ventures, or teams must designate a lead organization
that will serve as the fiscal agent for the partners. This lead organization will be
responsible and accountable for effectively and efficiently planning, managing and
delivering the services and activities described in this RFP, while providing excellent
customer service and achieving the performance outcomes. The lead organization
must also demonstrate the management and financial capability needed to effectively
and efficiently deliver the proposed services and activities.
b) If the respondent anticipates using any specific contractors to provide any of
the proposed services and activities, a list of such contractors and their background and
role should be included with the application.
c) RED, and/or any other City departments who use this RFP solicitation,
reserve the right, at their own discretion, to fund select activities or partners, (and
remove or eliminate others) within a proposal submitted by a collaborative or group.
6. Conditions of Proposal
a) Submission of a proposal that is properly completed and signed by an owner
or officer of the proposing organization who is duly authorized to bind the respondent
shall constitute an agreement to accept all conditions, provisions, requirements, and
specifications contained in this RFP. If the submitted proposal is a collaboration of
multiple parties, it is the responsibility of the lead organization to ensure that all named
partners are in agreement with the proposal prior to submission. Submitted proposals
shall be binding for one hundred twenty (120) days.
b) All costs incurred by a respondent in developing its proposal shall be the
respondent’s responsibility and at its sole cost.
c) By submitting a proposal, a respondent agrees to provide adequate staff to
carry out the work described in the proposal if it is awarded the License Agreement, and
to work with City staff in ensuring that all provisions in the License Agreement are met,
including timely reporting using City client tracking reporting systems.
d) Any proposal may be rejected if it is conditional, incomplete, and/or deviates
from the specifications contained in this RFP. City’s representatives have the right to
reject any or all proposals or to waive deviations that are immaterial to performance,
although City reserves the right to waive minor defects in its sole discretion. Any such
waiver will not excuse a respondent from full performance if the respondent enters into
the License Agreement. If City rejects any submitted proposal, it will deliver justification
supporting its reason to the respondent.

6

RFP for Daggett Open Space Stewardship

IV.

Proposal Submission Requirements

A. Time and Place for Submission of Proposals
Proposals must be received by 5:00 p.m. on May 30, 2016. Postmarks will not be
considered in judging the timeliness of submissions. Proposals may be delivered by
email to John.Gavin@sfgov.org or delivered in person or by mail to the following
address:

Real Estate Division (RED) reception
25 Van Ness Avenue, Suite 400
San Francisco, Ca 94102
Attention: John Gavin or Claudia Gorham

Proposals delivered in person must be left with John Gavin or Claudia Gorham.
Any submittals delivered by mail or in person must be in a sealed envelope clearly
marked Daggett Open Space Plaza RFP. Proposals that are submitted by fax will not
be accepted. Late submissions will not be considered.
B. Proposal Package
The following items must be included in the submittal package:
1.

A proposed plan for effecting the Scope of Work (“Plaza Plan”)

2.

A proposed Project budget

3.

An organizational budget

4.

Letters of support
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V.

