City and County of San Francisco Purchasing and Contracting Training

Overview: 
[bookmark: _Hlk31811761]Beginning January 2020, the Office of Contract Administration will begin holding Purchasing and Contracting Training for all interested City staff. This three-hour training will provide City staff with a better understanding of the City’s purchasing and contracting principles and provide transaction-specific guidelines and instructions. 

Who should attend: 
[bookmark: _Hlk31811807]This training is recommended for any staff involved in the purchasing and contracting cycle, from project managers, to purchasers, accountants and clerical staff. Employees engaged in purchasing technology are particularly encouraged to attend this training. 

Training Agenda: 
	Topic
	Description
	Duration
	Resources

	[bookmark: _Hlk31811841]Introduction to City Procurement
	· Overview of the City’s procurement regulations, terminology, and general concepts.
· Commodities v. General Services v. Professional Services.
	30
Minutes

	


	Non IT Commodities and General Services under $10K: 
One Time Purchases

Prop Q Delegated Purchasing Authority

	· Overview of Prop Q Delegated Purchasing Authority process for one time purchases under $10K for Commodities and General Services.
	10 
Minutes
	

 



	Non IT Commodities and General Services over $10K: 
One-Time Purchases

Req to Sourcing Event to PO
Req to PO (No Bid)

	· Comparing one-time purchases resulting in single POs to recurring purchases resulting in Term Contracts.
· Overview of Requisitions to PO process.
· Non IT Requisition steps, approval process and checklists.
	20 Minutes
	



	[bookmark: _Hlk31811852]Direct Contracting for: 
· Recurring Non IT Purchases;
· Professional Services;
· Technology Purchases 
	· In depth review of OCA’s checklists for multi-year direct contracts for on-going purchases of any type, Professional Services, and/or Technology Purchases.
· How to submit contracts for OCA review through Service Now.
· City Contracting Templates: 
· Public Facing:  https://sfgov.org/oca/multi-year-direct-contracting-checklists-templates
· [bookmark: _GoBack]City staff only: Click here
	30 Minutes
	







	Overview of the City’s Technology Purchasing Guidelines
	· What to consider when making a Technology purchase. 
· Chapter 19B Surveillance Technology Ordinance
· City policy on cloud computing.
· Different options for purchasing Technology: 
· Direct Contracting 
· Technology Marketplace
· Enterprise Agreements.
	20 Minutes
	




	Using the City’s Tech Marketplace Resellers for Technology Purchases
	· Technology Marketplace IT requisition checklists for purchase requests made using the Technology Marketplace process in lieu of Direct Contracting.
· Sample Technology Marketplace RFPs
	20 Minutes
	







	Waiving OCA’s Solicitation Requirements
	· How to use Service Now Website to Request a Waiver of OCA’s Solicitation Requirements.
· Review of the various basis for asking OCA to waive or modify its solicitation requirements. 
	20 Minutes
	



	[bookmark: _Hlk31811860]Guidelines for Purchasing Training and Gift Cards
	· Customized v. Non Customized Training
· Online training considerations
· How to purchase Gift Cards
	20 Minutes
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Office of Contract Administration

Delegated Departmental Purchasing (DDP/Prop Q)
Overview





History & Purpose of Prop Q

*In 1993, a charter amendment (Proposition Q) was passed that changed
the City’s purchasing procedures to allow, with the Purchaser’s approval,
departments to buy supplies and equipment on their own if the purchase
was less than S5,000 (now $10,000).

* Pursuant to this delegated purchasing authority, departments assume
responsibility for ensuring that all processed purchases comply with the
City’s legal requirements.

* Historically, the City’s Prop Q spending has averaged approximately S75M-
S80M/year.





OCA/Policy Requirements (§ 21.03(a))

* Departments must submit roster of employees in the department who are
authorized to purchase goods and services using Prop Q authority.

* All desighated employees must attend a Purchasing training class.

* All designated employees shall file a Form 700, Statement of Economic
Interests, annually.

* All employees who exercise Prop Q purchasing authority must adhere to
OCA'’s standards of ethical purchasing conduct (see DDP Reference Guide).





Authorized Purchases

Employees with Prop Q purchasing authority are authorized to procure material, equipment,
supplies and general services up to $10,000 (including tax, delivery, and installation) unless
otherwise limited by regulation.*

*See, §21.03(a), Rules and Regulations Pertaining to the San Francisco Administrative Code, Chapter 21.





Unauthorized Purchases — General Restrictions

* Any commodity or service greater than $10,000 (including sales tax and shipping)
* Professional Services

* IT Purchases

* Construction contracts or services involving construction trade work
* Bid/Order Splitting
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Unauthorized Purchases - Categories

The following categories of equipment, goods and services are NOT allowed under Prop Q:

*Unbudgeted capitalized Services

equipment *Telecom Equipment or

°ltems Available on Term  Wiring

Contracts *Vehicles 9
!,, e §

*Equipment Leases *Gift Cards
*Mattresses °Drones
*|T-Related Goods and/or *Surveillance Equipment

If you’re not sure...Ask. = i






Supplier Compliance

* Departments are responsible for verifying compliance with ALL City
requirements when exercising their Prop Q purchasing authority.

Anti-LGBT &
Restrictive
Abortion

‘ Laws

Business Tax
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* The Controller’s Office will conduct periodic audits to ensure compliance.
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Anti-LGBT Laws — Effective February 2017 (2 states)

I Covered Under Both Laws (9 states) I





Supplier Compliance Resources

* Business Tax Registration
https://sftreasurer.org/registration

* Buying Green
https://www.sfapproved.org/guide-city-staff

e LBE (14B) Program
https://sfgov.org/cmd/14b-local-business-enterprise-ordinance

* Equal Benefits (12B) Program
https://sfeov.org/cmd/12b-equal-benefits-program

TResources * Ban on Anti-LGBT & Restrictive Abortion Laws (12X)
https://sfgsa.org/chapter-12x-state-ban-list




https://sftreasurer.org/registration

https://www.sfapproved.org/guide-city-staff

https://sfgov.org/cmd/14b-local-business-enterprise-ordinance

https://sfgov.org/cmd/12b-equal-benefits-program

https://sfgsa.org/chapter-12x-state-ban-list
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PROP Q PO Checklist (CL-600)



		PO ID:

		



		Department:

		



		Dept Buyer Name: 

		



		Dept Buyer Email:

		



		Checklist Fields: Please fill out this form completely and accurately. Incomplete or unclear information may result in an audit finding by OCA and/or the Controller’s Office. Upload ALL attachments (including this completed Checklist) in the PO header's "Add/Edit Comments." Do not attach them at the line level.



		Question

		Response



		1. [bookmark: _GoBack]Authorized Prop Q Employee: Employees authorized to make Prop Q PO purchases must have completed the required Prop Q training within last 3 years. Are you authorized to make a Prop Q purchase? 

		☐ Yes, I am authorized to make a Prop Q purchase and have completed the required Prop Q training within the last 3 years.  

 



		2. Term Contracts: Department are encouraged to use existing Term Contracts (TC) for all purchases. Can this purchase be completed using a City Term Contract? 

In certain cases, a related term contract may be modified to include the purchase. Check with OCA to discuss.

		☐ No. There is no available TC for this purchase.     

☐ Yes. There is a TC for this purchase but it cannot be used because [ENTER REASON].



		3. Recurring Purchases: If you anticipate making this purchase on a recurring basis, did you contact OCA to determine if it a Term contract is appropriate?

“Recurring purchases” means successive purchases for the same goods or services by the same division during any fiscal year. 

		☐ N/A. Dept does not anticipate making this purchase on a recurring basis.    

☐ N/A. Although Dept may make this purchase again, it does not currently have a basis for knowing when and if that will happen.     

☐ Yes, Dept anticipates making this purchase on a recurring basis but the total value of the recurring purchases will be under $10,000 in any fiscal year.  

☐ Yes, Dept anticipates making this purchase on a recurring basis but OCA has advised that a Term Contract is not practical.  



		4. Unauthorized Prop Q Purchases: If this purchase falls into any of the following categories, you may not use Prop Q purchasing authority. 

· Unbudgeted capital equipment 

· Items available on TCs

· Equipment leases

· Mattresses

· Vehicles 

· Drones

· Gift cards

· IT/Telecom goods and/or services

· Professional/Technical Services

		☐ Purchase does not fall into any of the unauthorized categorized for Prop Q purchasing authority. 



		5. $10,000 Limitation: Is this purchase less than or equal to $10,000, inclusive of tax, delivery, and installation?  Reminder: Order splitting is prohibited.

		☐ Yes. PO does not exceed $10,000, inclusive of tax, delivery, and installation.   



		6. Multiple Quotes: Where practical, departments should solicit three quotes, preferably to LBE’s where possible. You do not need to collect three quotes. You are only encouraged to request three quotes. Have you made an effort to obtain three price quotes?

		☐ Yes. Evidence of solicitation attempt (e.g. email) and all quotes received are uploaded to PeopleSoft.

☐ No. It was not practical to request three quotes because [ENTER REASON]:







		7. General Services:  Civil Service Commission approval is required for all services, regardless of purchasing authority. Did you obtain expedited Civil Service Commission approval through DHR for outsourcing this service?

		☐ Yes. CSC/DHR approval uploaded to PeopleSoft.

☐ N/A. This is not a purchase for services.  



		8. Supplier Compliance: Did you confirm Supplier is compliant with the following City requirements?

· Business Tax Registration:

· CMD 12B

· Chapter 12X

		Business Tax Registration:

☐ Yes. Supplier’s Business Tax Registration is current or DND in PeopleSoft.   



CMD 12B:

☐ Yes. Supplier is 12B compliant.      

☐ No. Supplier is not 12B compliant. Waiver is uploaded to PeopleSoft.



Chapter 12X:

☐ Yes. Supplier is not in a banned state.       

☐ No. Supplier is in a banned stated. Waiver is uploaded to PeopleSoft.



		Insurance:    Confirm that you have obtained all required Insurance documents from the Supplier. Insurance requirements vary with the amount of risk associated with a transaction. 

a. Commercial General Liability: Required for all purchases.  

b. Auto Liability Insurance: Required when the contractor is using a personal or company vehicle to perform its obligations for the purchase. It is not required where the contractor is using a third party commercial carrier for delivery. 

c. Workers Compensation Insurance: Required by California law for all employers with one or more employees. However, if the contractor is not coming on City property, it can generally be waived. 

If higher levels of risk are associated with a particular purchase, please contact the Risk Management Division for assistance. 

		☐ Confirmed.  Required insurance documents uploaded.

☐ N/A – Risk Manager waived insurance requirements, documentation uploaded. 



		9. Green Purchasing Requirements: Does this purchase comply with City’s Green Purchasing Requirements?  





		☐ Yes. Purchase complies with City’s Green Purchasing Requirements.   

☐ No. Purchase does not comply with City’s Green Purchasing Requirements. Department of Environment’s approval uploaded to PeopleSoft.  

☐ N/A – Purchase not covered by ENV’s Green Purchasing requirements.



		10. Chemicals or Hazardous items: Material Safety Data Sheet (SDS) must be uploaded to PO and included with order delivery.

		☐ SDS uploaded to PO.

☐ PO instructs Supplier to provide MSDS w/ delivery.

☐ N/A – Purchase does not include chemicals or hazardous items.
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Delegated Departmental Purchasing (DDP) Training
(Prop Q Training)





Agenda

1 History & Purpose of 1 Supplier Compliance
Prop Q

Jd OCA/Policy J Additional
Requirements Considerations and
Resources
J Authorized d Prop Q-
Purchases Do’s and Don’ts

J Restricted Purchases  Prop Q Exam





History & Purpose of Prop Q

°In 1993, a charter amendment (Proposition Q) was passed that changed
the City’s purchasing procedures to allow, with the Purchaser’s approval,
departments to buy supplies and equipment on their own if the purchase
was less than $5,000 (now $10,000).

* Pursuant to this delegated purchasing authority, departments assume
responsibility for ensuring that all processed purchases comply with the
City’s legal requirements.

* Historically, the City’s Prop Q spending has averaged approximately S75M-
S80M/year.





OCA/Policy Requirements (§ 21.03(a))

* Departments must submit roster of employees in the department who are
authorized to purchase goods and services using Prop Q authority.

* All designated employees must attend a Purchasing training class.

* All designated employees shall file a Form 700, Statement of Economic
Interests, annually.

* All employees who exercise Prop Q purchasing authority must adhere to
OCA’s standards of ethical purchasing conduct (see DDP Reference Guide).





OCA’s Ethical Purchasing Standards

e Avoid the intent or even the appearance of *Avoid any personal business or professional
unethical or compromising behavior. activity that would result in a conflict of
interest.
e Avoid soliciting or accepting money, gifts, *Handle confidential and/or proprietary
lunches, or anything of value from current or information with due care.

potential suppliers.

*Promote positive supplier relationships *Know and obey the letter and spirit of all
through courtesy and impartiality. applicable ordinances, rules and regulations.

*Purchase without prejudice, seeking to obtain  *Avoid unfair practices, giving all vendors equal
the maximum value for each dollar spent. opportunity.





Authorized Purchases

Employees with Prop Q purchasing authority are authorized to procure material, equipment,
supplies and general services up to $10,000 (including tax, delivery, and installation) unless
otherwise limited by regulation.*

*See, §21.03(a), Rules and Regulations Pertaining to the San Francisco Administrative Code, Chapter 21.





Unauthorized Purchases — General Restrictions

» Any commodity or service greater than $10,000 (including applicable sales tax and shipping)

 Professional Services contracts

* Construction contracts or services involving construction trade work

* Bid/Order Splitting
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Unauthorized Purchases - Categories

The following categories of equipment, goods and services are NOT allowed under Prop Q:
*Unbudgeted Items *Telecom Equipment or

°ltems Available on Term Wiring

Contracts *Vehicles
*Equipment Leases *Gift Cards 9
*Mattresses sDrones

|T-Related Goods and/or  *Surveillance Equipment '.
Services

If you’re not sure...Ask.






Supplier Compliance

* Departments are responsible for verifying compliance with ALL City
requirements when exercising their Prop Q purchasing authority.

Anti-LGBT

: &
Business .
Tax Restrictive
Abortion

@ Supplier |
Compliance =

aws

* The Controller’s Office will conduct periodic audits to ensure compliance.






12X Covered State List






Supplier Compliance Resources

* Business Tax Registration
https://sftreasurer.org/registration

* Buying Green
https://www.sfapproved.org/guide-city-staff

e LBE (14B) Program
https://sfeov.org/cmd/14b-local-business-enterprise-ordinance

e Equal Benefits (12B) Program
https://sfeov.org/cmd/12b-equal-benefits-program

Resources * Ban on Anti-LGBT & Restrictive Abortion Laws (12X)
https://sfgsa.org/chapter-12x-state-ban-list




https://sftreasurer.org/registration

https://www.sfapproved.org/guide-city-staff

https://sfgov.org/cmd/14b-local-business-enterprise-ordinance

https://sfgov.org/cmd/12b-equal-benefits-program

https://sfgsa.org/chapter-12x-state-ban-list



Additional Considerations and Resources

Additional Considerations

* General Services that are allowable should be for one-time services (no recurring services) and should also
include DHR or CSC approval when necessary.

* Services provided on City premises could expose the City to potential liability so insurance may be required.
Please check with Risk Management to discuss coverage and insurance documentation requirements.

* Make sure to always include any applicable Sales or Use Taxes on your purchase order (www.cdtfa.ca.gov).

Additional Resources

* Additional details regarding Prop Q, including a Delegated Departmental Purchasing Guidebook, can be
found at the OCA website (www.sfgov.org/oca).

* Information regarding ethical purchasing practices can be found at (www.cappo.org) or
(www.instituteforsupplymanagement.org).




http://www.cdtfa.ca.gov/

http://www.sfgov.org/oca

http://www.cappo.org/

http://www.instituteforsupplymanagement.org/



Prop Q—Do’s and Don’ts






Prop Q—Do’s

@ Ensure that City funds are spent wisely and adhere to all City laws, rules,
regulations and policies

© Purchase commodities and one-time general services up to $10,000 (including
the costs associated with installation and freight)

®Try to solicit three (3) quotes and always try to include LBEs when possible

© Be mindful of the City’s Green Purchasing requirements and when buying
chemicals or hazardous materials, always include a note on the PO that a Safety
Data Sheet (SDS) must accompany the shipment






Prop Q — Don’ts

®Bid/Order Splitting

® Order items or services that are available on a Citywide Term Contract

® Purchase unbudgeted equipment

® Order computer hardware, software or IT-related supplies

® Purchase vehicles, drones or gift cards






Prop Q Exam
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NonIT Requistions Overview.pdf
REQUISITIONS





Overview of Requisition to PO Process

e A Requisition (RQ) is a request to purchase commodities or general
services over $10,000.

e RQs are used for one-time, non-recurring purchases. If a Department has
several recurring RQs, or there is an ongoing or annual need for certain
commodities or general services, OCA recommends initiating a Term
Contract.

e Workflow:

If requisition is Department

Verify requisition ready, budget check Approver and OCA

Create requisition in details, such as

eProcurement module ChartFields and submit for review ;imd approve
approval requisition

Requestors can search for catalog items or place an
order for non-catalog items by entering a description





RQ SOURCED TO SOURCING EVENT OR PURCHASE ORDER

1. RQ to PO (No Solicitation)

* If the purchase is an approved Sole Source (or other waiver of
competitive solicitation approved)

e If uses an existing RFQ pool managed by OCA that requires RQ . to PO
process.