Proposal Content

The proposal submitted must be clear and concise. It must demonstrate an
understanding of, and respond to, the Plaza management and activation goals
described in Section II. The written proposal should include the following information, in
the order specified below.
1. Introduction and Executive Summary
Submit a letter of introduction and executive summary of the proposal. The
letter must be signed by a person authorized by your organization to obligate
it to perform the commitments contained in the proposal, and should state
that the respondent has read and agrees to the terms and conditions set forth
in this RFP. Submission of the letter will constitute a representation by your
organization that it is willing and able to perform the commitments contained
in the proposal.
2. Organization Background Contact Information:
a) Organization name, address, and website.
b) Approved City Vender Number (if applicable).
c) Provide a brief description of your organization, including its mission,
history, and a list of its programs.
d) Executive Director’s name, phone number, and e-mail address.
e) Contact person’s name, title, phone number, and e-mail address.
f) Organization’s board members (identifying which members are San
Francisco residents or specifying other specific affiliation to the
neighborhood (e.g., business owner or property owner) and schedule of its
regularly scheduled 2014 board meetings.
g) Provide evidence of your organization’s non-profit and corporate legal
status.
3. Organization Qualifications
a) Describe your organization’s experience relative to the Scope of Work and
its experience and track record in implementing goals and activities similar
to your submitted Plaza Plan.
b) Describe your organization’s existing ties to the neighborhood in which the
Plaza is located.
c) Describe a logical relationship between your organization, its mission, and
your submitted Plaza Plan.
d) Describe your capacity to perform stewardship obligations during the
entire term of the License Agreement, including monetary and non-
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monetary resources that your organization can devote to the Scope of
Work.
e) Describe any incidences in which your organization filed for bankruptcy
individually within the past 10 years, including the date of filing,
circumstances and status.
f) Describe any pending legal proceedings or actions that have been filed
against your organization within the past 10 years, including the dates the
complaints were filed and the present status of the litigation.
4. Staff Qualifications
a) Identify the individuals who will work on this project on behalf of your
organization and their names, job titles, and related skills and experience.
b) Identify the fiscal and data management staff of your organization or fiscal
sponsor, and describe their experience and qualifications.
5. Community Initiative
a) Organizations that have demonstrated community support for their
submitted proposal for the Scope of Work (“Plaza Plan”) will be
considered to be stronger partners for the Plaza Program. If applicable,
describe the community in which the Plaza is located and its support of
your proposed Plaza Plan. Applicants must provide letters of support from
key community stakeholders, including but not limited to adjacent
properties/businesses, nearby institutions (such as churches or schools),
elected officials, other nonprofit groups, neighborhood or block
associations, Community Benefit Districts, Business Improvement
Districts, or neighborhood residents. At least six (6) letters of support for
your proposed Plaza Plan are recommended.
b) Describe previous community planning efforts (initiated by the respondent
or other organization or agency) that relate to your proposed Plaza Plan. If
such plans have not been developed, the respondent should demonstrate
results or outcomes from a community workshop that focused on public
space, open space, or neighborhood planning. If no visioning workshops
have been conducted, the respondent’s rating for Community Initiative will
be determined on the strength of the required letters of support for its
proposed Plaza Plan, and whether or not the organization has secured
funds for the project.
6. Program Design, Site and Feasibility
a) Explain how you would finance the Scope of Activities. Provide a
breakdown of your anticipated annual maintenance and/or operating costs
and capital improvement and repair costs in performing the Scope of
Activities, and a monthly cash flow projection of annual revenues
generated from your performance of the Scope of Activities. Clearly state
your assumptions to such costs and revenues to support the validity of
these estimates.
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b) Describe, as specifically as possible, any proposed Plaza activities, your
community input process for planning any Plaza activities, the anticipated
timing of any proposed Plaza activities, your steps to implement the Scope
of Activities, and your staffing plan.
c) Submit any planning analysis or market studies you completed to inform
your proposed programming.
d) Describe how your proposed Plaza activities will support the surrounding
neighborhood in which the Plaza is located, help it thrive, and help it
become safer, more resilient and sustainable, and better able to meet the
needs of local residents.
e) Describe your proposed vendor activities at the Plaza, if any. If you plan
to utilize any vendor activities over a period of time, describe the type and
location (on a site plan) of such vendor activities, and any proposed
fixtures, furnishings and/or kiosks, carts or food trucks for such activities.
f) Describe how the Plaza location and any existing Plaza conditions benefit
your performance of the Scope of Activities, such as being near adjacent
or nearby transit and/or bicycle routes.
g) Explain how your proposed Plaza Plan would increase pedestrian traffic
and use of the Plaza.
h) Describe how your proposed Plaza Plan is compatible with the
neighborhood in which the Plaza is located.
i) Describe any proposed hours of programming, vendor use and/or events.
For example, will all uses start no earlier than 9am and end no later than
10pm? Will these proposed hours be the same all week or vary from
weekdays to weekends/holidays?
j) Describe the type and location for your proposed Plaza signage, if any,
including any permanent, temporary, and seasonal signage (such as an
event board or rotating banners). Although general advertising will not be
permitted at the Plaza, stewards may recognize the financial sponsor of a
Plaza event through signage approved in advance by the Plaza Program
staff and necessary City agencies.
7. Evaluation/Communications
a) The Plaza Program has evaluation metrics and reporting processes
(“Evaluation Standards“) that can be reviewed at:
https://sfgov.org/realestate/plaza-program. The License Agreement
will require the Plaza steward to comply with these regular evaluations
and processes. Describe if you propose any additional methods to
evaluate the success of your Plaza activation and/or maintenance work.
Include specific quantitative and qualitative measures.
b) Propose any on-going marketing and outreach activities including, but not
limited to, outreach to local organizations and merchants. Describe how
those outreach efforts will build effective communications with the Plaza
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Area stakeholders and how your marketing and outreach efforts will reach
potential Plaza users and event providers.
8. Program and Respondent Budget
a) Provide a brief narrative of how your performance of the Scope of
Activities will be funded or otherwise over the term of the License.
Describe how the Plaza will become financially sustainable over time and
how your proposed Plaza Plan reaches the goals of self-sustaining
activation and/or maintenance. Include any additional sources of the
funding and in-kind contributions to reach these goals and any plans to
use volunteers.
b) Attach a copy of your organization’s total budget for the current fiscal year.
The budget should include all sources of income, and all expenditures
broken down by program area and/or expenditure. Provide a current credit
report and audited financials for the past 2 years. If you do not have
audited financials for the past 2 years, provide a net worth statement and
income and expenses for the past 2 years, certified by a CPA. Provide an
annual detailed operating budget and 12 month cash flow projection for
the proposed activities requested using the budget categories in the
following table or a suitable equivalent:

Item
Salaries

Amount

Notes / Explanation
(Include detailed salary information: Staff
member, anticipated number of hours to
be dedicated to program and hourly rate)

Fringe Benefits
Contractual Services
Equipment
Insurance
Supplies
Utilities
Other

11

RFP for Daggett Open Space Stewardship

VI.

Evaluation and Selection Criteria

Proposals will be reviewed by a Review Committee comprised of City staff. Proposals
will be evaluated through the process and by the criteria outlined below.
A. Review Process
RED will verify that the proposals have met all the requirements to be considered
responsive. Failure to comply with the proposal requirements contained in this RFP
may result in elimination of that proposal from consideration. All responsive proposals
will then be submitted to the Review Committee for scoring.
1. The City may contact the applicants to clarify any portion of the proposal. All
questions to the applicants will be submitted in writing and the answers, in
writing, will be submitted, along with the proposals, to the Review Committee for
scoring.
2. Any attempt by an applicant to contact a member of the Review Committee
during the proposal review process (other than submitting clarification questions
or responding to any City-initiated contact) may result in the elimination of that
proposal from consideration.
3. The Review Committee will review and score all responsive proposals.
4. After the Review Committee has concluded its evaluation and scoring of the
proposals, the results will be submitted to the Directors of OEWD and RED, and
the appropriate oversight bodies for review of the award. OEWD and/or RED will
negotiate the license terms with the tentative awardees and, once terms are
mutually agreed upon, the City’s Director of Property will recommend the
tentative awardees whose proposal(s) are determined to meet the needs of the
City to the Board of Supervisors for final approval.
5. All respondents will be notified of the results of the review process.
6. The tentative award may be conditioned on inclusion of changes/additional
terms. Negotiations over the specific terms and language may be required before
submission to the Civil Services Commission for approval, as applicable.
7. If the City is unable to negotiate a satisfactory agreement with the highest scored
proposal, the City may terminate negotiations with that respondent and proceed
to negotiate with other qualified respondent in the order of their ranking in the
evaluation process. This process may be repeated until a satisfactory License
Agreement has been executed.
8. Final award of the may be subject to approval by the Civil Service Commission,
as applicable, and will be subject to approval by City’s Board of Supervisors and
Mayor.
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B. Minimum Qualifications
Any proposal that does not demonstrate that the proposer meets the requirements
described in Section III by the deadline for submittal of proposals will be considered
non-responsive and will not be eligible for award of the license.
C. Selection Criteria
The proposals will be evaluated by the Review Committee generally in accordance with
the criteria itemized below. Depending on the number and quality of proposals,
applicants may be invited to be interviewed by the Review Committee before it makes a
final selection.
1. Applicant Qualifications and Staff Assignments (25 points)
a) Experience and track record in implementing goals and activities similar to
the Scope of Work.
b) Staff (or organization volunteers) assigned to the project and expertise
and capability of named persons.
c) Professional qualifications and experience.
d) Demonstrated connection to stakeholders in the Plaza Area.
2. Community Initiative (25 points)
a) Demonstrated community connection and initiative.
b) Describes an on-going outreach plan that will solicit local stakeholders’
feedback and input.
c) Describes a marketing plan for the scope of any proposed Event Plan, if
one was proposed.
d) Documentation and strength of community planning efforts
3. Project Design, Site and Approach (25 points)
a) Strength of proposed Plaza Plan design and approach.
b) Potential for Plaza Plan contributing to neighborhood vitality in the Plaza
Area.
c) Strength of proposed Plaza Plan in leveraging existing conditions of the
Plaza and the Plaza Area to support the Scope of Work.
d) Proposed hours for Concessionaire use, if any.
4. Project Feasibility, Evaluation Methods and Sustainability (25 points)
a) Appropriateness of anticipated Scope of Work costs and financial
projections.
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b) Feasibility and responsiveness of proposed activities to perform the Scope
of Work.
c) Feasibility and effectiveness of proposed evaluation process, if any
proposed to supplement Evaluation Standards.
d) Feasibility of any identified additional resources for performing Scope of
Work, such as volunteers, in-kind donations, or fund-raising activities.
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VII. Terms and Conditions for Receipt of Proposals
A. Errors and Omissions in RFP
Respondents are responsible for reviewing all portions of this RFP. Respondents are to
promptly notify OEWD, in writing, if the respondent discovers any ambiguity,
discrepancy, omission, or other error in the RFP. Any such notification should be
directed to OEWD promptly after discovery, but in no event later than five working days
prior to the date for receipt of proposals. Modifications and clarifications will be made by
addenda as provided below.
B. Inquiries Regarding RFP
Inquiries regarding this RFP, and all notifications of intent to request written modification
or clarification to this RFP, must be directed by email to John Gavin at
John.Gavin@sfgov.org. Any responses that include information that might be relevant to
other RFP proposers will be posted on RED's website https://sfgov.org/realestate/plazaprogram, by April 18, 2016.
C. Objections to RFP Terms
Should a respondent object on any ground to any provision or legal requirement set
forth in this RFP, the respondent must, not more than ten calendar days after the RFP is
issued, provide written notice to RED setting forth with specificity the grounds for the
objection. The failure of a respondent to object in the manner set forth in this paragraph
shall constitute a complete and irrevocable waiver of any such objection.
D. Change Notices
RED may modify the RFP, prior to the proposal due date, by issuing Change Notices,
which will be posted on RED's website at https://sfgov.org/realestate/plaza-program.
The respondent shall be responsible for ensuring that its proposal reflects any and all
Change Notices issued by RED prior to the proposal due date regardless of when the
proposal is submitted. Therefore, the City recommends that the respondent consult the
RED website frequently, including shortly before the proposal due date, to determine if
the respondent has downloaded all Change Notices.
E. Revision of Proposal
A respondent may revise its proposal on its own initiative at any time before the
deadline for submission of proposals. The respondent must submit the revised proposal
in the same manner as the original. A revised proposal must be received on or before
the proposal due date. In no case will a statement of intent to submit a revised proposal,