2. RQto Solicitation to PO
e Department submits RQ/bid specification information to OCA.

* OCA will competitively bid out the commodity or services through a
Sourcing Event.

* The Sourcing Event will be advertised publicly so any vendor can bid
on it.






REQUISITION REQUIREMENTS (NON-FLEET / NON-IT ONLY)

e Departments submit their Requisitions into PeopleSoft.
e Requisition must contain the following minimum information:
e Completed OCA Non-IT Requisition Checklist (available at

https://sfgov.org/oca/resources)

* Bid specifications: Clear description of the technical requirements of the
item, including minimum essential characteristics and key performance
features that the item must possess

* Quotes for acceptable similar products from at least 3 vendors, which
provides a basis for pricing

e Correct Chart of Accounts that will fund the purchase.



https://sfgov.org/oca/resources



REQUISITION REQUIREMENTS (FLEET ONLY)

Vehicles and heavy equipment are processed by OCA’s centralized fleet
buyers. Fleet Requisition must include:

* Type of vehicle or heavy equipment

* Approved equipment budget number, substitution approvals, carry
forward approvals, etc.

* Fleet approval from Tom Fung, Director of Fleet Management on the
VAR

 Term Contract Order Sheet or technical specifications approved by
Fleet Management

e Separate line items for tire tax and extended warranties





		REQUISITIONS

		Overview of Requisition to PO Process

		RQ Sourced to Sourcing Event OR PURCHASE ORDER�

		Requisition Requirements (non-fleet / non-IT ONLY)��

		�Requisition Requirements (Fleet Only)
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Non IT Requisition Certification Checklist (CL-500)

Requisition Checklist for RQ #:

Requestor Name, Email, and Phone #:

Department Contact Name, Email, Phone #:

Requesting Department:

Checklist Fields: Please fill out this form completely and accurately. If information is incomplete or unclear, it
may result in delay or rejection of your Requisition (RQ).

Processing Time: Average processing time for a RQ is about 10-12 weeks, if OCA receives complete
information from the department. Please plan accordingly.

Attachments: Upload ALL attachments in the RQ header's "Add/Edit Comments." Do not attach them at the
line level.

Technology: If this purchase involves any IT commodities or services (e.g. computers, hardware, software
systems, servers, hardware/software maintenance, cloud services, on premises software and support,
telecommunications or digital technology products or sensitive items, including surveillance technology, that
transfer or transmit data and/or interact with the City's networks, etc.), please review OCA's Technology
Purchasing Guidelines and follow the appropriate submission path based on what you are purchasing.

For any questions you may have about City purchasing procedures, or about this checklist, please contact
your assigned Office of Contract Administration (OCA) Supervising Purchaser.

Question Response

1. Does this purchase include any surveillance-related [l Yes O No
items per Chapter 19B?
Chapter 19B requires Departments seeking to procure
surveillance technology obtain BOS approval by ordinance
of a Surveillance Technology Policy under which the
Department will acquire and use Surveillance Technology.
Chapter 19B also forbids most City Departments from
obtaining, accessing or using Face Recognition Technology
or information obtained from Face Recognition
Technology. Requisitions initiated by Departments for the
purchase of surveillance-related items must upload the
Department’s approved Surveillance Technology Policy or
must demonstrate that the item is exempted from the
Code (19.B.1 Definitions — “Surveillance Technology”).

2. If you replied YES to question 1, is the purchase ] N/A —Replied No to Question 1.

exempt or did you attach an approved Policy?
L Purchase falls into a 19B Exemption.
Name Exemption Category here:

O Purchase does not fall into a 19B Exemption.
Approved 19B Policy uploaded to PS.

CL-500 (2-20) Page 10f 4





Non IT Requisition Certification Checklist (CL-500)

3. Have you reviewed the City's Term Contracts list to
see if your item(s) or services can be purchased off
of an existing term contract? To review, go to
https://sfgov.org/oca/office-contract-administration-oca
and click “Current City Term Contracts for Commonly
Purchased Goods and Services”.

[ Yes J No

If Yes, you should use the existing term contract for
your purchase.

If No, you cannot use the term contract, explain why
here:

Note: In certain cases, a related term contract may be
modified to include the purchase. Check with OCA to
discuss.

4. Is this a non-recurring, one-time purchase
appropriate for the use of a RQ, or an ongoing need
(monthly, annually, etc.)? If this is recurring, contact
OCA to initiate a possible term contract, which can be
beneficial for multi-year procurements.

L1 One-Time
L Recurring

If this is a recurring purchase, what is the estimated
annual value?

5. Is this purchase for commodities or general services?

L Commodity [ General Services

6. If this purchase involves services, have you obtained
DHR and/or Civil Service Commission approval? If
not, be aware that CSC approval must be obtained prior to
PO award.

[ Yes, this includes services and CSC approval has
been uploaded to PS.

L No services, therefore CSC approval not required.

7. Is there any installation, repair, and/or maintenance
involved in this purchase that requires construction
related services?

[ Yes 1 No
If Yes, explain the services here:

If this purchase falls under Chapter 6, this RQ may not
be handled by OCA. Check with OCA to discuss.

8. Is this a "Sole Source" or "No Substitute"
procurement? To request a "Sole Source" or "No
Substitute" waiver, go to https://sfgov.org/oca/resources
for instructions.

O Yes d No

If Yes, upload approval from OCA. Provide
OCA waiver #:

If No, this will be competitively bid out and the bid will
include "or City Approved Equal."

CL-500 (2-20)
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Non IT Requisition Certification Checklist (CL-500)

If you replied NO to question 8, did you research,
prepare, and provide/upload bid specifications
which are accurate enough to advertise a
competitive and successful bid?

When preparing your specifications, you should:

e Avoid specific brand names and/or
manufacturer/model #s, unless this has been
approved by OCA as a Sole Source or No Substitute
procurement.

e Provide a description that includes the minimum
essential characteristics and key features/standards
to which it must conform to satisfy its intended use.

e Provide a description that does not contain features
which unfairly restrict competition.

Only when it is impractical or uneconomical to make a
clear and accurate description of the technical
requirements, then:

e a "Brand Name or City Approved Equal" description
may be allowed as a means to define the
performance or other salient requirements.

o The specific essential characteristics and key
features of the named brand which must be met
must be provided and clearly stated.

O Yes 1 N/A — Replied Yes to Question 8

10.

If you replied NO to question 8, did you research at
least 3 similar alternate products that are
acceptable? Upload the 3 similar alternate products’
specifications to PS.

[ Yes, the manufacturers and model #s are:
1.
2.
3.

1 N/A — Replied Yes to Question 8

11.

Does this purchase use any grant funds?

O Yes 1 No

12.

If you replied YES to Question 11, name the grant
funding source.

O Yes ] N/A - Replied No to Question 11
Grant funding source:

13.

If you replied YES to Question 11, did you upload to
PS all applicable documentation, e.g. grant checklist,
grant terms, etc.?

O Yes 1 N/A - Replied No to Question 11

14.

If you replied YES to Question 11, has your deputy
city attorney reviewed the P-220 and adjusted the
terms & conditions, pursuant to the grant terms?
RQs normally use the P-220 (go to
https://sfgov.org/oca/resources) as its standard
bid/contract terms and conditions. However, your federal
or state grant provisions may have restrictions which can
conflict with the City's standard terms & conditions, and
therefore should be reviewed and adjusted for your
specific grant by your deputy city attorney. This should
also be discussed with OCA prior to RQ submittal.

O Yes ] N/A - Replied No to Question 11

CL-500 (2-20)
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Non IT Requisition Certification Checklist (CL-500)

15.

Is the item limited to authorized resellers/
distributors only?

O Yes O No
If yes, upload a letter, on manufacturer's letterhead,
identifying the authorized resellers/distributors to PS.

16

. Are there any required licenses or certifications that

are needed for this procurement (e.g. Contractor's
C-License, OSHA, UL, ETL, etc.)?

[l Yes 1 No
If Yes, make sure they are incorporated into your
specifications.

17.

Is a Contractor’s license is required? If yes, this may be
construction or professional related services. Check with

O Yes, the Contractor’s license(s) required is:

OCA to discuss. [ No
18. Have you included both billing and shipping Ll Yes
addresses with "ATTN to" names for each in the RQ
header comments?
19. Are any RQ lines taxable? [l Yes O No

Taxes are not always disclosed on vendors' quotes.
Departments are responsible for providing tax information
to OCA.

If Yes, list the taxable RQ lines here:

20

. Are there any special condition(s) to be added to the

bid?
Special conditions include delivery by a certain date,
specific packaging, etc.

[l Yes 1 No
If Yes, describe special condition(s) here:

21.

Did you include a freight line?
City's standard terms have freight paid by the supplier and
included into the pricing of the items.

[l Yes 1 No
If there is a compelling reason why a separate freight
line necessary, explain why:

22.

Are sample(s) required as part of this bid?
If samples are required, include the address of where the
samples should be sent to in your specifications.

[l Yes 1 No
If Yes, provide the name and address of where the
samples should be sent to:

23. Research and list a minimum of 3 potential suppliers | 1.
and their email addresses here. OCA encourages Depts | 2.
to list as many potential suppliers as possible to increase 3.
the likelihood of a successful bid. 4.
5.

24. In addition to the City's standard insurance [l Yes

requirements (General, Auto, and Workers Comp
liabilities), have you checked with Risk Management
to confirm if there are any additional policy limits,
insurance coverages, and/or bonding that the
vendor may need to obtain for this purchase
(marine, garagekeepers, pollution liabilities,
performance or fidelity bond, etc.)?

Upload your correspondence with Risk Management
to PS.

CL-500 (2-20)
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Chapter 21 Solicitation Thresholds for Public Solicitations.pptx
								COMMODITIES						PROFESSIONAL SERVICES						GENERAL SERVICES						ALL CH. 21

		SOLICTATION		CONTRACT VALUE				<$10,000		$10,000 – $129,000		>$129,000
(Minimum Competitive Amt).		<$10,000		$10,000 – $129,000		>$129,000
(Minimum Competitive Amt)		<$10,000		$10,000 – $706,000		>$706,000
(Threshold Amt.)		ANY

				SOLICITATION TYPE				No Solicitation Required		Informal Solicitation		Formal Solicitation		No Solicitation Required		Informal Solicitation		Formal Solicitation		No Solicitation Required		Informal Solicitation		Formal Solicitation		NO 
COMPETITIVE SOLICITATION
(sole source, etc.)

				EXPEDITED CSC* APPROVAL§ 
(services only)				n/a		n/a		n/a		x		<$100k		 		x		<$100k		 		<$100k

				FORMAL CSC APPROVAL§
(services only)				n/a		n/a		n/a		 		>$100k		x		 		>$100k		x		>$100k

				CMD** LBE REQUIREMENTS***				n/a		n/a		n/a		 		>$64.5k		x		 		>$353k		 		waiver possible

		CONTRACT APPROVAL		BOS†				 		 		> $10M or 10+ years		 		 		> $10M or 10+ years		 				> $10M or 10+ years		> $10M or 10+ years

				OCA‡				 		x		x		x		x		x		 		x		x		waiver required



*Civil Service Commission

**Contract Monitoring Division

***Local Business Enterprise subconsulting participation requirements





†Board of Supervisors

‡Office of Contract Administration

§ Or Board of Supervisors “Prop J” approval 

Ch. 21 Solicitation Thresholds & Contract Approvals (non-IT)

1





Purchasing and Professional Services Contracts are purchasing vehicles that are governed by under San Francisco’s Administrative Code Chapter 21.  The Code sets forth specific contract “threshold” values.  These thresholds trigger certain contracting requirements and approvals, depending on the type of contract.  For examples, for Commodities and Professionals Services formal solicitations are required for contracts valued above $129,000, or the “Minimum Competitive Amount.”  Below this value, the City may conduct an informal solicitation, which is typically less complex and speedier than a formal solicitation.  No solicitation is required for any commodity, general service or professional service purchase that is under $10,000. 





If the contract amount, duration, or scope of work is amended, additional approvals may be required and existing approvals may need to be modified to match the new amount, duration, and scope of work. 



It is important to note that the table shown here does not reflect all possible approvals and requirements.  For example, approval from the Department of Technology is needed for all technology-related purchases.



1
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Services Contract Certification Packet Checklist (CL-100)

		When to Use: Contracts for General or Professional Services, including software agreements with technical services/labor beyond standard software support. If the software agreement does not include labor/technical services, use the CL-200 Checklist instead.

Instructions: Complete and save this form in WORD and upload all required documents to PeopleSoft. Initiate OCA review through ServiceNow. Click here to learn how to use ServiceNow to Submit a Contract Review Request.



		Check off all that apply

		☐ P-245  ☐ P-530  ☐ P-642  ☐ P-600  ☐ P-550/650  ☐ P-648   ☐ Other: 



		Are you using DocuSign?

		

		Contract docs uploaded in PS?

		



		PS Contract ID:

		

		Dept Contract ID (if any):

		



		Contact Name:

		

		Department:

		



		Contact Email:

		

		Contact Phone:

		



		(OCA Only) Purchaser Name:

		

		( OCA Only) Date Reviewed:

		





		PURCHASING AUTHORITY



		Competitive Solicitation Details

		No Competitive Solicitation Details



		RFP/Q/Event ID:

		

		Admin Code Basis for No Solicitation (e.g., 21.30, 21.15, etc): 

		





		RFP/Q/Event Issue Date:

		

		

		



		Advertised Contract Duration:

		

		OCA ServiceNow Waiver ID: 

		



		Advertised Contract NTE Amt:

		

		

		



		Advertised LBE Participation %:

		

		Total Approved Waiver Amt:

		



		FUNDING TYPE



		Check off all that apply

		☐ City        ☐ State       ☐ Federal         ☐ Grants



		SUPPLIER & CONTRACT DETAILS



		Supplier ID:

		

		Supplier Name:

		



		12B Compliant? 

(NA if Waived)

		

		Supplier Headquarters 

(For Admin Code 12X Analysis)

		



		If over $50K, First Source Hiring Form sent to OEWD?

		

		First Source Hiring Form required for all new and amended contracts > $50K. Not required for Equipment Leases & Software Agmts. w/out labor.



		MCO/HCAO Status Updated in PS? (N/A if waived)

		

		If HCAO/MCO are not waived, Supplier’s HCAO/MCO status must be updated in PS in the Supplier Module. To update supplier’s status, email HCAO/MCO declarations to Supplier.Management@sfgov.org.



		Form SFEC-126f2 filed?

		

		Forms 126f2 and 126f4 apply to all contracts/grants with a value ≥ $100K/ fiscal year and signed by an elected City officer. 

- Form 126f2 must be filed upon receipt of proposals, post solicitation.

- Form  must be filed upon the elected officer’s signing of the contract or, where BOS approval is required, upon submission of the contract for BOS approval. Contact the Ethics Commission for additional details.



		Form SFEC-126f4 filed?

		

		



		

		Contract NTE Amt

		Contract Start Date

		Contract End Date

		OCA Only: 

Rate Adjust.?



		Original Contract 

		

		

		

		



		Amendment 1

		

		

		

		



		Amendment 2 

		

		

		

		



		Amendment 3 

		

		

		

		



		Amendment 4 

		

		

		

		



		Amendment 5 

		

		

		

		



		Amendment 6 

		

		

		

		



		Amendment 7 

		

		

		

		



		Amendment 8 

		

		

		

		



		Amendment 9

		

		

		

		



		Amendment 10

		

		

		

		



		Does contract NTE Amt/Duration match PS NTE Amt/Duration? If no, explain.

		



		If Amendment + LBE % Apply + Revised NTE > 20% of Original NTE: Was CMD Form 10 sent to CMD?

		





		CONTRACT PACKET DOCUMENTATION CHECKLIST



		Except for copies of an Agreement routed for wet signature, each document in this checklist must be uploaded into PeopleSoft prior to requesting OCA approval. When stating “N/A”, the reason must be obvious or explained. 



		AGREEMENT



		Document

		Uploaded?

		Explanation/Comments



		1. Contract Overview: Provide a brief overview of the contract on this form or attach a memo.  

		

		



		2. Agreement/Amendment: 

· Wet Signatures: Deliver 3 original copies to OCA.

· DocuSign: Ensure agmt. and appendices are in PS as one complete document for e-signatures.

		

		



		3. New Agreements: Redlined Copy of Original Agreement



Use the “Compare” function in Word to compare the final draft with the public facing City template available at https://sfgov.org/oca/.

		

		



		4. Amendments:  Original + All Subsequent Amendments





		

		OCA Only: Include Rate Adjustment Calc. if applicable.



		PURCHASING AUTHORITY



		Document

		Uploaded?

		Explanation/Comments 



		5. RFP/Q (if applicable).   

N/A if available for OCA to view in PeopleSoft.

		

		



		6. All approved OCA waiver(s) to date (if applicable). 



Total approved amount must equal or exceed contract not to exceed amount.

		

		Total Approved Amount:





		7. Approved OCA 12X Waiver (if applicable)

		

		



		DEPARTMENT OF TECHNOLOGY



		Document

		Uploaded?

		Explanation/Comments



		8. DT CIO Approval (New Agreements Only)

Unless deemed exempt by DT, new contracts w/ any element of technology require approval by DT.

		

		DT SER #:








		BOARD OF SUPERVISORS (BOS) & DEPT’S COMMISSION APPROVAL



		Document

		Uploaded?