or commencement of a revision process, extend the proposal due date for any
respondent.
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At any time during the proposal evaluation process, RED may require a proposer to
provide oral or written clarification of its proposal. RED reserves the right to make an
award without further clarifications of proposals received.
F. Errors and Omissions in Proposal
Failure by RED to object to an error, omission, or deviation in the proposal will in no way
modify the RFP or excuse the respondent from full compliance with the specifications of
the RFP or any contract awarded pursuant to the RFP.
G. Financial Responsibility
The City accepts no financial responsibility for any costs incurred by a respondent to
this RFP. Submissions of the RFP will become the property of the City and may be
used by the City in any way deemed appropriate.
H. Proposer’s Obligations under the Campaign Reform Ordinance
Respondents must comply with Section 1.126 of the S.F. Campaign and Governmental
Conduct Code, which states:
No person who contracts with the City and County of San Francisco for the rendition of
personal services, for the furnishing of any material, supplies or equipment to the City,
for selling or leasing of any land or building, whenever such transaction would require
approval by a City elective officer, or the board on which that City elective officer serves,
shall make any contribution to such an officer, or candidates for such an office, or
committee controlled by such officer or candidate at any time between commencement
of negotiations and the later of either (1) the termination of negotiations for such
contract, or (2) six months have elapsed from the date the contract is approved by the
City elective officer or the board on which that City elective officer serves.
If a respondent is negotiating for a contract that must be approved by an elected local
officer or the board on which that officer serves, during the negotiation period the
proposer is prohibited from making contributions to:
• the officer’s re-election campaign
• a candidate for that officer’s office
• a committee controlled by the officer or candidate.
The negotiation period begins with the first point of contact, either by telephone, in
person, or in writing, when a contractor approaches any city officer or employee about a
particular contract, or a city officer or employee initiates communication with a potential
contractor about a contract. The negotiation period ends when a contract is awarded or
not awarded to the contractor. Examples of initial contacts include: (1) a vendor
contacts a city officer or employee to promote himself or herself as a candidate for a
contract; and (2) a city officer or employee contacts a contractor to propose that the
contractor apply for a contract. Inquiries for information about a particular contract,
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requests for documents relating to a Request for Proposal, and requests to be placed
on a mailing list do not constitute negotiations.
Violation of Section 1.126 may result in the following criminal, civil, or administrative
penalties:
1. Criminal. Any person who knowingly or willfully violates section 1.126 is
subject to a fine of up to $5,000 and a jail term of not more than six months, or both.
2. Civil. Any person who intentionally or negligently violates section 1.126 may
be held liable in a civil action brought by the civil prosecutor for an amount up to $5,000.
3. Administrative. Any person who intentionally or negligently violates section
1.126 may be held liable in an administrative proceeding before the Ethics Commission
held pursuant to the Charter for an amount up to $5,000 for each violation.
For further information, proposers should contact the San Francisco Ethics Commission
at (415) 581-2300.
I. Sunshine Ordinance
In accordance with S.F. Administrative Code Section 67.24(e), contractors’ bids,
responses to RFPs and all other records of communications between the City and
persons or firms seeking contracts shall be open to inspection immediately after a
contract has been awarded. Nothing in this provision requires the disclosure of a
private person’s or organization’s net worth or other proprietary financial data submitted
for qualification for a contract or other benefits until and unless that person or
organization is awarded the contract or benefit. Information provided which is covered
by this paragraph will be made available to the public upon request.
It is important for respondents to clearly identify in their proposals if any submitted
financial records or other information is, in the respondent’s good faith determination, a
trade secret or confidential proprietary information protected from disclosure under
applicable law. The City shall make its own determination of whether such information
are confidential trade secret or proprietary information protected from disclosure under
existing law. To the extent permitted by law, the City will attempt to reasonably maintain
the confidentiality of such information and information correctly identified and marked by
the respondent will be redacted from copies presented to the public. However,
generally, all documentation, including financial information submitted by any
respondent to the City, are public records under State and local law, including Section
67 of the City Administrative Code (“Sunshine Ordinance”), and the City will not under
any circumstances be responsible for damages or losses incurred by a respondent or
any other person or entity because of the release of such fiscal information.
J. Public Access to Meetings and Records
If a respondent receives a cumulative total per year of at least $250,000 in City funds or
City-administered funds and is a non-profit organization as defined in Chapter 12L of
the S.F. Administrative Code, the proposer must comply with Chapter 12L. The
proposer must include in its proposal (1) a statement describing its efforts to comply
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with the Chapter 12L provisions regarding public access to proposer’s meetings and
records, and (2) a summary of all complaints concerning the proposer’s compliance with
Chapter 12L that were filed with the City in the last two years and deemed by the City to
be substantiated. The summary shall also describe the disposition of each complaint. If
no such complaints were filed, the respondent shall include a statement to that effect.
Failure to comply with the reporting requirements of Chapter 12L or material
misrepresentation in proposer’s Chapter 12L submissions shall be grounds for rejection
of the proposal and/or termination of any subsequent agreement(s) reached on the
basis of the proposal.
K. Reservations of Rights by the City
The issuance of this RFP does not constitute an agreement by the City that any contract
will actually be entered into by the City. The City expressly reserves the right at any
time to:








Waive or correct any defect or informality in any response, proposal, or
proposal procedure;
Reject any or all proposals;
Reissue a Request for Proposals;
Prior to submission deadline for proposals, modify all or any portion of the
selection procedures, including deadlines for accepting responses, the
specifications or requirements for any materials, equipment or services to
be provided under this RFP, or the requirements for contents or format of
the proposals;
Procure any materials, equipment or services specified in this RFP by any
other means; or
Determine that no project will be pursued.

L. No Waiver
No waiver by the City of any provision of this RFP shall be implied from any failure by
the City to recognize or take action on account of any failure by a respondent to observe
any provision of this RFP.
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VIII. Award
The Review Committee will select a respondent with whom RED staff shall commence
license negotiations. The selection of any respondent for negotiations shall not imply
acceptance by the City of all terms of its proposal, which may be subject to further
negotiations and will be subject to further approvals before the City may be legally
bound thereby.
If City and the selected respondent cannot agree to a final form of the License
Agreement within six months, City, in its sole discretion, may terminate negotiations with
that selected respondent and begin negotiations with an alternative respondent with the
next-highest ranked proposal.

IX. License Requirements
A. Standard Provisions
The successful respondent will be required to provide the documents described in
Appendix C to this RFP and enter into the License Agreement, as modified to reflect the
proposer’s proposal and any agreed modifications discussed during the negotiation
period. Failure to timely execute the License Agreement or to furnish any and all
insurance certificates and policy endorsements or other materials City requires, shall be
deemed an abandonment of a proposal. In the event of such an abandonment, the
City, in its sole discretion, may select another respondent and may proceed against the
original selectee for damages.
Proposers are urged to pay special attention to the requirements of Administrative Code
Chapters 12B and 12C, Nondiscrimination in Contracts and Benefits, the Minimum
Compensation Ordinance, the Health Care Accountability Ordinance, and applicable
conflict of interest laws, which are further set forth in paragraphs B, C, D, E, and F
below and are included in the License Agreement.
B. Nondiscrimination in Contracts and Benefits
The successful proposer will be required to agree to comply fully with and be bound by
the provisions of Chapters 12B and 12C of the San Francisco Administrative Code.
Generally, Chapter 12B prohibits the City and County of San Francisco from entering
into contracts with any entity that discriminates in the provision of benefits between
employees with domestic partners and employees with spouses, and/or between the
domestic partners and spouses of employees. The Chapter 12C requires
nondiscrimination in contracts in public accommodation. Additional information on
Chapters 12B and 12C is available on the HRC’s website at www.sf-hrc.org.
C. Minimum Compensation Ordinance (MCO)
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The successful proposer will be required to agree to comply fully with and be bound by
the provisions of the Minimum Compensation Ordinance (“MCO”), as set forth in
San Francisco Administrative Code Chapter 12P. Generally, the MCO requires
contractors to provide employees covered by the MCO who do work funded under the
contract with hourly gross compensation and paid and unpaid time off that meet certain
minimum requirements. For the MCO’s contractual requirements, see the Office of
Labor Standards and Enforcement website: http://sfgov.org/olse/.
For the amount of hourly gross compensation currently required under the MCO, and
additional information regarding the MCO, is available on the web at
www.sfgov.org/olse/mco. Note that this hourly rate may increase on January 1 of each
year and that contractors will be required to pay any such increases to covered
employees during the term of the contract.
D. Health Care Accountability Ordinance
The successful proposer will be required to agree to comply fully with and be bound by
the provisions of the Health Care Accountability Ordinance (“HCAO”), as set forth in
S.F. Administrative Code Chapter 12Q. Contractors should consult the San Francisco
Administrative Code to determine their compliance obligations under this chapter.
Additional information regarding the HCAO is available on the web at
www.sfgsa.org/index.aspx?page=407.
E. Conflicts of Interest
The successful proposer will be required to agree to comply fully with and be bound by
the applicable provisions of state and local laws related to conflicts of interest, including
Section 15.103 of the City's Charter, Article III, Chapter 2 of City’s Campaign and
Governmental Conduct Code, and Section 87100 et seq. and Section 1090 et seq. of
the Government Code of the State of California. The successful proposer will be
required to acknowledge that it is familiar with these laws; certify that it does not know of
any facts that constitute a violation of said provisions; and agree to immediately notify
the City if it becomes aware of any such fact during the term of the License Agreement.
Individuals who will perform work for the City on behalf of the successful proposer might
be deemed consultants under state and local conflict of interest laws. If so, such
individuals will be required to submit a Statement of Economic Interests, California Fair
Political Practices Commission Form 700, to the City within ten calendar days of the
City notifying the successful proposer that the City has selected the proposer.
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X. Protest Procedures
A. Protest of Non-Responsiveness Determination
Within five business days of the City's issuance of a notice of non-responsiveness, any
respondent that has submitted a proposal and believes that the City has incorrectly
determined that its proposal is non-responsive may submit a written notice of protest.
Such notice of protest must be received by the City on or before the fifth business day
following the City's issuance of the notice of non-responsiveness. The notice of protest
must include a written statement specifying in detail each and every one of the grounds
asserted for the protest. The protest must be signed by an individual authorized to
represent the respondent, and must cite the law, rule, local ordinance, procedure or
RFP provision on which the protest is based. In addition, the protestor must specify
facts and evidence sufficient for the City to determine the validity of the protest.
B. Protest of Award
Within five business days of the City's issuance of a notice of intent to award the license
described in this RFP, any respondent that has submitted a responsive proposal and
believes that the City has incorrectly selected another respondent for award may submit
a written notice of protest. Such notice of protest must be received by the City on or
before the fifth business day after the City's issuance of the notice of intent to award.
The notice of protest must include a written statement specifying in detail each and
every one of the grounds asserted for the protest. The protest must be signed by an
individual authorized to represent the respondent, and must cite the law, rule, local
ordinance, procedure or RFP provision on which the protest is based. In addition, the
protestor must specify facts and evidence sufficient for the City to determine the validity
of the protest.
C. Delivery of Protests
All protests must be received by 5:00 p.m. of the applicable due date specified above. If
a protest is mailed, the protestor bears the risk of non-delivery within the deadlines
specified herein. Protests should be transmitted by a means that will objectively
establish the date the City received the protest. Protests or notice of protests made
orally (e.g., by telephone) or via e-mail will not be considered.
If the City determines that a meeting with the party submitting the protest is necessary,
such meeting will be scheduled within ten (10) calendar days of the receipt of a protest
to review and attempt to resolve the protest.
Protests must be delivered to:
Real Estate Division (RED) reception
25 Van Ness Avenue, Suite 400
San Francisco, Ca 94102
Attention: John Gavin or Claudia Gorham
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Appendix A
Street Vacation Map – Depiction of Plaza
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Appendix B
SF Plaza Program Overview

SAN FRANCISCO
PLAZA PROGRAM
OVERVIEW
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INTRODUCTION
San Francisco’s plazas are vital to the livability of the City because they
create a sense of place and community for residents and visitors to enjoy
the local neighborhoods. As the City’s population continues to grow, the
transformation of underutilized public plazas will be instrumental in
providing social, economic, and ecological benefits in neighborhoods
citywide.
Through an initiative called the San Francisco Plaza Program, the City
aims to create an environment where residents and visitors can use
public spaces for relaxation and for community supported activities such
as art and music events, farmers’ markets, movie nights, local food and
retail opportunities, and much more. The initiative aims to address the
desire for pedestrian plazas in the midst of busy San Francisco
neighborhoods for people to sit, relax, and enjoy the surrounding area.
The SF Plaza Program is a new collaborative public realm initiative
designed to leverage various City, private, nonprofit and stakeholder
group efforts to provide long-term activation, management, and/or
maintenance for designated City Plazas.
The Office of Economic and Workforce Development (OEWD) is
partnering with the Real Estate Division (RED) and the Department of
Public Works (DPW) to launch the SF Plaza Program.

Through an initiative called the
San Francisco Plaza Program,
the city aims to create an
environment where residents and
visitors can engage in and
implement uses of the public
realm for community supported
activities such as art and music
events, farmers’ markets, movie
nights, local food and retail
opportunities, and much more.
Contents include:
- Plaza Program Goals
- Plaza Types
- Process & Requirements: City

Plazas
- Process & Requirements: Street
Plazas City Responsibilities
- FAQs

This new initiative is designed to activate the public realm while
empowering interested and City-identified stakeholder groups to steward
the long term care, maintenance and/or activation of plazas adopted into
the Plaza Program. If approved by the Board of Supervisors, the program
would leverage benefits for the public realm by supporting communitybased groups in becoming stewards of their neighborhood open space.
The SF Plaza Program intends to provide a long-term “home” for existing
plaza projects created through various City programs, including but not
limited to: Pavement to Parks, Invest in Neighborhoods, the Planning
Department process for new residential and/or commercial developments
and other City initiatives. Plazas that fit criteria to be adopted in this
program would be located on City-owned property in active areas of San
Francisco, like commercial corridors, transit or bicycle hubs or other
naturally active areas. Only City property generally over 2,000 square
feet and outside of the Recreation and Parks Department (RPD)
jurisdiction would be eligible. Each proposed plaza would have a
demonstrable need for a long-term activation and/or maintenance
solution. Plazas would need to be adopted by the Board of Supervisors
on a plaza-by-plaza basis as part of the Plaza Program.
The SF Plaza Program is an exciting new step in building on local efforts
to implement more innovative, sustainable and livable solutions that
engage and support San Francisco’s many vibrant communities.
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GOALS & PLAZA TYPES
PLAZA PROGRAM GOALS
1. Continue to strengthen San Francisco’s vibrant communities by lowering City barriers to community and
economic development-enhancing partnerships for City-owned open space. New standardized agreement forms,
systemic processes and customized event permitting tools could make it easier for communities to activate their
local plazas and craft long-term sustainable management plans.
2. Improve the City’s ability to provide more safe, clean and active City-owned open spaces than currently possible
with existing City resources.
3. Adopt innovative approaches to activate and manage Plazas that have been adopted by the Board of
Supervisors into the program (“Plazas”) in the urban public realm and share these approaches nationally.
4. Work towards operational and fiscal sustainability of the Plazas; revenues generated in a Plaza could support
plaza activation, maintenance and operations costs and, sometimes in the case of an excess, cross-fund other
Plazas.
5. Dedicate a staff person assigned to coordinating the City-wide, cross-departmental efforts to maintain and/or
activate these spaces.
6. Establish an Interagency Plaza Program Working Group to advise the Plaza Program Coordinator, the Directors
of Directors of Department of Public Works (“DPW”) and Real Estate Division (“RED”), as well as the Board of
Supervisors, on Plaza Program actions and Steward identification criteria, evaluation and processes.
7. Develop, by July 1st 2014, standardized agreements and administrative processes that describe and manage
Steward obligations, liabilities, and requirements.
8. Submit proposals for at least three recommended Plaza Program Plazas for consideration by the Board of
Supervisors by the end of fiscal year 2014-2015.

PLAZA TYPES
The Plaza Program will include two types of plazas:
• “City Plazas” are Plazas that are not in the City right-of-way and under the jurisdiction of City’s Real Estate
Division (“RED”).
• “Street Plazas” are Plazas in the City right-of-way and under the jurisdiction of City’s Department of Public
Works (“DPW”).
While both types of Plazas will be included in the Plaza Program and share the program goals, they each have
slightly different processes and requirements.

EXAMPLES OF ACTIVATION
ACTIVITY

EXAMPLES

EXAMPLE LOCATIONS

Farmer’s markets

Bayview Hunters Point Farmers’ Market, Castro
Farmers’ Market, Divisadero Farmers’ Market, Mint
Plaza Farmers’ Market

Bayview Opera House, Noe Street in the Castro, NoPa,
Mint Plaza

Music/Dance

Lindy in the Park, People in the Plazas events, jazz Golden Gate Park, Activate McCoppin, Jane Warner
events, DJs, Benefit for Typhoon Yolanda
Plaza, Hallidie Plaza, Mint Plaza

Arts/Technology
events

Photo class, craft making events, painting events,
drawing classes, Crochet-Jam, chalk party, screen
printing class, Build an Inflatable Workspace (Headland
Center for the Arts artists-in-residence), Red Umbrella
Open Air Art Exhibition, Living Innovation Zones,

McCoppin Hub, Union Square, Market Street

Community events

Valencia McCoppin Neighborhood Watch meeting

McCoppin Hub

Public talks and
lectures

SF Beautiful brown-bag talks

McCoppin Hub

Exercise classes

Yoga classes, exercise boot camps

Proxy, McCoppin Hub

Movie nights

Kids movies, local-made movies and documentaries

McCoppin Hub, McCoppin Park

Non-profit events

Rocket Dog Rescue pet event

McCoppin Hub

Retail
events/vendors

Holiday Maker Mart, Flea Market, Urban Air Market,
mobile vending carts

McCoppin Hub, Old Mint, Alemany Flea Market, Patricia’s
Green/Hayes Valley, various RPD locations

Game
events/recreation

Ping-Pong, Scrabble-a-Thon, RPD Mobile Recreation
Program

Sunday Streets, McCoppin Hub, various RPD locations

Food

McCoppin Hub and Fort Mason Off the Grid food truck
markets

McCoppin Hub, Fort Mason
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PROCESS & REQUIREMENTS CITY PLAZAS

Plaza Emerges
from Existing
City Program

Plaza
Program
Issues RFP to
identify City
Plaza
Steward

City Plaza
Steward Term
ends

Prospective City
Plaza Stewards
Submit
Proposals

For new Plazas: BoS
adopt plaza into SF
Plaza Program
Community
Outreach
(on -going)

City Plaza Steward
Identified for
recommendation to BoS
Board of Supervisors
(BoS) Approval of City
Plaza Steward