		Explanation/Comments



		9. BOS Approval (if over $10MM or 10 years) 

Re-approval required for cumulative increases > $500k on a covered contract.

		

		Approved Duration:                     

Approved Amount:

Resolution Number:                   Signed Date:





		10. Dept’s Commission Approval (if applicable) 

Re-approval for amendments required per Dept.’s Commissions guidelines.

		

		Approved Duration:                     

Approved Amount:

Resolution Number:                   Signed Date:



		CONTRACT MONITORING DIVISION (CMD)



		Document

		Uploaded?

		Explanation/Comments



		11. CMD 12B Compliance Waiver 

(If applicable but waived) 



[bookmark: _GoBack]If waived, approved amount and duration must equal or exceed contract amount and duration.

		

		Approved Duration:

Approved Amount:







N/A and waiver not required if: 

· Purchasing authority is 21.30



		12. CMD 14B LBE Bid Discounts Waiver. 

(If applicable but waived). 



Bid Discounts apply to all solicitations for services between $10,000 and $20,000,000. Attach waiver if waived from the RFP/Q solicitation. Otherwise enter N/A.

		

		





N/A and waiver is not required if: 

· Purchasing authority is 21.30

· Funding consists of any non-City funds.



		13. [bookmark: _Hlk5206984][bookmark: _Hlk7505777]CMD 14B LBE Participation Waiver.

(If applicable but waived) 



LBE participation goals are required for:

· Professional Services > $64,500 ($55,000 if solicitation was prior to 1/1/20) 

· General Services > $353,000 ($300,000 if solicitation was prior to 1/1/20).  



If waived, approved amount and duration must equal or exceed contract amount and duration.

		

		Waiver Approved Duration:

Waiver Approved Amount:













N/A and waiver is not required if: 

· Purchasing authority is 21.30

· Funding consists of any non-City funds.



		14. CMD Form 3: CMD Non-Discrimination Affidavit

If this is an amendment/modification, you may submit a previously submitted CMD Form 3. 

		

		



		CIVIL SERVICE



		Document

		Uploaded?

		Explanation/Comments 



		15. Approved PSC Form 1 or Approved Prop J Resolution

Approved PSC amount and duration must equal or exceed contract amount and duration. Approved amount can be limited to labor portion of contract.,



		

		Approved Duration:

Approved Amount:

PSC #:                                   Mod#:

or

Prop J Resolution Number:  

Signed Date:



		OFFICE OF LABOR STANDARDS (OLSE)



		Document

		Uploaded?

		Explanation/Comments



		16. HCAO and MCO Waivers

(If applicable but waived) 

If waived, approved amount and duration must equal or exceed contract amount and duration.

		

		Approved Amount:
















		INSURANCE & LIABILITY



		Document

		Attached?

		Explanation/Comments



		17. Insurance:  

· Place an “X” next to each item required by City template & submit evidence of item marked. 

· Additional Insured Endorsement Requirements: Must: (a) name the “City and County of San Francisco, its Officers, Employees and Agents” or (b) be a blanket endorsement as required by a written contract.  



		☐ General Liability (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		      ☐ GL Addt’l Insured Endorsement 

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Auto Liability (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		      ☐ Auto Addt’l Insured Endorsement

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Workers Compensation (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		      ☐ Waiver of Subrogation

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Professional Liability (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Tech Errors and Omissions (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Cyber Security (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Privacy (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Pollution Liability (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		      ☐ Pollution Addt’l Insured Endorsement 

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Garagekeepers/Property of Others (COI)

		

		Reduced or Waived?

If Yes, provide written confirmation from RM.



		☐ Other (COI) (e.g. Marine Liability, etc.) 

		

		Reduced or Waived?

If Yes, provide written confirmation from RM.



		18. Changes to Indemnification Requirements?

		

		If Yes, City Attorney consultation is required.



		19. Performance/Fidelity/Surety/Labor Bond

		

		



		20. Escrow for Source Code 

		

		



		[bookmark: _Hlk18911804]OTHER



		21. System for Award Management (SAM) Printout

(if Federal funds are involved)



		

		· Go to: https://www.sam.gov/SAM/pages/public/searchRecords/search.jsf

· Enter entity DUNS/CAGE Code and click ‘Search’. ‘Save as PDF’”



		22. 

		

		



		23. 

		

		



		24. 

		

		



		COMMENTS
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Commodities/Software Contract Certification Packet Checklist (CL-200)

		When to Use:  Contracts for Commodities (including those with incidental services) and Software Agreements without technical services/labor beyond standard software support. If the software agreement includes labor/technical services beyond standard software support, use the CL-100 Checklist instead.

Instructions: Complete and save this form in WORD and upload all required documents to PeopleSoft. Initiate OCA review through ServiceNow. Click here to learn how to use ServiceNow to Submit a Contract Review Request.



		Check off all that apply

		☐ P-240  ☐ P-540  ☐ P-545  ☐  P-629 ☐ P-648   ☐ P-550/650  ☐ Other:



		Are you using DocuSign?

		

		Contract docs uploaded in PS?

		



		PS Contract ID:

		

		Dept Contract ID (if any):

		



		Contact Name:

		

		Department:

		



		Contact Email:

		

		Contact Phone:

		



		(OCA Only) Purchaser Name:

		

		( OCA Only) Date Reviewed:

		





		PURCHASING AUTHORITY



		Competitive Solicitation Details

		No Competitive Solicitation Details



		RFP/Q/Event ID:

		

		Admin Code Basis for No Solicitation (e.g., 21.30, 21.15, etc): 

		





		RFP/Q/Event Issue Date:

		

		

		



		Advertised Contract Duration:

		

		[bookmark: _GoBack]OCA ServiceNow Waiver ID:

		



		Advertised Contract NTE Amt:

		

		

		



		

		

		Total Approved Waiver Amt:

		



		FUNDING TYPE



		Check off all that apply

		☐ City        ☐ State       ☐ Federal         ☐ Grants



		SUPPLIER & CONTRACT DETAILS



		Supplier ID:

		

		Supplier Name:

		



		12B Compliant? 

(NA if Waived)

		

		Supplier Headquarters 

(For Admin Code 12X Analysis)

		



		If over $50K, First Source Hiring Form sent to OEWD?

		

		First Source Hiring Form required for all new and amended contracts > $50K. Not required for Equipment Leases & Software Agmts. w/out labor.



		Form SFEC-126f2 filed?

		

		Forms 126f2 and 126f4 apply to all contracts/grants with a value ≥ $100K/ fiscal year and signed by an elected City officer. 

- Form 126f2 must be filed upon receipt of proposals, post solicitation. 

- Form  must be filed upon the elected officer’s signing of the contract or, where BOS approval is required, upon submission of the contract for BOS approval. Contact the Ethics Commission for additional details.



		Form SFEC-126f4 filed?

		

		



		

		Contract NTE Amt

		Contract Start Date

		Contract End Date

		OCA Only: 

Rate Adjust.?



		Original Contract 

		

		

		

		



		Amendment 1

		

		

		

		



		Amendment 2 

		

		

		

		



		Amendment 3 

		

		

		

		



		Amendment 4 

		

		

		

		



		Amendment 5 

		

		

		

		



		Amendment 6 

		

		

		

		



		Amendment 7 

		

		

		

		



		Amendment 8 

		

		

		

		



		Amendment 9

		

		

		

		



		Amendment 10

		

		

		

		



		Does contract NTE Amt/Duration match PS NTE Amt/Duration? If no, explain.

		





		CONTRACT PACKET DOCUMENTATION CHECKLIST



		Except for copies of an Agreement routed for wet signature, each document in this checklist must be uploaded into PeopleSoft prior to requesting OCA approval. When stating “N/A”, the reason must be obvious or explained. 



		AGREEMENT



		Document

		Uploaded?

		Explanation/Comments



		1. Contract Overview: Provide a brief overview of the contract on this form or attach a memo.  

		

		



		2. Agreement/Amendment: 

· Wet Signatures: Deliver 3 original copies to OCA.

· DocuSign: Ensure agmt. and appendices are in PS as one complete document for e-signatures.

		

		



		3. New Agreements: Redlined Copy of Original Agreement

Use the “Compare” function in Word to compare the final draft with the public facing City template available at https://sfgov.org/oca/.

		

		



		4. Amendments: Original + All Subsequent Amendments 

		

		OCA Only: Include Rate Adjustment Calc. if applicable.



		PURCHASING AUTHORITY



		Document

		Uploaded?

		Explanation/Comments 



		5. RFP/Q (if applicable).   

N/A if available for OCA to view in PeopleSoft.

		

		



		6. All approved OCA waiver(s) to date (if applicable). 

Approved amount must equal or exceed contract not to exceed amount.

		

		Total Approved Amount:





		7. Approved OCA 12X Waiver (if applicable)

		

		



		DEPARTMENT OF TECHNOLOGY



		Document

		Uploaded?

		Explanation/Comments



		8. DT CIO Approval (New Agreements Only)

Unless deemed exempt by DT, new contracts w/ any element of technology require approval by DT. 

		

		DT SER #:



		BOARD OF SUPERVISORS (BOS) & DEPT’S COMMISSION APPROVAL



		Document

		Uploaded?

		Explanation/Comments



		9. BOS Approval (if over $10MM or 10 years) 

Re-approval required for cumulative increases > $500k on a covered contract.

		

		Approved Duration:                     

Approved Amount:

Resolution Number:                   Signed Date:



		10. Dept’s Commission Approval (if applicable) 

Re-approval for amendments required per Dept.’s Commissions guidelines.

		

		Approved Duration:                     

Approved Amount:

Resolution Number:                   Signed Date:



		CONTRACT MONITORING DIVISION (CMD)

		

		



		Document

		Uploaded?

		Explanation/Comments



		11. CMD 12B Compliance Waiver 

(If applicable but waived) 

Approved amount and duration must equal or exceed contract amount and duration..

		

		Approved Duration:

Approved Amount:



N/A and waiver not required if: 

Purchasing authority is 21.30



		12. CMD 14B LBE Bid Discounts Waiver. 

(If applicable but waived). 

Bid Discounts apply to all solicitations for commodities between $10,000 and $10,000,000. 

		

		

N/A and waiver is not required if: 

· Purchasing authority is 21.30

· Funding consists of any non-City funds.










		INSURANCE & LIABILITY



		Document

		Attached?

		Explanation/Comments



		13. Insurance:  

· Place an “X” next to each item required by City template & submit evidence of item marked. 

· Additional Insured Endorsement Requirements: Must: (a) name the “City and County of San Francisco, its Officers, Employees and Agents” or (b) be a blanket endorsement as required by a written contract.  



		☐ General Liability (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		      ☐ GL Addt’l Insured Endorsement 

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Auto Liability (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		      ☐ Auto Addt’l Insured Endorsement

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Workers Compensation (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		      ☐ Waiver of Subrogation

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Professional Liability (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Tech Errors and Omissions (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Cyber Security (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Privacy (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Pollution Liability (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		      ☐ Pollution Addt’l Insured Endorsement 

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Garagekeepers/Property of Others (COI)

		

		Reduced or Waived?

If Yes, provide written confirmation from RM.



		☐ Other (COI) (e.g. Marine Liability, etc.) 

		

		Reduced or Waived?

If Yes, provide written confirmation from RM.



		14. Changes to Indemnification Requirements?

		

		If Yes, City Attorney consultation is required.



		15. Performance/Fidelity/Surety/Labor Bond

		

		



		16. Escrow for Source Code 

		

		



		[bookmark: _Hlk18911804]OTHER



		17. System for Award Management (SAM) Printout

(if Federal funds are involved)



		

		· Go to: https://www.sam.gov/SAM/pages/public/searchRecords/search.jsf

· Enter entity DUNS/CAGE Code and click ‘Search’. ‘Save as PDF’”



		18. 

		

		



		19. 

		

		



		20. 

		

		



		COMMENTS
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Equipment Lease Contract Certification Packet Checklist (CL-300)

		When to Use:  Equipment Leases and Rentals (including those with incidental services). If agreement includes services that are beyond incidental, use the CL-100 Checklist instead.

Instructions: Complete and save this form in WORD and upload all required documents to PeopleSoft. Initiate OCA review through ServiceNow. Click here to learn how to use ServiceNow to Submit a Contract Review Request.



		Check off all that apply

		☐ P-520   ☐ P-550/650  ☐ Other _____



		Are you using DocuSign?

		

		Contract docs uploaded in PS?

		



		PS Contract ID:

		

		Dept Contract ID (if any):

		



		Contact Name:

		

		Department:

		



		Contact Email:

		

		Contact Phone:

		



		(OCA Only) Purchaser Name:

		

		( OCA Only) Date Reviewed:

		





		PURCHASING AUTHORITY



		Competitive Solicitation Details

		No Competitive Solicitation Details



		RFP/Q/Event ID:

		

		Admin Code Basis for No Solicitation (e.g., 21.30, 21.15, etc): 

		





		RFP/Q/Event Issue Date:

		

		

		



		Advertised Contract Duration:

		

		OCA ServiceNow Waiver ID: 

		



		Advertised Contract NTE Amt:

		

		

		



		Advertised LBE Participation %:

		

		Total Approved Waiver Amt:

		



		FUNDING TYPE



		Check off all that apply

		☐ City        ☐ State       ☐ Federal         ☐ Grants



		SUPPLIER & CONTRACT DETAILS



		Supplier ID:

		

		Supplier Name:

		



		12B Compliant? 

(NA if Waived)

		

		Supplier Headquarters 

(For Admin Code 12X Analysis)

		



		Form SFEC-126f2 filed?

		

		Forms 126f2 and 126f4 apply to all contracts/grants with a value ≥ $100K/ fiscal year and signed by an elected City officer. 

- Form 126f2 must be filed upon receipt of proposals, post solicitation. 

- Form  must be filed upon the elected officer’s signing of the contract or, where BOS approval is required, upon submission of the contract for BOS approval. Contact the Ethics Commission for additional details.



		Form SFEC-126f4 filed?

		

		



		

		Contract NTE Amt

		Contract Start Date

		Contract End Date

		OCA Only: 

Rate Adjust.?



		Original Contract 

		

		

		

		



		Amendment 1

		

		

		

		



		Amendment 2 

		

		

		

		



		Amendment 3 

		

		

		

		



		Amendment 4 

		

		

		

		



		Amendment 5 

		

		

		

		



		Amendment 6 

		

		

		

		



		Amendment 7 

		

		

		

		



		Amendment 8 

		

		

		

		



		Amendment 9

		

		

		

		



		Amendment 10

		

		

		

		



		Does contract NTE Amt/Duration match PS NTE Amt/Duration? If no, explain.

		





		CONTRACT PACKET DOCUMENTATION CHECKLIST



		Except for copies of an Agreement routed for wet signature, each document in this checklist must be uploaded into PeopleSoft prior to requesting OCA approval. When stating “N/A”, the reason must be obvious or explained. 



		AGREEMENT



		Document

		Uploaded?

		Explanation/Comments



		1. Contract Overview: Provide a brief overview of the contract on this form or attach a memo.  

		

		



		2. Agreement/Amendment: 

· Wet Signatures: Deliver 3 original copies to OCA.

· [bookmark: _GoBack]DocuSign: Ensure agmt. and appendices are in PS as one complete document for e-signatures.

		

		



		3. New Agreements: Redlined Copy of Original Agreement

Use the “Compare” function in Word to compare the final draft with the public facing City template available at https://sfgov.org/oca/.

		

		



		4. Amendments: Original + All Subsequent Amendments 

		

		OCA Only: Include Rate Adjustment Calc. if applicable.



		PURCHASING AUTHORITY



		Document

		Uploaded?

		Explanation/Comments 



		5. RFP/Q (if applicable).   

N/A if available for OCA to view in PeopleSoft.

		

		



		6. All approved OCA waiver(s) to date (if applicable). 

Approved amount must equal or exceed contract not to exceed amount.

		

		Total Approved Amount:





		7. Approved OCA 12X Waiver (if applicable)

		

		



		DEPARTMENT OF TECHNOLOGY



		Document

		Uploaded?

		Explanation/Comments



		8. DT CIO Approval (New Agreements Only)

Unless deemed exempt by DT, new contracts w/ any element of technology require approval by DT. 

		

		DT SER #:



		BOARD OF SUPERVISORS (BOS) & DEPT’S COMMISSION APPROVAL



		Document

		Uploaded?

		Explanation/Comments



		9. BOS Approval (if over $10MM or 10 years) 

Re-approval required for cumulative increases > $500k on a covered contract.

		

		Approved Duration:                     

Approved Amount:

Resolution Number:                   Signed Date:



		10. Dept’s Commission Approval (if applicable) 

Re-approval for amendments required per Dept.’s Commissions guidelines.

		

		Approved Duration:                     

Approved Amount:

Resolution Number:                   Signed Date:



		CONTRACT MONITORING DIVISION (CMD)

		

		



		Document

		Uploaded?

		Explanation/Comments



		11. CMD 12B Compliance Waiver 

(If applicable but waived) 

Approved amount and duration must equal or exceed contract amount and duration..

		

		Approved Duration:

Approved Amount:



N/A and waiver not required if: 

Purchasing authority is 21.30



		12. CMD 14B LBE Bid Discounts Waiver. 

(If applicable but waived). 

Bid Discounts apply to all solicitations for commodities between $10,000 and $10,000,000. 

		

		

N/A and waiver is not required if: 

· Purchasing authority is 21.30

· Funding consists of any non-City funds.










		INSURANCE & LIABILITY



		Document

		Attached?