Ongoing Evaluation
for term of City Plaza
Steward

Implementation:
Steward Manages
Programming and/or
M aintenance

1. A Plaza emerges from an existing City program that meets criteria.
2. Plaza Program releases a Request for Proposals (RFP) to identify a City Plaza steward (“City Plaza
Steward”). The RFP will be posted at the plaza site and on City websites. The Plaza Program will provide
opportunities for any eligible party to make a stewardship proposal for a Plaza. Eligibility criteria, proposal
requirements and operations obligations would be further detailed in each individual City Plaza RFP, but
would broadly include the following:
a. Eligibility criteria:
• Be a registered non-profit corporation with programs based in San Francisco.
• Be able to demonstrate a strong connection to the neighborhood in which the Plaza is located.
• Be able to demonstrate capacity for long-term management of the Plaza.
b. Proposal requirements: Plaza Plan describing vision and strategy for the subject Plaza:
• Organization Background Contact Information
• Program Design, Site and Feasibility
• Organization Qualifications
• Evaluation/Communications
• Staff Qualification
• Signage Plan
• Community Initiative
• Program and Respondent Budget
c. Operations obligations - submit as a Plaza Plan:
• Commit to enter into a license agreement with the City for stewardship of the Plaza, if approved by the
Board of Supervisors.
• If approved, maintain clear, on-going lines of communication with community stakeholders, as
detailed in the approved license agreement.
• If approved, agree to activate and/or maintain the Plaza through programming, marketing,
management and event management, as described in the approved license agreement.
• Maximize events that are free to the public.
• Maintain insurance, as necessary.
• Participate in periodic Plaza Program Steward meetings and workshops.
• Plan for partnering with existing City programs that activate City property through public-private
efforts.
3. Prospective City Plaza Stewards submit proposals.
4. On-going outreach: Proposer garners community support and Plaza Program raises local awareness of
stewardship and program process.
5. Proposals reviewed by Plaza Program Review Committee and City Plaza Steward identified for
recommendation to Director of RED, who would then recommend the proposer for approval as City Plaza
Steward by Board of Supervisors. Apparent City Plaza Steward and RED negotiate terms and prepare draft
license agreement. The Plaza Program will only recommend one City Plaza Steward per Plaza.
6. If the plaza has not yet been adopted into the program, submit to Board of Supervisors for adoption as a
Plaza Program City Plaza in Chapter
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7.
8.
9.
10.

94 of Administrative Code
Board of Supervisors approval of recommended City Plaza Steward.
Implementation: City Plaza Steward begins stewardship of Plaza (programming and/or maintenance).
Ongoing Evaluation for term of City Plaza Steward.
At end of term, begin process again with a City Plaza Steward identification RFP.

Notes:



City Plaza RFPs may occasionally offer associated grant opportunities that would be contingent on final
approval of the respondent as that City Plaza’s Steward.
RFP Review Committee Evaluation Criteria, based on a 100-point scale:
o Community Initiative– (25 points)
o Proposal Design, Implementation Approach
and Site Context (25 points)
o Proposer Qualifications, Capacity and Staff
Assignments (25 points)
o Project Feasibility, Evaluation Methods and
Sustainability (25 points)
-

DPW/Plaza
Program
Announces
Open Permit
Period to
Identify
Street Plaza
Steward
(permitee )

Plaza Emerges
from Existing
City Program

Street Plaza
Steward Term
ends

PROCESS & REQUIREMENTS: STREET PLAZAS

Prospective
Street Plaza
Stewards
Submit
Applications
(3 months open
window)

For new Plazas: BoS
adopt plaza into SF
Plaza Program
Community
Outreach
(on -going)

Street Plaza Steward
(applicant) Identified for
recommendation to BoS
Board of Supervisors
(BoS) Approve Street
Plaza Encroachment
Permit application

Ongoing Evaluation
for term of Street
Plaza Steward

Implementation:
Steward Manages
Programming and/or
Maintenance

1. A Plaza emerges from an existing City program that meets criteria.
2. DPW/Plaza Program announces open permit period to identify Street Plaza Steward (the permitee for a
Plaza Encroachment Permit). The announcement will be posted at the Plaza site and on City websites. The
Plaza Program will provide opportunities for any eligible party to make a stewardship proposal for a Plaza.
Eligibility criteria, application requirements and operations obligations would be further detailed in each
individual Street Plaza open permit period announcement, but would broadly include the following:
a

Eligibility criteria:
• Although not required, groups with non-profit corporation status with programs based in San
Francisco are preferred.
• Be able to demonstrate a strong connection to the neighborhood in which the Plaza is located.
• Be able to demonstrate capacity for long-term management of the Plaza.

b
•
•
•
•
•
•

Application requirements: Plaza Application describing vision and strategy for the subject Plaza:
Organization Background Contact Information
Organization Qualifications
Staff Qualification
Community Initiative
Program Design, Site and Feasibility
Evaluation/Communications
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• Signage Plan
• Budget Projections
c

Operations obligations:
• Commit to complete and sign Plaza Encroachment Agreement, if approved as the Street Plaza
Steward by the Board of Supervisors. Maintain general liability insurance, and naming the City as
additional insured.
• Maintain clear, on-going lines of communication with community stakeholders.
• Activate and/or maintain the Plaza through programming, marketing, management and event
management, as described in the approved permit agreement.
• Maximize events that are free to the public.
• Participate in periodic Plaza Program Steward meetings and workshops.
• Plan to partner with existing City programs.

3 Prospective Street Plaza Stewards submit applications: Each Street Plaza application is a proposal to
become the recommended Plaza Major Encroachment Permit applicant. The open permit period to identify
Street Plaza Permittee shall be open for ninety (90) days.
4 On-going outreach: Applicant garners community support and Plaza Program raises local awareness of
stewardship and program process.
5 Applications reviewed by DPW/Plaza Program staff for eligibility. If more than one proposal for application is
received, DPW staff will review all proposals to determine whether there is more than one eligible proposal.
DPW shall schedule a public hearing to review eligibility of all potential applicants. Based on the information
provided, and testimony presented at the hearing, the DPW Hearing officer shall make a recommendation to the
Director of Public Works, upon which, the Director shall select a final applicant. After such selection, DPW shall
meet with the applicant to determine what outstanding information and/or materials are necessary to complete
the application process. The DPW Director will only recommend one Street Plaza Steward (applicant) per Plaza.
6 If the plaza has not yet been adopted into the Plaza Program, DPW and Plaza Program staff would prepare
legislation proposing adoption of the plaza into the Plaza Program as per Chapter 94 of Administrative Code ,
prior to approval of a Plaza Encroachment Permit. Board of Supervisors approval of Plaza Encroachment
Permit application.
7 Implementation: Street Plaza Steward begins stewardship of Plaza (programming and/or maintenance).
8 Ongoing Evaluation for term of Street Plaza Steward.
9 At end of term, begin process again with an open permit period to identify Street Plaza Steward.
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CITY RESPONSIBILITIES & FAQS
CITY RESPONSIBILITIES
• Separate from, but in coordination with, the Plaza Program, the City may elect to install temporary or
permanent improvements at the Plazas, depending on funding.
• Plaza Program staff will monitor and regularly inspect Plazas to assess and confirm that the Street and City
Plaza Stewards are fulfilling their responsibilities.
• Plaza Program Coordinator will be responsible for promoting the development of comprehensive Plaza
Program polices and strategies; managing Plaza Program evaluation, reports and fees and networking Street
and City Plaza Steward efforts and opportunities; leading a City Department Plaza Working Group and acting as
liaison between Street and City Plaza Stewards and relevant City agencies. The Coordinator will also sustain
strategic program-wide partnerships for Plaza maintenance and activation with community organizations, nonprofits and businesses.
• The City has proposed several measures that aim to minimize cost and process time of permits for events in
adopted Plaza Program Plazas. The Coordinator will continue to seek opportunities to streamline activation in an
effort to increase public benefits of activation.