		Explanation/Comments



		13. Insurance:  

· Place an “X” next to each item required by City template & submit evidence of item marked. 

· Additional Insured Endorsement Requirements: Must: (a) name the “City and County of San Francisco, its Officers, Employees and Agents” or (b) be a blanket endorsement as required by a written contract.  



		☐ General Liability (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		      ☐ GL Addt’l Insured Endorsement 

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Auto Liability (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		      ☐ Auto Addt’l Insured Endorsement

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Workers Compensation (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		      ☐ Waiver of Subrogation

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Professional Liability (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Tech Errors and Omissions (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Cyber Security (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Privacy (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Pollution Liability (COI)

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		      ☐ Pollution Addt’l Insured Endorsement 

		

		Reduced or Waived?

If Yes, written confirmation from RM provided?



		☐ Garagekeepers/Property of Others (COI)

		

		Reduced or Waived?

If Yes, provide written confirmation from RM.



		☐ Other (COI) (e.g. Marine Liability, etc.) 

		

		Reduced or Waived?

If Yes, provide written confirmation from RM.



		14. Changes to Indemnification Requirements?

		

		If Yes, City Attorney consultation is required.



		15. Performance/Fidelity/Surety/Labor Bond

		

		



		16. Escrow for Source Code 

		

		



		[bookmark: _Hlk18911804]OTHER



		17. System for Award Management (SAM) Printout

(if Federal funds are involved)



		

		· Go to: https://www.sam.gov/SAM/pages/public/searchRecords/search.jsf

· Enter entity DUNS/CAGE Code and click ‘Search’. ‘Save as PDF’”



		18. 

		

		



		19. 

		

		



		20. 

		

		



		COMMENTS
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Assignment & Assumption or Novation Certification Packet Checklist (CL-400)

		When to Use : Assigning a contract from one supplier to another.

Instructions:  Complete and save this form in WORD and upload all required documents to PeopleSoft. Initiate OCA review through ServiceNow. Click here to learn how to use ServiceNow to Submit a Contract Review Request.

When Executing in Conjunction with an Amendment: If you are executing the Assignment & Assumption or Novation in conjunction with an Amendment, separately complete the appropriate contract certification checklist for the Amendment and include it with your request. 



		Check off all that apply

		☐ P-660  ☐ P-665  ☐ Other: 



		Are you using DocuSign?

		

		Contract docs uploaded in PS?

		



		PS Contract ID:

		

		Dept Contract ID (if any):

		



		Contact Name:

		

		Department:

		



		Contact Email:

		

		Contact Phone:

		



		(OCA Only) Purchaser Name:

		

		( OCA Only) Date Reviewed:

		



		SUPPLIERS’ DETAILS



		Existing Supplier ID:

		

		Existing Supplier Name:

		



		New Supplier ID:

		

		New Supplier Name:

		



		New Supplier 12B Compliant? (NA if Waived)

		

		New Supplier Headquarters 

(For Admin Code 12X Analysis)

		



		New Supplier First Source Hiring form emailed to OEWD?

		

		First Source Hiring Form required for all new and amended contracts > $50K. Not required for Equipment Leases & Software Agmts. w/out labor. If the form was required for original Supplier, new Supplier must also complete it.



		New Supplier MCO/HCAO Status Updated in PS? 

(N/A if waived)

		

		If HCAO/MCO are not waived, Supplier’s HCAO/MCO status must be updated in PS in the Supplier Module. To update supplier’s status, email HCAO/MCO declarations to Supplier.Management@sfgov.org. If HCAO/MCO declarations were required for original Supplier, new Supplier must also complete them.



		ORIGINAL / NEW CONTRACT DETAILS



		

		Original Contract NTE Amt

		Original Contract

Start Date

		Original Contract

End Date

		OCA Only:

Rate Adjust.?



		Original Contract 

		

		

		

		



		Original Contract Amend 1

		

		

		

		



		Original Contract Amend 2 

		

		

		

		



		Original Contract Amend 3 

		

		

		

		



		Original Contract Amend 4 

		

		

		

		



		Original Contract Amend 5 

		

		

		

		



		Original Contract Amend 6 

		

		

		

		



		Original Contract Amend 7 

		

		

		

		



		Original Contract Amend 8 

		

		

		

		



		Original Contract Amend 9

		

		

		

		



		Original Contract Amend 10

		

		

		

		



		Original Contract’s Purchasing Authority:

		☐ Solicitation   ☐ OCA Waiver   ☐ Other: __________



		New Contract NTE Amount in PeopleSoft 



		Original Contract Ending Balance in PS:

New Contract NTE Amount in PS: 

Are the above values the same? ☐ Yes ☐  No If no, explain:



		New Contract Start/End Dates in PeopleSoft  



		Original Contract Start/End Dates in PS:

New Contract Start/End Dates in PS:

[bookmark: _GoBack]Are the above values the same? ☐ Yes ☐  No If no, explain:










		CONTRACT PACKET DOCUMENTATION CHECKLIST



		Except for copies of an Agreement routed for wet signature, each document in this checklist must be uploaded into PeopleSoft prior to requesting OCA approval. When stating “N/A”, the reason must be obvious or explained.



		AGREEMENT



		Document

		Uploaded?

		Explanation/Comments



		1. Agreement. Must include original agreement and all amendments as an Appendix. 

· Wet Signatures: Deliver 3 original copies to OCA.

· DocuSign: Ensure agmt. and appendices are in PS as one complete document for e-signature.

		

		



		DEPT’S COMMISSION APPROVAL



		Document

		Uploaded?

		Explanation/Comments



		2. Dept’s Commission Approval (if applicable) 



		

		Approved Duration:                  

Approved Amount:

Resolution Number:                   Signed Date:



		CONTRACT MONITORING DIVISION (CMD)



		Document

		Uploaded?

		Explanation/Comments



		3. CMD 12B Compliance Waiver. (If new Supplier is not 12B Compliant. N/A if Purchasing Authority is 21.30)

		

		Approved Duration:

Approved Amount:



		4. CMD Form 3: CMD Non-Discrimination Affidavit.  (Must be completed by the new Supplier if required for the original Supplier). 

		

		



		INSURANCE & LIABILITY



		Document

		Uploaded?

		Explanation/Comments



		5. Insurance:   

· Place an “X” next to each item required by City template & submit evidence of item marked. 

· Additional Insured Endorsement Requirements: Must: (a) name the “City and County of San Francisco, its Officers, Employees and Agents” or (b) be a blanket endorsement as required by a written contract.  



		☐ General Liability (COI)

		

		



		      ☐ GL Addt’l Insured Endorsement 

		

		



		☐ Auto Liability (COI)

		

		



		      ☐ Auto Addt’l Insured Endorsement

		

		



		☐ Workers Compensation (COI)

		

		



		      ☐ Waiver of Subrogation

		

		



		☐ Professional Liability (COI)

		

		



		☐ Tech Errors and Omissions (COI)

		

		



		☐ Cyber Security (COI)

		

		



		☐ Privacy (COI)

		

		



		☐ Pollution Liability (COI)

		

		



		      ☐ Pollution Addt’l Insured Endorsement 

		

		



		☐ Garagekeepers/Property of Others (COI)

		

		



		☐ Other (COI) (e.g. Marine Liability, etc.) 

		

		



		OTHER



		6. System for Award Management (SAM) Printout (if Federal funds are involved)

		

		· Go to: https://www.sam.gov/SAM/pages/public/searchRecords/search.jsf

· Enter entity DUNS/CAGE Code and click ‘Search’. “Save as PDF’”
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OCA Contract Review Guide.pdf
INSTRUCTIONS FOR USING SERVICENOW TO SUBMIT
A CONTRACT REVIEW REQUEST TO OCA

Topic Page
PART I: HOW TO SUBMIT A CONTRACT REVIEW REQUEST TO OCA 1
PART Il: OCA CONTRACT REVIEW i}

PART Ill: ADDITIONAL FEATURES






PART I: HOW TO SUBMIT A CONTRACT REVIEW REQUEST TO OCA

Step 1: Go to: https://myapps.sfgov.org/dashboard

Step 2: Click on ServiceNow.

Vigart of the City

B ® & W

A
now b La]
) 8
4 i JIf e din [l aid
Combined Charity DT ServiceMow SF Employes Portal SF Employee Partal Support SF Reports and Analytics

Username: DSW Number
Password: Same as the one used for PeopleSoft

Page | 1



https://myapps.sfgov.org/dashboard



Step 3: In the “Filter Navigator” field, type in “OCA Contract”.

&« _ 8 cosfdt.service-now.com < c

B cosfdt.service-now.com/nav_to.do?uri=%2Fhome.do%:3F

SAN FRAMEIS
Hh FRAM

DEPARTMENT OF =
g TECHNOLOGY Service Man Ol * DEPARTMENT OF e Rt

OCA Contract + Self Service

Add content
= *

Self-Service My Service Requests
5 All= Active = true > Requested for =
My OCA Contracts - All b = q =

%:; Number & Requested for
OCA Contract Review requests

Create New

Step 4: Click on “Create New”

&« (&} @ ccsfdt.service-now.com/nav_to.do?uri=%2Fhome.do%3F

AN FRAM:
[ = P
S@¥ TECHNOLOGY Service Management

=+ | SelfService 4

Add content
Self-Service My Service Requests
Y All = Active = true = Requested for = Taraneh Moayed
My OCA Contracts - All - b - q = Y
@ Number &  Requested for Department Service Reque

OCA Contract Review requests

Create New

Page | 2





Step 5: (A) Enter ALL fields & (B) Upload correct OCA Checklist.
** Do not upload anything but the checklist.

Draft

Under Review

Complete

OCA Contracting Checklists:

Please complete this form and attach appropriate OCA contracting checklist(s). Other than the contracting checklist, please do not attach any other document to this req
You will be notified once the OCA purchaser has been assigned to your contract.

CL-100 Services Contract Checklist ( CL-100 (9-19).docx)

CL-200 Commodities and Software Contracts Checklist (CL—ZD() (9-19).docx)
CL-300 Equipment Lease Checklist { CL-300 (9-19).docx)

CL-400 Assignment and Assumption and Novation Checklist (CL—4DO (9-19).docx)
OMP-100 Contract Blanket Hequestx( OMP-100 Checklist.docx)

Number

Contract docs uploaded in PS?
PS Contract ID

Contract Type

Signature type
Supplier and Contract details | Activities

Contract Start Date
Contract End Date

Contract NTE Amount

OCACPT0001006 State

- None — A Contract Administrator

Department

- None— v Contact Phone
_ None— v Watch list
Supplier 1D

Supplier Name

Draft

Taraneh Moayed

ADM

+14155546212

& &

Step 6: On the top left corner of your request, you can select “Update” to save your
entries or “Submit for Review” to route request to OCA.

&P N oo

Update Submit For Review

Complete

Page | 3





PART II: OCA CONTRACT REVIEW

e OCA Admin is notified of your request.

e OCA Admin will:
(A) Ensure you completed and uploaded the correct OCA Checklist;
(B) If using wet signature, ensure your contracts are at OCA; and
(C) Assign your request to an OCA Buyer.

e Once your request has been assigned to a buyer, you will be notified by
email.
e OCA Buyer will:
(A) Review your entries in PeopleSoft and your OCA Checklist.
(B) Review the documents uploaded to PeopleSoft as required by your OCA
Checklist.
(C) Reply in ServiceNow with instructions to make corrections and/or upload
missing documentation. You will be notified via email.
(D) Approve/Reject Request. You will be notified via email.

Page | 4





PART Ill: ADDITIONAL FEATURES

1) Find your Existing Requests:

&« c 8 cosfdt.service-now.com,/nav_to.do?uri=%2Fu_oca_contract_packet.do?

‘3 O Gitor  service T —

* TECHNOLOGY

OCA Contract Review
oca contract { = HNewrecord
- OCACPT0001006

= * )

Self-Service Draft

My OCA Contracts - All

Please complete this form and attach approprial

T T — You will be notified once the OCA purchaser has

2) Check status of your Request:
Option 1: In your request, a green line will appear under its “State”.

¢ == OCAContract Review - OCACPT0001007 ,f V‘\- oco  Update Submit For Review

Draft Under Review Complete

Option 2: Go to “MyOCA Contracts — All” to view the State of all your requests:
E— .. N n L e

<
7 Al
@ Q, = Number = Contract Administrator = Contract docs uploaded in PS? = Contract NTE Amount = Contract Start Date = Contract End Date = Contract Type = Department = OCA Admin = State = PS5 Contra ctID
® OCACPT0001007 JTaraneh Moayed Yes $0.00 ADM (empty) Draft 1234567891
1 | tolofl

Actions on selected rows.. ¥

States Defined:
e Draft: Not Submitted to OCA
e Under Review: At OCA

e Complete: Approved or Rejected
Page | 5
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OCA Technology Purchasing Overview January 2020.pdf
City & County of San Francisco
Technology Purchasing Overview

JANUARY 2020
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A. Public Bid / Direct Contract
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VII. Guidelines for Using OCA’s Technology Marketplace Suppliers






. City Policy on Technology Purchases

A. All technology purchases must go through the Office of
Contract Administration (OCA).

B. May be subject to review by the City’s Department of
Technology (“DT”).

C. Can NEVER be completed using Departmental Delegated
Authority (aka Prop Q), even if under $10,000






ll. Two Primary Considerations for
Purchasing Technology for the City

Before you begin thinking about a solution, consider the
following because they will impact the what, why and how

of your purchase:
A. Commodities v. Professional Services

B. On Premise v. Cloud Computing





A. Consideration 1: Commodities v. Professional Services

_ Commodities Professional Services

Examples e Hardware e Customizations Services
e Software * Configuration Services
e Standard software support * Integration Services
e Cloud computing software w/out e Cloud computing software w/ technical
technical services services
* Non customized training * Managed Services
* Commodity transactions with e Customized Training
incidental services
Solicitation Model ¢ Low Bid e Request for Proposals (RFP)
e Request for Proposals (RFP) e Request for Qualifications (RFQ)
* Request for Information/Interest (RFI)
Who Does the * Low Bid: OCA * RFP: Department
Solicitation? * RFP: Department * RFQ: Department

* RFIl: Department





B. Consideration 2: On Premise v. Cloud Computing

On Premise: Cloud Computing:

The product is located within the physical
confines of YOUR enterprise. Whether a
software, network, data center or
application, YOU maintain it.

The product is hosted within the physical confines of the
SERVICE PROVIDER’S enterprise and accessed using a web
browser.

Most importantly, your data is under YOUR  The SERVICE PROVIDER is responsible for maintaining access to
control. the cloud and storage of your data.
Cloud Computing Models:

Software as a Service (SaaS)

UInfrastructure as a service (laaS)

Jt LIPlatform as a service (PaaS)
U Desktop as a service (DaaS)
é é @ LBackend as a service (BaaS)
- £— [T as a service (ITaas)

PROCEED WITH CAUTION BECAUSE YOUR ARE GIVING
UP CONTROL OF YOUR SYSTEMS AND/OR DATA!






1. City Policy on Cloud Computing

» Use of cloud services encouraged when:
- Cost-efficient;
- Potential risks are considered and mitigated; and
- Supports interoperable systems throughout City

» Departments must conduct a risk assessment to identify data
security/privacy issues and how to mitigate them.

Data/System Classification Potential Risk

Level 1: Public None - Low

Level 2: Internal Use Low

Level 3: Sensitive Low

Level 3: Sensitive Moderate

Level 4: Protected Moderate

Level 5: Restricted High






|. How does the City buy Technology?

A. PUBLIC BID / DIRECT CONTRACT

B. OCATECHNOLOGY MARKETPLACE CONTRACTS
C. ENTERPRISE AGREEMENTS






A. PUBLIC BID / DIRECT CONTRACT

PURCHASE TYPE
55
28 &
ol a
t o~ a (o]
S =3 =
wv
O $<y o
S F2z2 'a
= 259 o
o <u,g [~
© 348
2fs
o
=F
o

ONE-TIME
PURCHASE

ONE-TIME
PURCHASE

ONE-TIME or

RECURRING
PURCHASE

ONE-TIME OR

RECURRING
PURCHASE

DEFINED SCOPE
OR

AS-NEEDED

DEFINED SCOPE
OR

AS-NEEDED

REQUEST METHOD

REQUISITION TO
OCA

REQUISITION TO

OCA

N/A

N/A

N/A

N/A

SOURCING METHOD

N/A

SOLICITATION
BY OCA

(e.g. LOW-BID)

N/A

LOW BID: SOLICITATION
BY OCA

BEST VALUE:
SOLICITATION BY DEPT

N/A

SOLICITATION
BY DEPT

(e.g. RFP)

PURCHASING
INSTRUMENT

PURCHASING PO
BY OCA

PURCHASING PO
BY OCA

CONTRACT +

PO RELEASE BY
DEPT

CONTRACT +

PO RELEASE BY
DEPT

CONTRACT +

PO RELEASE BY
DEPT

CONTRACT +

PO RELEASE BY
DEPT

RESPONSIBILITY

DEPARTMENT
+ OCA

DEPARTMENT
+ OCA

DEPARTMENT+
OCA

DEPARTMENT+
OCA

DEPARTMENT+
OCA

DEPARTMENT+
OCA





PURCHASE TYPE

< $25K (Tier 1 & 2) ONE-TIME or
< $129K (Tier 3) IEE%%RH%\JEG
> $25K (Tier 1 & 2) ONETIVE o
> $129K (Tier 3 -
not allowed for ITDEJCR%IT-IITAIQI?

commodities)

DEFINED SCOPE
OR
AS-NEEDED

< $25K (Tier 1 & 2)
< $129K (Tier 3)

DEFINED SCOPE
OR
AS-NEEDED

> $25K (Tier 1 & 2)
> $129K (Tier 3)

REQUEST METHOD

REQUISITION TO

OCA

REQUISITION TO

OCA

REQUISITION TO

OCA

REQUISITION TO

OCA

B. OCA TECHNOLOGY MIARKETPLACE CONTRACTS

SOURCING METHOD

N/A

SOLICITATION BY
OCA

(e.g. LOW-BID)

N/A

SOLICITATION BY
DEPT

(e.g. RFP)

PURCHASING

INSTRUMENT

PO RELEASE BY
OCA

PO RELEASE BY
OCA

PO RELEASE BY
OCA

PO RELEASE BY
OCA

RESPONSIBILITY

DEPARTMENT+
OCA

DEPARTMENT+
OCA

DEPARTMENT+
OCA

DEPARTMENT+
OCA






C. CITYWIDE ENTERPRISE AGREEMENTS

PURCHASING
ONE-TIME or
REQUISITION TO A PO RELEASE BY DEPARTMENT+

RECURRING OCA / OCA OCA

PURCHASE

y OBTAIN
ONE-TIME OR APPROVAL FROM PO RELEASE BY DEPARTMENT+
RECURRING N/A EA
EA DEPT
PURCHASE ADMINISTRATOR ADMINISTRATOR

EA's administered by OCA: OCA Enterprise Agreements
EA's administered by DT: DT Enterprise Agreements




https://sfgov1.sharepoint.com/:x:/r/sites/ADM-OCAWaiver/_layouts/15/Doc.aspx?sourcedoc=%7bCF7EBA62-5430-47E7-BF51-014C89AE4E88%7d&file=OCA%20Citywide%20Enterprise%20Agreements.xlsx&action=default&mobileredirect=true&cid=3990a6ec-75f2-4c48-b006-9658cc4f26e5

https://sfgov1.sharepoint.com/sites/TIS/Collaborations/CityEAs/SitePages/HomeNew.aspx



Process Duration

Transaction
Limits

Purchasing
Method

Cloud
Computing Ok?

Ok to Name
Manufacturer?

Solicitation
Thresholds

Solicitation
Waivers

Solicitation
Audience

Civil Service
Approval

For Professional

Services

Other Agency
Approvals

Technology Marketplace Contracts

1-4 weeks

Tiers 1 & 2: $2.5MM
Tier 3: Products: $129K, Services: S600K

* RQto PO, through OCA, using OCA’s Term Contracts.

e PO issued by OCA, accompanied with non-negotiable term sheets.

* Department cannot sign any agreements.
e Department must abide by manufacturer “use” terms only.

Yes, but only if data risk is at or below “Level 3-Low” (See slide 8).
Must buy from Tier 1 suppliers only.

Yes. You can name the product of your choice.

< $25K: Bid not required
> $25K Commodities: Bid out by OCA
> $25K Services: Bid out by Dept (See slide 5)

Tier 3 Exception: No bid required if under $129K.

May not request to waive solicitation requirements.

Technology Marketplace resellers. Must choose from one of three
Tiers.

Not required.
Submit request to Local 21. 10 day wait period.

e DT: See DT CIO policy to determine if applicable.
e CMD: If Professional Services over $129K.

Methods

Public Bid / Direct Contract

3+ months

None

* Multi-year contract, regardless of amount. Exception: If Hardware
without software licensing or on-going support, may use Req to PO.

¢ Department negotiates contract directly with supplier.

¢ Once contract has been approved, Department issues POs against it.

Yes, in accordance with City policy on cloud computing (See slide 8).

No. Must provide specs or make No Substitute request to OCA using OCA’s
solicitation waiver process.

< $10K: Bid not required

> $10K Commodities: Bid out by OCA

> $10K Services: Bid out by Dept. Informal Solicitation (i.e. limiting pool of
bidders to three or more) ok if under $129K.

See Guide to Request to Waive Solicitation Requirements.pdf

All suppliers w/ City Supplier ID, Business Tax License and 12B compliant.
12B exception: 21.30 Software Licenses/Maintenance purchases < S10MM

Required.
Submit request to Civil Service. Expedited 7 day review if < $100K. Otherwise
min. 30 days for union review, then full commission hearing.

Multiple agencies must approve.
Use OCA’s checklists to determine which agencies must approve.

Enterprise Agmts.

1-3 days

Contact EA Administrator

* Reqto PO: EAs that require
going through OCA.

e Direct PO: EAs that don’t require
going through OCA.

Purchase limited to goods/services
covered by the EA

N/A. Purchase limited to
goods/services covered by the EA

N/A. No solicitation required.

N/A. No solicitation required.
N/A. No solicitation required.

N/A. All approvals obtained by EA
Administrator prior to EA execution.

N/A. All approvals obtained by EA
Administrator prior to EA execution.




https://sfgov.org/oca/sites/default/files/OCA%20Service%20Now%20Guide%20to%20Request%20to%20Waive%20Solicitation%20Requirements.pdf

https://sfgov.org/oca/frequently-asked-questions-0



VI. NIGP Codes for City Technology Purchasing

NIGP/Category PeopleSoft Account Code
Category Code (Recommended)
HARDWARE 20400 * 549210 or 549250
(NON TELECOMMUNICATION) e 560610 (if capitalized)
SOFTWARE LICENSES 20900 e 535960 (Software)
SOFTWARE / HARDWARE
SUPPORT 92047 ¢ 535960 (Software Maintenance)

*New 10/10/19 e 529990 (Equipment Maintenance)

PROFESSIONAL / TECHNICAL
92000

SERVICES e 527610 (Technical Services)
IT-RELATED TRAINING

92405 i
“New 10/10/19 e 522200 (Training)
TELECOMMUNICATION/ 712500 e 519210 or 549250
MEDIA PRODUCTS e 560610 (if capitalized)
TELECOMMUNICATION/ 91500 e 527610 (Services)
MEDIA SERVICES e 522200 (Training)
CALIFORNIA RECYCLING FEE 96339 e 535990






VII. Guidelines for Using OCA’s Technology
Marketplace Contracts

A. Tec
B. Tec
C. Tec

hnology Marketplace — Quote Templates

nnology Marketplace — Requisition Checklists

nnology Marketplace — Professional Services RFP Considerations





A. Technology Marketplace — Quote Templates

* The Technology Marketplace has quote templates that suppliers must use. Go to https://sfgov.org/oca/resources for the most recent versions.
* |tisimportant to always keep quotes for commodities and services SEPARATED!
e Always ensure all fields are completed

COMMODITIES / SOFTWARE / MAINTENANCE QUOTE TECHNICAL AND PROFESSIONAL SERVICES QUOTE

City and County of San Francisco Technology Marketplace Quote Form: Hardware / Seftware / Support & Maintenance City and County of San Francisco Technology Marketplace Quote Form: Professional / Technical Services
— - — - 1
Quote Date: Shipping "'"[;“';‘;:5:0'?:::"‘:": h“:g':;’:;'"" Detarts) Special Instructions California Recycle Fee [ — Shipping and License/Support Registration Details ST - el
2 (To be completed by Dept.)
Quote #: - Maore than 4" & less than 15" 85 . Quote #
Quote Expire Date: - 15" but less than 35": §6 . Quote Expire Date:
Salesperson: - More than 35": §7 - Salesperson:
Supplier Phone # N
Si lier Ph. #
Billing Details Tax Rate 8.50% 5 |Pupplerhone
Supplier Email: (To be . ) ) - Billing Details
P 3 Dept. ; |Supplier Email: [To be completed by Dept.)
Supplier Company Name: . Supplier Company Name:
ier ID: Subtotal -
Supplier 1D: FNIA $ 4 Supplier 10: #HIA
Supplier Contract ID: #NSA N Contract ID: NI
MICRO LBE Suppliers Only|
¥|not Appiicable Tax $ - 1_|MICRO LBE Suppliers Only . .| 92000 - PROFESSIONAL ¢
Select LBE Cert. Category: Seleot LBE Cert, Categorg: |10 #PPICa0IE NIGP Codet| rerypyca services
- Supplier to complete all fields except those marked for the department. E n e -
- Saa$ Purchases limited to Tier 1 suppliers & Data security Level 1, 2 and 3-Low ONLY! ) the department. Total Project
OCA Admin Fee: = | - Include startlend dates for all licenses andlor support under “Detailed Desoription™ Total $ . EEAATD R cost| -
- When entering large volume of data, use one line and provide details on separate labeled rab. 3|
Project Name
Detailed Description. (Optional) "
Manufacturer ltem |Short Description Dept.: Enter into Requisition Line 15 | project Summa Dept. Project Project
Line | Supplier tem ID__[ID (40 Characters or Less) "Comments” Field Oty uom NIGP Code Unit Price Sub Total Tax? ’Tix & |Use =Alt-Enter D'l'“ your
kegboard to move curser to
nexzt line_
1 [
- es - 18 Is this project Fixed Rate or Time & Material:
19 & omple ollo o d
2 20 Blended Average Hourly Rate:
- res - 2 Not to Exceed Number of Hours:
2 |Project Cost Details Resource Type Hrly Rate Resource Type Hrly Rate
3
2
= - 24
4 25
25 Travel Not to Exceed Amount
27 Number Description Number Description
s es 1 7
_ _ 23 2 8
s |Key Deliverables 3 9
& @ 4 10
- - ® 5 &
33 & 12
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B. Technology Marketplace — Requisition Checklists

Use OCA’s Tech
Marketplace checklists
to ensure you submit all
required information
and documentation.

Checklists are available
on tabs of each quote.

Checklists are also
available at:
https://sfgov.org/oca/re

sources

Technology Marketplace Checklist for Commodities
Do mot use for Public Soficitations to Non Tachnology Marketplace Rasellers

Upload all files to the R isit “Ci and Attachments” field.
o -
Tier2 Tier 3
Thresholds < §25K: Bid not required | < 525K: Bid not required | £ 129K: Bid not required
= §25K: Bid out by OCA. | = 525K: Bid out by OCA. = §129K: NJA — PO for Commaodities
cannat exceed $125)
Solicitation (1) Quote:
Documents If Mo Solicitation Requirad:
*  Upload quote from any TM supplier authorized to sell the goods.
If Solicitation Reguired:
* Upload quote from TM supplier or Manufacturer for OCA to use to bid out.
Quote must include universal part numbers and descriptions. If applicable, snsure the
department’s eccount details (2.2, Account ID, Serial #5) are included so that all bidders
understand what is being purchased and for whom. Include manufacturer's account
representative information if available for bidders to contact with questions.

(2) Manufacturer terms related to use of license/support: Terms related to use of the
license/support are required if you are purchzsing 2ny kind of software [Cloud or non-cloud) as
part of the purchase.

*  Upload manufacturer use/suppart terms into PS or provide the link in your requisition.
DT Review (3] DT CIO Review: Refer to DT CI0 Review Policy B Procedures to determine if DT review is
Documents required. Using DT's Service Now platform, submit your request to DT for approval.
* Upload approved DT CIO request email into PeopleSoft as proof of DT CIO approval.
Requisition | (4) Category Codes:
Details A. Foreach line item, select the approprizte and correct Category Code.
¥ou must | (5] In the Requisition “C: and Al " field, provide:
provide this B. Shipping Information, including Contact Name and Emazil. Reguired even if no physical
information delivery.
in addition to C. Billing Information, including Contact Name and Email
completing D. License Registration Email, if purchasing software or SW/HW suppart
all required
requisition | (6] In the Reguisition “Approval Justification” field, answer each question below:
frelds. A. What are you buying and why?

B. Did the IT Director of your Department approve?

C. Will you be funding this purchase upfront in full or through change orders?

D. Does this transaction result in data being hosted in the cloud?

E. Ifyesto above guestion, is the data security “Level 3-Low® or lower? 3ae the City's Policy
©on Cloud Computing for details. If you answer No to this question, contact OCA before
proceeding.

F. Are you asking OCA to bid this purchase out for you? If yes, to which TM Tier?

Upload all files to the

Services

Technology Marketplace Checklist for Services
Do not use for Public Salidtations to Nan Tachnology Marketplace Resallers

isition “Ci and Attachments” field.

Tier 2 Tier 3.

Thresholds

not required id not required
out by Dept. id out by Dept.

If Mo

DT Review
Documents

Local 21
Documents

D
Documents

Requisition
Details

You must
provide this
infarmation

In addition
to
completing
all required
requisition
felds

* Upload quote and Scope of Work (SOW) from any TM supplier authorized to sell the
services.
If Solicitation Required:
* Conduct solicitation at department level and upload each file below separately, using
the naming convention below:
A_RFP
B. PDF copy of email notifying 2l suthorized resellers in selected tier of the RFP
€. Combined file ing 2l prop received
D. Proposal evaluztion
E. Selected Quote
F. Selected S0W
(2) Manufacturer terms related to use of license/support: Terms related to use of the
licenze/=upport are required if you are purchasing any kind of software (Cloud or non-
cloud) as part of the purchase.
* Upload manufscturer use/support terms, if applicable, into PS or provide the link in
your requisition

(3] DTCIO Review: DT CIO Review is required for all professional services requests
{exception: IT Training services). Using DT's Service Now platform, submit your reguest ta
O for spproval.

* Upload approved DT CIO request email into PeopleSoft as proof of DT CIO approval.

+  Approved amount must equal estimated project spend, regardless of initial PO
amount.

{4)  Local 21 Review: Local 21 Review Is required for all professional services requests. submit
request to Local 21 using their web portal. Upon complating your submission, you will receive an email
confirmation. if there are no objections after 10 business days, the purchase is deemed approved

+  Uplozd L21 Canfirmation Email inta PeopleSaft as proof of Local 21 submission.
*  Approved amount must equal stimated project spend, regardless of initial PG amount.

(5]  CMD Forms 2A and 2B + Approval email from CMD: CMD Forms 24 & 28 approval is
required for professional services over $129,000. Reguest forms frem Proposer and submit
them to CMD (currantly Selormey Dzikunu), along with the SOW and Quate, for approval.

*  Upload CMD Emzil Approval into PeopleSoft 25 proof of CMD 2pproval.
*  Approved amount must equal sstimated project spend, regardless of initial PO amount

(3] Category Codes: For each line item, select the appropriate and correct Category Code.

{7]  Inthe Requisition "C: and field, provide:
A. Shipping Information. Include Contact Name and Email. Required even if na physical
delivery.
B. Billing Information. Include Contact Name and Email.
C. License Registration Email, if purchasing software or SW/HW suppart.

{8]  Inthe Requisition “Approval Justification” field, answer each question below:

A. What are you buying and why?

B. What is the total estimated project spend?
+ The total estimated project amount must have a justifisble correlation to the RFP

2nd/or Proposzl

* You may only exceed the stated total estimated project amount by 20%.

C. Will you be funding this project upfront in full or through change orders?

D. Did the IT Director of your Department approve?

E. Does this transaction result in data being hosted in the cloud?

F. [f yes to above question, is the data security “Level 3-Low” or lower? See the City's
Policy on cloud Computing for details. If you answer No to this question, contact OCA before
procesding.
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E. Technology Marketplace — Professional Services RFP Considerations

* RFPs to Tech Marketplace suppliers are less formal than a public RFP. However, they must still clearly define the department’s goals
and objectives and inform bidders on the department’s expectations and selection process. Below are the minimum sections that a
Tech Marketplace RFP should include.

SAN FRANCISCO CITY AND COUNTY TECHNOLOGY MARKETPLACE
DESCRIPTION OF SFPUC ENVIRONMENT

REQUEST FOR PROPOSAL

Maximo Needs Assessment . . . . . . .
Sourcing Event 0000000623, v. 1 Maximo Version 7.5.0.4 moving to latest version of 7.6. in Q4 2018 with a desire to evaluate the

Ry use of Maximo scheduler, Anywhere, and Everyplace. Maximo has been implemented
ontact:

XRXXRXXRXXXXKXXKXXKX enterprise wide where CDD operates as one site within the Maximo SFPUC organization.
XXXXXKXXXXIXKKKKXXXIKKKK

San Francisco, CA

Tel: +1 (415) XXX-XXXX SCOPE OF WORK

Email: XXXXXXXXXXXXXXXXXXX

BACKGROUND
Task 1: Project Management

The San Francisco Public Utilities Commission (SFPUC), a department of the City and County of
San Francisco, is the third largest municipal utility in California. It serves 2.4 million residential, Work collaborativelv with the SFPUC to provide uversight of the Maximo Assessment project.
commercial, and industrial customers in the greater San Francisco Bay Area. The SFPUC system

provides four distinct services: Regional Water, Local Water, Wastewater and Power. RESpOﬂSIbIlI‘tIES include:

This Request for Proposal (RFP) has been prepared for the City Distribution Division (CDD) of
the SFPUC Water Enterprise (WE). At this time, CDD seeks to purchase specialized Maximo
assessment services to complete a Needs Assessment on how CDD currently uses the ¢  Managing the Vendor Resources.
functionalities of Maximo to improve Asset Management practices and to prepare for . Preparing Change Orders {Hf necessaw}_
implementation of a mobile application and interfacing to GIS.

Developing and Managing the Project Schedule.

Developing Agenda and Meeting Minutes.