FAQs
Q: Which plazas could be in the Plaza Program?
A: Plazas will not be directly created by the Plaza Program; the Plaza Program is intended to provide a long-term “home” for
existing plaza projects created through various City programs, including but not limited to: Pavement to Parks, Invest in
Neighborhoods, the Planning Department process for new residential and/or commercial developments and other City initiatives.
Plazas must 1) be generally over 2,000 square feet, 2) located in active areas of the City, like commercial corridors, transit or
bicycle hubs or other naturally active areas, 3) not be primarily athletic or urban agriculture facilities, 4) have a demonstrable need
for activation and/or maintenance, 5) have existing community support for public-private activation, and 6) have at least one
identified potential partner that has capacity to steward the identified plaza for the proposed length of the agreement term. All
Plazas would need to be adopted by the Board of Supervisors on a plaza-by-plaza basis as part of the Plaza Program.

Q: Can public art be incorporated in the Plaza?
A: Yes, through the San Francisco Art Commission process or other related art processes.

Q: How can I hold an event in the Plaza?
A: Events that comply with Plaza Program event requirements can be scheduled through a City or Street Plaza Steward.
Interested parties can contact a City or Street Plaza Steward directly to learn more about scheduling events. All Plaza City and
Street Plaza Stewards will be listed on the Plaza Program website.

Q: Can Plaza City and Street Stewards generate revenue? How can they use that revenue?
A: Yes, a City and Street Plaza Stewards can generate revenue from activities that are permitted under their relevant
agreement with City, but that revenue can only be used to support the activation, management and maintenance of that Plaza.
If a City Plaza Steward generates more revenue than it needs for its budgeted activation, management, maintenance activities,
it can place some of that excess revenue in a limited reserve fund and the City would use any remaining excess revenue to
fund activation and management activities in other City Plazas that have inadequate activation and management funds.

Q: Will advertising be permitted?
A: Although general advertising will not be permitted, City and Street Plaza Stewards may recognize the financial sponsor of an
event through signage approved by the Plaza Program staff in advance of the event.

Q: Will these Plazas be open to the public?
A: Yes, all Plazas must generally remain open to the public. They will feel similar to other City-owned open space, with similar
regulations. Some Plazas may have a limited number of private events in order to support their respective Steward’s activation and
maintenance obligations for those Plazas.
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Appendix C
Standard Forms
Before the City can award any license to a party, that party must file three standard City forms (items
1-3 on the chart). Because many parties have already completed these forms, and because some
informational forms are rarely revised, the City has not included them in the RFP package. Instead,
this Appendix describes the forms, where to find them on the Internet (see bottom of page 2), and
where to file them. If a respondent cannot get the documents off the Internet, the respondent should
call (415) 554-6248 or e-mail Purchasing (purchasing@sfgov.org) and Purchasing will fax, mail or email them to the respondent.
If a respondent has already filled out items 1-3 (see note under item 3) on the chart, the respondent
should not do so again unless its answers have changed. To find out whether these forms have
been submitted, the respondent should call Vendor File Support in the Controller’s Office at (415)
554-6702.
Item

Form name

Form

Description

Return the form to/
for more info

1.

Request for
Taxpayer
Identification
Number and
Certification

W-9

The City needs the
contractor’s taxpayer ID
number on this form. If a
contractor has already done
business with the City, this
form is not necessary
because the City already has
the number.

Controller’s Office
Vendor File
Support
City Hall, Room
484
San Francisco,
CA 94102
(415) 554-6702

2.

Business Tax
Declaration

P-25

All contractors must sign this
form to determine if they
must register with the Tax
Collector, even if not located
in San Francisco. All
businesses that qualify as
“conducting business in San
Francisco” must register with
the Tax Collector

Controller’s Office
Vendor File
Support
City Hall, Room
484
San Francisco,
CA 94102
(415) 554-6702

3.

San Francisco
HRCAdministrative Code 12BChapters 12B & 12C 101
Declaration:
Nondiscrimination in
Contracts and
Benefits

Contractors tell the City if
their personnel policies meet
the City’s requirements for
nondiscrimination against
protected classes of people,
and in the provision of
benefits between employees
with spouses and employees
with domestic partners.
Form submission is not
complete if it does not

Human Rights
Comm.
25 Van Ness,
#800
San Francisco,
CA 94102-6059
(415) 252-2500

In Vendor Profile
Application
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Item

Form name

Form

Description

Return the form to/
for more info

include the additional
documentation asked for on
the form. Other forms may
be required, depending on
the answers on this form.
Contract-by-Contract
Compliance status vendors
must fill out an additional
form for each contract.

Where the forms are on the Internet
Office of Contract Administration
Homepage:
Purchasing forms:

www.sfgov.org/oca/
Click on “Required Vendor Forms” under the “Information for Vendors
and Contractors” banner.

Human Rights Commission
HRC’s homepage:
www.sf-hrc.org
Equal Benefits forms: Click on “Forms” under the “Equal Benefits” banner near the bottom.
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