Purchase TYPe .ccieerecrecrerecrecrecrennees Technical Services Deueloping Invoices and Budget REpOI"tS.
Target Start Date........cceueeeevevenneennne April 2018
Not To Exceed Amount......ccceeeeeueeeen $35,0000

Deliverables:

RFP SCHEDULE Weekly status reports

Project schedule and periodic updates
Request for Proposal Issued

Deadline for Questions ... ...March 2, 2018 (5:00 pm, PST)
Deadline for Response to Questions ...March 7, 2018 (5:00 pm, PST)
Deadline for Proposals........c.cceeeeeeeiieeeinenneens March 14, 2018 (5:00 pm, PST)

February 15, 2018, 2017

Meeting agenda and minutes

oW

Monthly invoices

QUESTIONS

Task 2: “As Is” Maximo Usage and Assessment






E Technology Marketplace — Professional Services RFP Considerations (Continued)

RESPONSE EVALUATION

Responsive Proposals will be evaluated in accordance with the Bid Factors listed below.

BID FACTOR 1: QUALIFICATIONS

Find Sample Technology Marketplace RFPs Here:

« Total Available Points: 0-100
» Weighting: 40%

Sample 1.docx

A. Technology Marketplace vendor resource must submit company and staff profiles ar

resumes of key personnel who will be assigned to this project, along with relevant product S am p I e 2 . d oCX
and project experience from the consulting and system integration standpoint.
Profiles/resumes must demonstrate a verifiable history of successfully working with the S amp I e 3 . d OCX

Maximo platform and knowledge of Utility practices similar to those for which CDD
currently or desired to manage with Maximo. (70 Points)

B. |fechno|ogyr Marketplace vendor must also provide 2 verifiable references of successful
Needs Assessments that have been used by Clients to improve their practices. (30 Points)

Any proposal that does not submit @ complete response to this section shall be deemed non-
responsive and rejected.

BID FACTOR 2: SCOPE OF WORK

s Total Available Points: 0-100
«  Weighting: 40%

Technology Marketplace vendor resource must submit a detailed scope of work describing the
services, schedule, and milestones that will be provided for the tasks in the Scope section of
this RFP. {100 Points)

Any proposal that does not submit a complete response to this section shall be deemed non-

responsive and rejected.




https://sfgov.org/oca/sites/default/files/Sample%201.docx

https://sfgov.org/oca/sites/default/files/Sample%202.docx

https://sfgov.org/oca/sites/default/files/Sample%203.docx
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Chapter 19B Surveillance Technology Ordinance Overview.pdf
Purpose of Ordinance

* Promote Transparency

* Protect privacy rights of residents and
business

- Initiate a public discussion on government
surveillance






A Simple Definition

A "Surveillance Technology” is any
technology used to collect information on
any individual or group.

.. wWith 15 exemptions






Approval Requirement

e Board of Supervisors approval is required before
departments:
» Seek funds for a surveillance technology

» Acquire surveillance technologies

» Use surveillance technologies for a new purpose not already
approved by BOS

» Enter into oral or written agreements with non-City entities to
share surveillance technology, or data






Surveillance Technology Inventory

o All existing surveillance technologies required to
be identified and posted on COIT website.
Deadline was August 29, 2019.

o A total of 165 technologies identified thus far
» 37 departments identified technologies






Surveillance Technology Inventory

Welcome to the new sfcoit.org! We'd love to get your feedback!

Strategy  Investment  Meetings  Policy  About

COMMITTEE ON
INFORMATION TECHNOLOGY

Policy > Protecting Privacy

Surveillance Technology Inventories

View|| Edt Mnagedisplay  Delete  Revs
Policy Dates

In 2019, San Francisco's Board of Supervisors passed the Acquis <
& requiring COIT to publish an inventory of all surveillance technologies that are in ——

Ordina

Next Review Date: FY 2020 - 2021

possession or in use by City departments.

A*Surveillance Technology” is defined as:

ic device, or similar device

+ Asoftware, ic device, system using
« used, designed, or primarily intended to

« collect. retain, process, or share
sual, location, thermal, biometric, olfactory or similar information

* audio, electroni

« specifically associated with, or capable or being associated with, any individual or group
Please note: The Survelllance Ordinance includes 15 separate exemptions for technologies not
required to be inventoried. For more details, please refer to the ordinance directly.

department. As additional

Listed below is the current inventory of surveillance

this list will c

Last updated October 3, 2019.

https://sfcoit.org/Surveillancelnventory




https://sfcoit.org/SurveillanceInventory



Required Steps

Technology P(S:'g%.& Department

Policy

Board of
Supervisors
Approval

Annual

Approval Reports

Approval






Oversight

e EXisting Technology
» August 29, 2019 inventory
» Department must prove technology was in use before
this date

 New Technologies
» Surveillance Exemptions Test
» All contracts & requisition -> purchase orders
required to complete






Suﬂ'fmﬂ“E79‘""““8?“’“"“'5'0'3’0"1“‘“. ServiceNow SQL Upgrade Completed - Read more & oo GeneratePDF E Request Approval

< | = Newrecord

COMMITTEE ON INFORMATION TECHNOLOGY
Office of the City Administrator

12019, the Board of Supervisors passed the Acquisition of Surveillance Technology Ordinance (Chapter 19B) o establish a new approval process for surveillance technologies. The following questions are intended to help COIT staff determine if your purchase is subject to the ordinance

requirements.
If you have any questions or concerns, please contact coit.staff@sfgov.org.

Draft Under Review Completed
Number STOQ0001040 Request Status Draft
Requested for Matthias Jaime QU@ 3 Requester Phone +
Requester Department ADM @ Requester Email matthias. jaime@sfgov.org
Opened 2020-07-13 11:16:24 Opened by Matthias Jaime @
Watch list &

Please note: All fields in this form are mandatory for request submission.
> 5. Name of Purchase or Technology:
Sacurity Camera
> 6. Purchase Type (select all that apply):

Budget Request
Commodity/Hardware
Software

General andjor Professional Services

ooood

Construction

® To access, log in to ServiceNow, scroll on the left to
Surveillance Ordinance and click ‘Create New’
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Introduction

OCA Policy regarding Technology Purchases
All technology purchases must go through the Office of Contract Administration (“OCA”").

Depending on the purchase, it may be subject to review by the City and County of San Francisco's
Department of Technology ("DT") in accordance with the DT CIO Review Policy & Procedures.

Departments may not use Prop Q (Departmental Delegated Authority) purchasing authority for
technology purchases.

What is a Technology Purchase?

Technology goods or services include computers, hardware, software systems, software maintenance
and telecommunications. All digital products that contain or transmit data and/or interact with the City's
networks in some manner are deemed to be a Technology Purchase by the City.

Commodities v. Professional Services

The rules for purchasing differ when dealing with technology Commodities or Professional Services.
Below is a summary of the main differences between these two categories when it comes to purchasing
them on behalf of the City.

Commodities Professional Services (Or Commodities
with Added Professional Services)

Solicitation e Low Bid e Request for Proposals (RFP)

Model * Request for Qualifications (RFQ)

Who Does the « OCA. e Department. Final results reviewed by OCA
Solicitation? Exception: If there is any qualitative

evaluation required, department
should conduct an RFP.

Examples * Hardware * Customization Services
* Software * Configuration Services
* Standard software support * Integration Services
e Cloud computing software w/out e Cloud computing software w/ technical
technical services services
* Non customized training * Managed Services

e Customized Training
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Different Options for Purchasing Technology
As discussed in greater detail further on in this guide, there are three ways by which to purchase
technology, each with its own set of rules and procedures. These three methods are:

1. Public Bid / Direct Contract
2. Technology Marketplace Resellers
3. DT and OCA Enterprise Agreements

Naming Convention for IT Requisitions

It is important that departments enter requisition titles using the department Identifier followed by
“IT" so that OCA knows it is an IT-related request and what department it is for. Failure to adhere to
this convention will result in your request being returned for correction.

lllustrative Examples:
. DT-IT 102726 STG MAINT RENEWAL
. HSA-IT QTS Maintenance

NIGP Codes for All Technology Purchases and Recommended Account Codes

NIGP/Category PeopleSoft Account Code
Category Code (Recommended)
HARDWARE 20400 e 549210 or 549250
(NON TELECOMMUNICATION) e 560610 (if capitalized)
SOFTWARE LICENSES 20900 « 535960 (Software)

SOFTWARE / HARDWARE

SUPPORT 92047 e 535960 (Software Maintenance)

*New 10/10/19 e 529990 (Equipment Maintenance)

PROFESSIONAL / TECHNICAL

SERVICES 92000 e 527610 (Technical Services)
IT-RELATED TRAINING

New 10/10/19 92405 e 522020 (Training)
TELECOMMUNICATION/ 72500 e 549210 or 549250

MEDIA PRODUCTS e 560610 (if capitalized)
TELECOMMUNICATION/ 91500 e 527610 (Services)

MEDIA SERVICES e 522020 (Training)
CALIFORNIA RECYCLING FEE 96339

e 535990
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Data Storage: On Premise/Private Cloud v. Cloud Computing

Traditionally, the City kept all data within its own network, i.e. “on premise”. Today, there are many
options that allow us to instead outsource the task of storing data by sending the data to the “cloud.”
Below is a brief overview of each model.

On Premise / The product and the data that it keeps are located within the physical confines
Private Cloud of the CITY'S enterprise. Whether a software, network, data center or
application, THE CITY maintains the system(s) and access to City data.

Non-Private The product and the data that it keeps are hosted within the physical confines
Cloud Computing | of a SERVICE PROVIDER's enterprise not under the direct control of the City.
THE SERVICE PROVIDER, not the City, maintains the system(s) and access to City

& -

When using this option, proceed with caution because the City is giving up or
limiting its control of its systems and/or data.

Cloud Computing Models:

O Software as a Service (SaaS)
Infrastructure as a Service (laaS)
Platform as a Service (PaaS)
Desktop as a Service (DaaS)
Backend as a Service (Baa$)

(I N N N

IT as a Service (ITaaS)

On Premise v. Cloud: Examples of Who Controls What?

Private Infrastructure Platform as a Software as a
Cloud as a Service Service Service

[ Applications

Applications Applications

-
)

-
>_
o
-
‘L_

Applications

Data Data Data

Customer
Customer

P 0sS oS

Virtualization Virtualization Virtualization

Virtualization

Customer

Servers Servers Servers

Servers

Storage Storage Storage

Provider
Provider

Storage

Networking

Networking B Networking Networking
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The City’s Policy on Cloud Computing
The City encourages the use of cloud services when:

* It is more cost-efficient relative to managing data and computing in-house;

» Potential risks are considered and mitigated; and

* Interoperable systems throughout City are supported by the use of cloud-computing.
Prior to moving data to the Cloud, Departments must first conduct a risk assessment to identify
data security/privacy issues and how to mitigate them. If they can’t be mitigated adequately, then a
Cloud solution is not appropriate.

Appropriate for the

Data/System Potential Technology
Classification Risk Description Marketplace?
Level 1: None - Data available for public access or release.
. Yes
Public Low
Data that is normal operating information but
not proactively released to the public.
Viewing and use is intended for employees;
Level 2: could be made available Citywide or to
Low o . o Yes
Internal Use specific employees in a department, division

or business unit. Certain data may be made
available to external parties upon their
request.

Data intended for release on a need-to-know
basis. Data regulated by privacy laws or
regulations or restricted by a regulatory Yes
agency or contract, grant, or other agreement
terms and conditions.

Data that triggers requirement for
notification to affected parties or public

e . No
authorities in case of a security breach.

Data poses direct threats to human life or
catastrophic loss of major assets and critical
Moderate [infrastructure (e.g. triggering lengthy periods No
of outages to critical processes or services for
residents).

Level 4:
Protected

Data poses direct threats to human life or
catastrophic loss of major assets and critical
High infrastructure (e.g. triggering lengthy periods No
of outages to critical processes or services for
residents).

Level 5:
Restricted
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DT CIO
Review Policy
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DT CIO Review Policy & Procedures

IT procurements are assessed by the Chief Information Officer (CIO), primarily for the following purposes:
1. Assessing network security risks associated with IT procurements;

2. Minimizing degradation of network performance due to IT procurements that introduce added
complexity or potentially incompatible infrastructure to City data networks; and
3. Evaluating the potential for strategic sourcing efforts.

Preapproved IT Procurements

Standard items with no perceived impact to cybersecurity and/or network performance do not require
review. However, DT shall review those items, whether identified as preapproved or not, that may create a
potential cybersecurity vulnerability or network performance issue.

IT procurements are deemed preapproved if ALL items in the procurement appear on the preapproved
list below:

1. Desktop computers, laptops, tablets, monitors, keyboards, mice, desktop printers, accessories
(e.g. connection cables and adapters), ink cartridges, and toner

2. Cat 6 (ethernet) cable, fiber, patching and splicing materials and other associated tools and
supplies

3. Software products purchased under a Department of Technology Enterprise Agreement.

4. Renewal or extension of existing software licenses, subscriptions or support that previously
received CIO review and approval

5. Hardware maintenance or support contracts

6. Technology Training

7. Procurements initiated by the Department of Technology (since they are subject to an internal
ClO review process)

Please consult with DT for the most recent list of preapproved items. If you are unsure whether a proposed
procurement is one of the preapproved items, please submit the procurement for CIO review via ServiceNow.

How to Initiate CIO Review
Departments initiate ClO review via DT's online ServiceNow platform.

CIO Review Timeline and Notification

If DT does not respond within 5 business days, the requestor will receive an email indicating the request is
deemed approved through CIO Review. Requestors will receive emails from DT indicating whether their
request is approved, on hold for further review, or on hold pending further information from the requestor.

Document CIO Review Approval in PeopleSoft
Upon submission, user will receive an email confirmation. Once CIO Approval email is received, upload this

email into PeopleSoft as proof of DT CIO approval.
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How does the City buy
Technology?
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How does the City buy Technology?

There are three ways by which to purchase technology, each with its own set of rules and processes. A
comprehensive comparison between Options 2 and 3 follows this page.

Option 1: Enterprise Agreements administered by DT or OCA

DT and OCA each administer Enterprise Agreements (EA) for specific software and hardware products that can be used
by City departments. The list of active EAs changes frequently.

e DT’s EAs can be found here: EA contracts. Contact CityEA@sfgov.org for instructions on how to use each EA.

You may be able to issue a PO directly against the EA or be required to work order the money to DT to issue the
PO on your behalf.
e OCA’s EAs and instructions on their use can be found here.

Option 2: The City’s Technology Marketplace Pool of Prequalified Resellers (Preferred Method)

The City's Technology Marketplace Pool consists of 50+ suppliers with whom OCA has previously negotiated
multi-year Term Contracts for as-needed purchases of technology goods and services. Because the suppliers
were awarded contracts pursuant to an RFP completed by OCA, there is no need for a public bid for each
transaction. As such, this option is the preferred and fastest method by which to procure IT goods and services.

Funding Considerations: A purchase through the Technology Marketplace results in a Purchase Order being
issued to the Technology Marketplace reseller against its contract with the City. Because the purchase results in
a Purchase Order, and not a departmental contract, the department must be able to provide the full funding
upfront. However, under limited circumstances, OCA may allow purchase orders issued through the Technology
Marketplace to be funded over time via change orders, so long as all approvals were obtained at full amount.

The Technology Marketplace currently consists of three “Tiers” of suppliers, each with its own limitations. They
are discussed in the table following this page. Use the applicable checklist to submit a requisition under this
Option.

e Appendix A: Technology Marketplace (TM) Checklist: Commodities
e Appendix B: Technology Marketplace (TM) Checklist: Professional Services
e Appendix C: Technology Marketplace (TM) Suppliers

Option 3: Public Bidding/Direct Contracting with an Entity not in the City’'s Technology
Marketplace Pool

This option should be used when it is not possible to go through the Technology Marketplace Pool. It is also
the required option if a purchase exceeds $2.5MM or if you are purchasing something for which a DIRECT
relationship with the supplier is preferred. This includes cloud computing purchases involving the storage of
sensitive data. This option is the lengthiest option because:

(1) A formal solicitation (or approved solicitation waiver) is required; and
(2) The department must negotiate a multi-year direct contract complying with a wide range of City
requirements and approved by multiple agencies. City Contract Templates are available HERE.

OCA TECHNOLOGY PURCHASING GUIDEBOOK, Version 6.0 Page 9
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Comparison: Technology Marketplace Process v. Public Bidding / Direct Contracting

Duration

OK to Name
Manufacturer?

Purchasing
Method

Technology
Offerings
Available for
Purchase

Transaction
Limits

Competitive
Solicitation
Thresholds

Technology Marketplace Term Contracts

1-4 weeks

Yes. However, cannot name potential subcontractors
when professional services are involved.

e Department submits a Requisition in PeopleSoft
for OCA review. OCA issues a Purchase Order to
the Technology Marketplace reseller. The
Purchase Order draws down on the Technology
Marketplace reseller’s Term Contract with the City
and is subject to its terms and conditions.

* Department cannot sign any agreements.

e Department must abide by manufacturer license
and support use terms only. All other matters are
governed by the Term Contract between the
Technology Marketplace reseller and City.

e Services (or
Commodities
mixed with
Services): RFP
by Dept.

e Services (or
Commodities
mixed with
Services): RFP
by Dept.

Tier 2 Tier 3
All products All products Products and
and services, and services, services for
including cloud | except cloud which the
products if data | products. company is LBE
is at or below certified.
“Level 3-Low” Cannot sell
sensitivity. cloud products.

Tier 2 Tier 3
Commodities: Commodities: | Commodities:
$2,500,000 $2,500,000 $129,000
Services: Services: Services:
$2,500,000 $2,500,000 $600,000

Tier 2 Tier 3
< $25K: Bid not < $25K: Bid not < 129K: Bid not
required. required. required.
> $25K: > $25K: > $129K:
e Commodities: ¢ Commodities: e Commodities:

Bid out by OCA. Bid out by OCA. N/A

e Services (or
Commodities
mixed with
Services): RFP
by Dept.

OCA TECHNOLOGY PURCHASING GUIDEBOOK, Version 6.0

Public Bid / Direct Contract
4 + months

No. Provide specs or make formal request to
OCA for a “No Substitute”.

* Department negotiates a multi-year
contract directly with supplier. Once
contract has been approved, Department
issues POs against it. City Contract
Templates are available HERE.

e Standalone Requisition to PO permitted
only for hardware purchases w/out
software licensing and/or maintenance.
Contact OCA for approval prior to
submitting a Requisition.

All products and services.

None.

< $10K: Bid not required

> $10K:
o Commodities: Bid out by OCA
o Services or Commodities mixed with
Services: Bid out by Dept

Solicitation Waiver Request: Dept. may

request to waive solicitation requirements.

e https://sfgov.org/oca/requests-waive-
solicitation-requirements
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Solicitation
Audience

Civil Service
Approval
(Professional
Services Only)

Other City
Agency
Approvals

Must choose from one of three Technology
Marketplace Tiers of resellers. Cannot mix Tiers.

Not required.

Submit request to Local 21. If there are no objections
after 10 days, the purchase is deemed approved.

e DT CIO Approval, if applicable. See DT CIO
Review Policy & Procedures.

e CMD: Forms 2A and 2B if Professional Services
over $129K.

OCA TECHNOLOGY PURCHASING GUIDEBOOK, Version 6.0

e All possible suppliers.

e Supplier must possess City Supplier ID,
Valid Business Tax License and be 12B
Compliant. (12B Exception: “21.30”
Software Licenses/Maintenance
purchases under S10MM)

Required.
< $100K: Expedited 7 day review

> $100K: Min. 30 days for union review and
then full commission hearing.

e Multiple agencies. Use applicable OCA
checklist to guide you through approval
process.

Page 11
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Appendices
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Checklists for Purchasing Commodities and Services through
the Technology Marketplace

These checklists apply ONLY to purchases made through the City's Technology
Marketplace resellers with whom OCA has existing contracts. Open the file

below to view the City’s current Technology Marketplace resellers.
https://sfgov.org/oca/sites/default/files/TM%20Resellers%20by%20Tier 2.xIsx

Do not use these checklists for transactions that are made through entities
other than the City’s Technology Marketplace resellers. All transactions that
are made through entities other than the City's Technology Marketplace
resellers must follow the City’s standard public purchasing and contracting
requirements. Further, where the technology purchase involves software,

support and/or equipment maintenance, departments may not use the
Requisition to PO process. Instead, they must follow the City's contracting
procedures for setting up multi year contracts. Prior to vendor selection and
contract negotiations, and unless solicitation requirements are waived by OCA,
the department must first ask OCA to conduct a public solicitation on its behalf
(for commodities) or conduct an Request for Proposals (for services).

OCA TECHNOLOGY PURCHASING GUIDEBOOK, Version 6.0 Page 13
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Appendix A: Technology Marketplace Checklist: Commodities

Do not use for Public Solicitations to Non Technology Marketplace Resellers

Upload all files to the Requisition “Comments and Attachments” field.

Commodities
Solicitation
Thresholds

Solicitation
Documents

DT Review
Documents

Requisition
Details

You must
provide this
information

In addition to
completing
all required

requisition
fields.

Tier 2 Tier 3
< $25K: Bid not < $25K: Bid not required | < $129K: Bid not required
required > $25K: Bid out by OCA. > $129K: N/A because PO for
> $25K: Bid out by OCA. Commodities cannot exceed $129K.

(1) Quote:
If No Solicitation Required:
e Upload quote from any TM supplier authorized to sell the goods.

If Solicitation Required:

e Upload quote from TM supplier or Manufacturer for OCA to use to bid out.
Quote must include universal part numbers and descriptions. If applicable, ensure
the department’s account details (e.g. Account ID, Serial #’s) are included so that all
bidders understand what is being purchased and for whom. Include manufacturer’s
account representative information if available for bidders to contact with questions.

(2) Manufacturer terms related to use of license/support: Terms related to use of the
license/support are required if you are purchasing any kind of software (Cloud or non-
cloud) as part of the purchase.

e Upload manufacturer use/support terms into PS or provide the link in your
requisition.

(3) DT CIO Review: Refer to DT CIO Review Policy & Procedures to determine if DT review is
required. Using DT’s Service Now platform, submit your request to DT for approval.
e Upload approved DT CIO request email into PeopleSoft as proof of DT CIO approval.

(4) Category Codes:
A. For each line item, select the appropriate and correct Category Code.

(5) In the Requisition “Comments and Attachments” field, provide:
B. Shipping Information, including Contact Name and Email. Required even if no physical
delivery.
C. Billing Information, including Contact Name and Email
D. License Registration Email, if purchasing software or SW/HW support

(6) In the Requisition “Approval Justification” field, answer each question below:
A. What are you buying and why?
B. Did the IT Director of your Department approve?

C. Will you be funding this purchase upfront in full or through change orders?
D. Does this transaction result in data being hosted in the cloud?
E. If yes to above question, is the data security “Level 3-Low” or lower? See the City’s

Policy on Cloud Computing for details. If you answer No to this question, contact OCA
before proceeding.
F. Are you asking OCA to bid this purchase out for you? If yes, to which TM Tier?

OCA TECHNOLOGY PURCHASING GUIDEBOOK, Version 6.0 Page 14
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Appendix B: Technology Marketplace Checklist: Services

Upload all files to the Requisition “Comments and Attachments” field.

Services
Solicitation
Thresholds

Solicitation
Documents

DT Review
Documents

Local 21
Documents

CMD
Documents

Tier 2 Tier 3
< $25K: Bid not required < $25K: Bid not required | < $129K: Bid not required
> $25K: Bid out by Dept. > $25K: Bid out by Dept. | 2 $129K: Bid out by Dept.

(1) Solicitation Documents:
If No Solicitation Required:
e Upload quote and Scope of Work (SOW) from any TM supplier authorized to sell
the services.

If Solicitation Required:
e Conduct solicitation at department level and upload each file below separately,
using the naming convention below:
A. RFP
B. PDF copy of email notifying all authorized resellers in selected tier of the RFP
C. Combined file containing all proposals received
D. Proposal evaluation
E. Selected Quote
F. Selected SOW
(2) Manufacturer terms related to use of license/support: Terms related to use of the
license/support are required if you are purchasing any kind of software (Cloud or non-
cloud) as part of the purchase.
e Upload manufacturer use/support terms, if applicable, into PS or provide the link
in your requisition

(3) DT CIO Review: DT CIO Review is required for all professional services requests
(exception: IT Training services). Using DT’s Service Now platform, submit your request
to DT for approval.

e Upload approved DT CIO request email into PeopleSoft as proof of DT CIO

approval.
e Approved amount must equal estimated project spend, regardless of initial PO
amount.
(4) Local 21 Review: Local 21 Review is required for all professional services requests.

Submit request to Local 21 using their web portal. Upon completing your submission, you will
receive an email confirmation. If there are no objections after 10 business days, the purchase is
deemed approved.

e Upload L21 Confirmation Email into PeopleSoft as proof of Local 21 submission.
e Approved amount must equal estimated project spend, regardless of initial PO amount.

(5) CMD Forms 2A and 2B + Approval email from CMD: CMD Forms 2A & 2B approval is
required for professional services over $129,000. Request forms from Proposer and submit
them to CMD (currently Selormey Dzikunu), along with the SOW and Quote, for approval.

e Upload CMD Email Approval into PeopleSoft as proof of CMD approval.
e Approved amount must equal estimated project spend, regardless of initial PO amount.
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Requisition  (6) Category Codes: For each line item, select the appropriate and correct Category Code.

Details (7) In the Requisition “Comments and Attachments” field, provide:

A. Shipping Information. Include Contact Name and Email. Required even if no

Yo'u mus't physical delivery.

Pm"’de t,hls B. Billing Information. Include Contact Name and Email.
/nforma_t/.on C. License Registration Email, if purchasing software or SW/HW support.

In addition

to  (8) In the Requisition “Approval Justification” field, answer each question below:

completing A. What are you buying and why?

all required B. What is the total estimated project spend?

requisition e The total estimated project amount must have a justifiable correlation to the

fields RFP and/or Proposal.

e You may only exceed the stated total estimated project amount by 20%.

Will you be funding this project upfront in full or through change orders?

Did the IT Director of your Department approve?

Does this transaction result in data being hosted in the cloud?

If yes to above question, is the data security “Level 3-Low” or lower? See the City’s
Policy on Cloud Computing for details. If you answer No to this question, contact OCA
before proceeding.

mmoo
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Appendix C: Technology Marketplace Suppliers

TIER 1

PRODUCTS SERVICES
i
= w Y
6| w| S|y z
-4 n [~4 I ; -4 E &
[a] '!'._‘ ] < = o =z .
> 8 - & | =|0° a -4 ™
. . . . Slow | d | | & | 2|2 |85 |=2| <8 S 8
Supplier Supplier ID | Contact Person Email for Solicitations Contract ID ol © a T T ] 2 s S = T2 ElE
CCS Global 0000032444 Raminder Singh (primary) MBEprogram@ccsglobaltech.com 1000012601 X X! X
Tech MBEprogram@ccsglobaltech.com Gov@ccsglobaltech.com
(858)208-4131 dlangdon@ccsglobaltech.com
Dustin Langdon mkhalaghi@ccsglobaltech.com
dlangdon@ccsglobaltech.com
(858)435-4878
Cbw 0000023205 | Alex Picchietti cesf@cdwg.com 1000012602 X | X I X I X | X| X| X| X | X X | X| X
Government cesf@cdwg.com JasonS@cdw.com
(877)707-7850 shermcl@cdw.com
Jason Schwartz
JasonS@cdwg.com
(847)419-7542
Sherri McLean
shermcl@cdwg.com
(312)705-9381 / (312)218-1450
Central 0000023129 | Chester Yeung sfgov@centralcomputer.com 1000012603 X X X X X X X X X X X
Computers chester@centralcomputer.com chester@centralcomputer.com
(415)495-5888 x8122
ComputerLand | 0000022410 | Cathy Souza sfgovsales@cland.com 1000012604 | X | X | X | X | X | X | X | X | X | X X | X| X
csouza@cland.com csouza@cland.com
(408)519-3230
ConvergeOne | 0000030047 | Adam Eisenberg aeisenberg@convergeone.com; 1000012605 | X | X | X | X | X | X | X | X | X | x| X |X| X
aeisenberg@convergeone.com JVillafana@convergeone.com;
(415)969-6880
Joanna Villafana
Jvillafana@convergeone.com
(909)230-7068
Cornerstone 0000022243 Derek Lawson dlawson@cornerstoneconcilium.com 1000012606 X| X X X X X X X X X X! X
w dlawson@cornerstoneconcilium.com tdu@cornerstoneconcilium.com
(415)705-7800 x228 epitts@ssp.com
sandesh@ssp.com
nhodges@ssp.com
DPP Tech 0000020897 | Puran Moorjani pm@dpptech.com 1000012607 X X
pm@dpptech.com
(925)914-7000
Dynamic 0000021099 Ken Clement CCSF@dynamicsystemsinc.com 1000012608 X X X X X X X X X X
Systems ken.clement@dynamicsystemsinc.com
(916)872-3521
Lisa Jensen
lisa.jensen@dynamicsystemsinc.com
(877)374-4468 x222
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TIER 1 (continued)

PRODUCTS SERVICES
i
= w §
o 6| w| S| Ey &
wn [~4 I ; [-'4 E 7
[a) '!'._‘ ] < = o =z .
> 8 - &l | =|0° a -4 ™
. . . sl e 9| @ o [ & = Z g = | <5 § 8
Supplier Supplier ID | Contact Person Email for Solicitations Contract ID ol © a T T ] 2 s S = T2 ElE
EnPointe | 0000020671 | KathyPerez eestauotes@pem-com 1000012609 | X | X | X | X | X | X I X | X | X | X | X IX| X
Kperez@enpointe-com kperez@enpointe.com
bonogen oo
Insight Public | 0000040338 | K@thy Perez cesfquotes@insight.com 1000018903
Sector Inc kathy.perez@Insight.com Kathv.perez@lns.l_gl.\t,com
310-337-6127 Mark.marcelo@insight.com
Edcarlo.padolina@insight.com
Katheleen.jackson@insight.com
Intervision 0000030163 Sarah Fletcher ted.callagy@intervision.com 1000012610 X X X X X X X X X
Sarah.Fletcher@intervision.com
(408)567-4259
Ted Callagy
ted.callagy@intervision.com
Presidio 0000012909 | Dan Ornelas dornelas@presidio.com 1000012611 | X | X | X | X | X | X | X | X | X | X | X X
Networked dornelas@presidio.com
Solutions (415)501-9011
Robert Half 0000012107 Christine Vo techmarket@roberthalf.com 1000012612 X X X
christine.vo@rht.com christine.vo@rht.com
(415)434-4940 x21253 jeff.Reinders@roberthalf.com
Jeff Reinders
jeff.Reinders@roberthalf.com
Slalom 0000010886 | Eli Hill elih@slalom.com 1000012613 | X
elih@slalom.com
(650)305-0807
John Pavel
john.pavel@slalom.com
(415)593-3450
Softnet 0000010802 | John Galluccio johng@softnets.com 1000012614 X | X| X | X X X X
Solutions johng@softnets.com
(408)542-0888
Stellar 0000010447 Chris Donohue cdonohue@stellarservices.com 1000012615 X! X
Services cdonohue@stellarservices.com
(505)660-9889
Variedy 0000037842 | Alex Dang adang@variedy.com 1000012616 | X
adang@variedy.com
(949)610-4232
World Wide 0000008050 | Carol Harting carol.harting@wwt.com 1000012617 X | X | X X | X | X | X | X X| X
Technology carol.harting@wwt.com cesf@wwt.com
(636)751-8399 daniel.hopkins@wwt.com
Daniel Hopkins
daniel.hopkins@wwt.com
(925)366-1665
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TIER 1 (continued)

PRODUCTS SERVICES

Xtech JV 0000008003 | John Eaton Sales@XtechJV.com 1000012618 X | X | X X X! X

jeaton@eatonassoc.com Sales@21tech.com

(415)282-1188 x233 Xtech@eatonassoc.com

Brad Baker brad.baker@?21tech.com

brad.baker@21tech.com jeaton@eatonassoc.com
Zones 0000038064 Kenneth Mollison SF@zones.com 1000012619 X X X X X| X

kenneth.mollison@zones.com Kenneth.Mollison@zones.com

(916)549-4474 Saad.Bhatti@zones.com
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TIER 2

PRODUCTS

SERVICES

Supplier

Supplier ID

Contact Person

Email for Solicitations

Contract ID

CLOUD

Cisco

HP

IBM

JUNIPER

VMWARE

SUPPORT
TRAINING

Ameritech

0000025514

Herrick Loi
Herrick@ameritechcomputer.com
(415)282-6500

Herrick@ameritechcomputer.com

1000012721

x

X | DELL

X |HPE

X | MICROSOFT

X [ALL OTHER

s¢ [HARDWARE
X |PROF. SERVICES

Bridge
Micro

0000024019

Byron Ling
Byron.ling@bridgemicro.net
(415)902-1075

Byron.ling@bridgemicro.net

1000012722

x

Delta
Computer
Solutions

0000021575

Steve lke Account Manager
sike@deltacs.com
(415)519-4063

sike@deltacs.com

1000012723

Elyon

0000032448

Karen Morphy
karenmorphy@elyonstrategies.com
(916)652-7789

karenmorphy@elyonstrategies.com

1000012724

Ipso Facto

0000018143

Jeff Stauffer
jeff@ipsofacto.net
(415)362-2922

jeff@ipsofacto.net

1000012725

LearnIT

0000016427

Matt Murawski
matt.murawski@Iearnit.com
(415)946-6483

Jose Castro

(415)946-6496

matt.murawski@Iearnit.com

1000012726

NuSpective

0000014048

Bob Murtagh
bmurtagh@nuspective.com
(925)271- 7554

bmurtagh@nuspective.com

1000012727

Pantheon

0000037146

Elizabeth Robertson
liz@pantheon.io
(415)890-2167

liz@pantheon.io

1000012728

Staples

0000010525

Travis Massie
travis.massie@staples.com
(949)214-7003

Connie Peters
Connie.peters@staples.com
(954)379-5481

Travis.Massie@staples.com
Connie.peters@staples.com

1000012729

NOT AUTHORIZED TO SELL CLOUD

Vox

0000008559

Tonja Marcus
tmarcus@voxns.com
(650)989-1054

John Ferguson
jferguson@voxns.com

tmarcus@voxns.com

jferguson@voxns.com

1000012730
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TIER 3

PeopleSoft
Supplier Supplier ID Contact Person Email for Solicitations LBE Category Contract ID
Actnet 0000026254 | Julie Zhou, President julie@actnetonline.com EQ108: Computer Hardware, Software and 1000012952
Advanced julie@actnetonline.com rachel@actnetonline.com Peripheral Equipment
Technology (415)661-9000 GS093: Computer Systems Equipment Maintenance 1000012953
Corporation Rachel Wang and Repair
rachel@actnetonline.com GS109: Computer System Services 1000012954
GS131: Computer Training Services 1000012955
Apis 0000040885 | Sean Osterday orders@apistech.com GS109: Computer System Services 1000018696
Technology, sean@apistech.com sean@apistech.com
LLC 530-417-4210 GS132: Database Development and Analysis 1000018697
Beta Nineties | 0000024375 | James Tang, GM jimt@beta90.com EQ108: Computer Hardware, Software and 1000012956
Computer, jimt@beta90.com Peripheral Equipment
Inc. (415)974-1188 GS093: Computer Systems Equipment Maintenance 1000012957
and Repair
C M Pros 0000023789 | Samir Messiah Sam.messiah@cmprosinc.com GS131: Computer Training Services 1000018701
Sam.messiah@cmprosinc.com
415-437-0701
Capital 0000023415 | Davis Schwartz cpidave90@gmail.com GS109: Computer System Services 1000018698
Partnerships cpidave90@gmail.com
Inc. 415-377-0274 GS131: Computer Training Services 1000018699
Diamond 0000021431 | James Diamond, Director jdiamond@diamondti.com EQ108: Computer Hardware, Software and 1000012958
Technology, jdiamond@diamondti.com Peripheral Equipment
Inc. (415)422-0073 GS093: Computer Systems Equipment Maintenance 1000012959
and Repair
GS109: Computer System Services 1000012960
GS132: Database Development and Analysis 1000013080
Exygy, Inc. 0000020358 | Zack Berke, Managing Partner zach@exygy.com GS109: Computer System Services 1000012961
zach@exygy.com GS131: Computer Training Services 1000012962
aashna.shah@exygy.com
(415)992-7251 x201 GS132: Database Development and Analysis 1000012963
Farallon 0000020303 | Kathryn Olson, Controller kolson@fargeo.com GS109: Computer System Services 1000012964
Geographics, kolson@fargeo.com GS132: Database Development and Analysis 1000012965
Inc. (415)227-1140
Five Paths, 0000020121 | J. Eric Leland, Partner eric@fivepaths.com GS109: Computer System Services 1000012966
LLC eric@fivepaths.com GS131: Computer Training Services 1000012968
(510)375-2396 GS132: Database Development and Analysis 1000012969
GenSigma 0000033704 | Vijay Thirumalai vijayt@gensigma.com GS093: Computer Systems Equipment Maintenance 1000012970
LLC CEO & President and Repair
vijayt@gensigma.com GS132: Database Development and Analysis 1000012971

(650)248-5206
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TIER 3 (continued)

PeopleSoft

LBE Category Contract ID
Geosphere 0000041907 | Sergey Litvinenko serge@batg.net GS093: Computer Systems Equipment Maintenance 1000018703
LLC serge@batg.net and Repair
(415) 571-7002 GS109: Computer System Services 1000018704
GS132: Database Development and Analysis 1000018705
InnoActive 0000039217 | Michael Guardamagni michael@innoactivegroup.com GS109: Computer System Services 1000018706
Group michael@innoactivegroup.com swahidi@innoactivegroup.com
925-207-2676
Sean Wabhidi
swahidi@innoactivegroup.com
Meadow 0000015428 | Marco Contreras mcontreras@meadow.cc GS132: Database Development and Analysis 1000018707
Design Inc. mcontreras@meadow.cc
415 550 0744 x13
Parthex 0000027710 | Jakshi Bharwad, CEO parthextech@gmail.com EQ108: Computer Hardware, Software and 1000012972
Tech, Inc. parthextech@gmail.com Peripheral Equipment
(650)868-6359
Spiral Scout, 0000010624 | John Griffin, CEO john@spiralscout.com GS109: Computer System Services 1000012973
LLC john@spiralscout.com
(215)688-2751 GS132: Database Development and Analysis 1000012974
Studio 151 0000010311 | Derek Slone, Project Engineer info@studiol51corp.com GS093: Computer Systems Equipment Maintenance 1000012975
derek@studiol51corp.com derek@studiol51corp.com and Repair
(650)477-6117 troy@studiol51corp.com
Troy Rutt
troy@studiol51corp.com
(408)307-8658
Systems 0000037833 | Sylvia Ramos-Hans sylvia.ramos@systemsir.com GS109: Computer System Services 1000018708
Integration sylvia.ramos@systemsir.com steve.hans@systemsir.com
Resources, 415-747-4185
Inc. Steven Hans GS132: Database Development and Analysis 1000018709
steve.hans@systemsir.com
T&S Trading | 0000010057 | Hok To, Manager hokhou@gmail.com EQ108: Computer Hardware, Software and 1000012976
Co. hokhou@gmail.com Peripheral Equipment
(415)613-6698 GS093: Computer Systems Equipment Maintenance 1000012977
and Repair
GS109: Computer System Services 1000012978
TeamWorks 0000030006 | Vijay Yegalapati Vijay.Yegalapati@twconsultancy.com | GS109: Computer System Services 1000018710
Consultancy Vijay.Yegalapati@twconsult
LLC ancy.com GS131: Computer Training Services 1000018712
510-566-5189
The Thier 0000009591 | Holli P. Thier hollithier@gmail.com GS131: Computer Training Services 1000018713
Group LLC hollithier@gmail.com
415-407-4843 GS132: Database Development and Analysis 1000018714
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TIER 3 (continued)

PeopleSoft

LBE Category Contract ID
toptek micro | 0000009339 | Julian Lee, President julianlee@pacbell.net EQ108: Computer Hardware, Software and 1000012980
center, Inc. julianlee@pacbell.net Peripheral Equipment
(415)250-1368
Two Rivers, 0000028618 | Loretta Masters, Operations Imasters@tworiverscorp.com GS109: Computer System Services 1000012981
Corp. Manager
Imasters@tworiverscorp.com
(916)826-2334
Westland 0000008263 | Laurie Mansur Lmansur@westlandsolutions.com GS109: Computer System Services 1000018716
Management Lmansur@westlandsolutions.com | svosburg@westlandsolutions.com
Solutions, 925-595-5834
Inc. Scott Vosburg GS132: Database Development and Analysis 1000018717
916-257-1844
svosburg@westlandsolutions.com
Xterra 0000008001 | Jenny Ung, Operations Manager sales@xterrasolutions.com EQ108: Computer Hardware, Software and 1000012982
Solutions Inc. jung@xterrasolutions.com jung@xterrasolutions.com Peripheral Equipment
(415)844-9700 GS093: Computer Systems Equipment Maintenance 1000012983
and Repair
GS109: Computer System Services 1000012984
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Appendix D: OCA IT Team Contacts List

Name

Number

Email

Taraneh Moayed
Assistant Director

415-554-6212

Taraneh.Moayed@sfgov.org

Jonathan Jew
IT Purchasing Supervisor

415-695-2193

Jonathan.Jew@sfgov.org

Deborah Wells
Purchaser

650-821-2864

Deborah.Wells@sfgov.org

Victoria Falcon
Purchaser

415-554-6734

Victoria.Falcon@sfgov.org

Norman Liang
Purchaser

415-554-4639

Norman.Liang@sfgov.org

Omar Sanchez
Purchaser

415-695-2123

Omar.Sanchez@sfgov.org

Carmen Omran
Purchaser

415-554-4578

Carmen.Omran@sfgov.org

Iliana Gonzalez Merino
Assistant Purchaser

415-554-6736

lliana.GonzalezMerino@sfgov.org
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Technology Marketplace Quote 10-01-20.xlsx
Supplier Commodities Quote

		City and County of San Francisco Technology Marketplace Quote Form:  Hardware / Software / Support & Maintenance

		Quote Date:						Shipping and License/Support Registration Details
 (To be completed by Dept.) 						Special Instructions				California Recycle Fee

		Quote #:																- More than 4" & less than 15": $4

		Quote Expire Date:																- 15" but less than 35": $5

		Salesperson:																- More than 35": $6

		Supplier Phone #:																Tax Rate		8.50%

		Supplier Email:						Billing Details 
(To be completed by Dept.)

		Supplier Company Name:																Subtotal		$   - 0

		Supplier ID:				ERROR:#N/A

		Supplier Contract ID:				ERROR:#N/A

		MICRO LBE Suppliers Only Select LBE Cert. Category:				Not Applicable												Tax		$   - 0



		OCA Admin Fee:				$   - 0		- Supplier to complete all fields except those marked for the department.
- SaaS Purchases limited to Tier 1 suppliers & Data security Level 1, 2 and 3-Low ONLY!
- Include start/end dates for all licenses and/or support under "Detailed Description"
- When entering large volume of data, use one line and provide details on separate labeled tab.										Total		$   - 0

		Line		Supplier Item ID		Manufacturer Item ID		Short Description 
(40 Characters or Less)		Detailed Description. (Optional)
Dept.: Enter into Requisition Line "Comments" Field		Qty		UOM		NIGP Code		Unit Price		Sub Total		Tax?		Tax

		1																		- 0		Yes		- 0

		2																		- 0		Yes		- 0

		3																		- 0				- 0

		4																		- 0				- 0

		5																		- 0				- 0

		6																		- 0				- 0

		7																		- 0				- 0

		8																		- 0				- 0

		9																		- 0				- 0

		10																		- 0				- 0

		11																		- 0				- 0

		12																		- 0				- 0

		13																		- 0				- 0

		14																		- 0				- 0

		15																		- 0				- 0

		16																		- 0				- 0

		17																		- 0				- 0

		18																		- 0				- 0





























































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Supplier Prof. Services Quote

		City and County of San Francisco Technology Marketplace Quote Form:  Professional / Technical Services

		Quote Date:						Shipping and License/Support Registration Details
 (To be completed by Dept.) 						Special Instructions				Subcontractor Contact Information

		Quote #:																

		Quote Expire Date:																

		Salesperson:																

		Supplier Phone #:																

		Supplier Email:						Billing Details 
(To be completed by Dept.)										

		Supplier Company Name:

		Supplier ID:				ERROR:#N/A												

		Supplier Contract ID:				ERROR:#N/A												

		MICRO LBE Suppliers Only Select LBE Cert. Category:																NIGP Code:		92000 - PROFESSIONAL / TECHNICAL SERVICES



		OCA Admin Fee:				$   - 0		- Supplier to complete all fields except those marked for the department.
- All quotes must be accompanied by a Scope of Work.
- Travel as per GSA CONUS Guidelines.										Total Project Cost: 		$   - 0

		Project Name

		Project Summary
Use "Alt+Enter" on your keyboard to move curser to next line.												Dept. Project Manager				Subcontractor Project Manager





		Project Cost Details				Is this project Fixed Rate or Time & Material:

						If Time & Material, complete the following fields:

						Blended Average Hourly Rate:

						Not to Exceed Number of Hours:

						Resource Type						Hrly Rate		Resource Type										Hrly Rate







						Travel Not to Exceed Amount

		Key Deliverables				Number		Description						Number		Description

						1								7

						2								8

						3								9

						4								10

						5								11

						6								12













































































































Vendors

		Vendor		LBE Category		Vendor-LBE		Supplier ID		Contract ID

		CCS Global Tech						0000032444		1000012601

		CDW Government						0000023205		1000012602

		Central Computers						0000023129		1000012603

		ComputerLand						0000022410		1000012604

		ConvergeOne						0000030047		1000012605

		Cornerstone JV						0000022243		1000012606

		DPP Tech						0000020897		1000012607

		Dynamic Systems						0000021099		1000012608

		Insight Public Sector						0000040338		1000018903

		InterVision						0000030163		1000012610

		Presidio						0000012909		1000012611

		Robert Half						0000012107		1000012612

		Slalom						0000010886		1000012613

		Softnet Solutions						0000010802		1000012614

		Stellar Services						0000010447		1000012615

		Variedy						0000037842		1000012616

		World Wide Tech						0000008050		1000012617

		Xtech JV						0000008003		1000012618

		Zones						0000038064		1000012619

		Ameritech						0000025514		1000012721

		BridgeMicro						0000024019		1000012722

		Delta-CM Pros JV						TBD		1000012723

		Elyon						0000032448		1000012724

		Ipso Facto						0000018143		1000012725

		LearnIT						0000016427		1000012726

		NuSpective						0000014048		1000012727

		Pantheon						0000037146		1000012728

		Staples						0000010525		1000012729

		Vox						0000008559		1000012730

		Actnet		EQ108		ActnetEQ108		0000026254		1000012952		Tier 3 Initial

		Actnet		GS093		ActnetGS093		0000026254		1000012953		Tier 3 Initial

		Actnet		GS109		ActnetGS109		0000026254		1000012954		Tier 3 Initial

		Actnet		GS131		ActnetGS131		0000026254		1000012955		Tier 3 Initial

		Apis Technology, LLC		GS109		Apis Technology, LLCGS109		0000040885		1000018696		Tier 3 Refresh

		Apis Technology, LLC		GS132		Apis Technology, LLCGS132		0000040885		1000018697		Tier 3 Refresh

		Beta Nineties		EQ108		Beta NinetiesEQ108		0000024375		1000012956		Tier 3 Initial

		Beta Nineties		GS093		Beta NinetiesGS093		0000024375		1000012957		Tier 3 Initial

		Capital Partnerships Inc.		GS109		Capital Partnerships Inc.GS109		0000023415		1000018698		Tier 3 Refresh

		Capital Partnerships Inc.		GS131		Capital Partnerships Inc.GS131		0000023415		1000018699		Tier 3 Refresh

		CM Pros		GS131		CM ProsGS131		0000023789		1000018701		Tier 3 Refresh

		Diamond Tech		EQ108		Diamond TechEQ108		0000021431		1000012958		Tier 3 Initial

		Diamond Tech		GS093		Diamond TechGS093		0000021431		1000012959		Tier 3 Initial

		Diamond Tech		GS109		Diamond TechGS109		0000021431		1000012960		Tier 3 Initial

		Exygy		GS109		ExygyGS109		0000020358		1000012961		Tier 3 Initial

		Exygy		GS131		ExygyGS131		0000020358		1000012962		Tier 3 Initial

		Exygy		GS132		ExygyGS132		0000020358		1000012963		Tier 3 Initial

		Farallon Geographics		GS109		Farallon GeographicsGS109		0000020303		1000012964		Tier 3 Initial

		Farallon Geographics		GS132		Farallon GeographicsGS132		0000020303		1000012965		Tier 3 Initial

		Five Paths		GS109		Five PathsGS109		0000020121		1000012966		Tier 3 Initial

		Five Paths		GS131		Five PathsGS131		0000020121		1000012968		Tier 3 Initial

		Five Paths		GS132		Five PathsGS132		0000020121		1000012969		Tier 3 Initial

		GenSigma		GS093		GenSigmaGS093		0000033704		1000012970		Tier 3 Initial

		GenSigma		GS132		GenSigmaGS132		0000033704		1000012971		Tier 3 Initial

		Geosphere LLC		GS093		Geosphere LLCGS093		0000041907		1000018703		Tier 3 Refresh

		Geosphere LLC		GS109		Geosphere LLCGS109		0000041907		1000018704		Tier 3 Refresh

		Geosphere LLC		GS132		Geosphere LLCGS132		0000041907		1000018705		Tier 3 Refresh

		InnoActive Group		GS109		InnoActive GroupGS109		0000039217		1000018706		Tier 3 Refresh

		Meadow Design Inc.		GS132		Meadow Design Inc.GS132		0000015428		1000018707		Tier 3 Refresh

		Parthex		EQ108		ParthexEQ108		0000022710		1000012972		Tier 3 Initial

		Spiral Scout		GS109		Spiral ScoutGS109		0000010624		1000012973		Tier 3 Initial

		Spiral Scout		GS132		Spiral ScoutGS132		0000010624		1000012974		Tier 3 Initial

		Studio 151		GS093		Studio 151GS093		0000010311		1000012975		Tier 3 Initial

		Systems Integration Resources, Inc.		GS109		Systems Integration Resources, Inc.GS109		0000037833		1000018708		Tier 3 Refresh

		Systems Integration Resources, Inc.		GS132		Systems Integration Resources, Inc.GS132		0000037833		1000018709		Tier 3 Refresh

		TeamWorks Consultancy LLC		GS109		TeamWorks Consultancy LLCGS109		0000030006		1000018710		Tier 3 Refresh

		TeamWorks Consultancy LLC		GS131		TeamWorks Consultancy LLCGS131		0000030006		1000018712		Tier 3 Refresh

		The Thier Group LLC		GS131		The Thier Group LLCGS131		0000009591		1000018713		Tier 3 Refresh

		The Thier Group LLC		GS132		The Thier Group LLCGS132		0000009591		1000018714		Tier 3 Refresh

		T&S Trading		EQ108		T&S TradingEQ108		0000010057		1000012976		Tier 3 Initial

		T&S Trading		GS093		T&S TradingGS093		0000010057		1000012977		Tier 3 Initial

		T&S Trading		GS109		T&S TradingGS109		0000010057		1000012978		Tier 3 Initial

		Toptek Micro Center		EQ108		Toptek Micro CenterEQ108		0000009339		1000012980		Tier 3 Initial

		Two Rivers		GS109		Two RiversGS109		0000028618		1000012981		Tier 3 Initial

		Westland Management Solutions, Inc.		GS109		Westland Management Solutions, Inc.GS109		0000008263		1000018716		Tier 3 Refresh

		Westland Management Solutions, Inc.		GS132		Westland Management Solutions, Inc.GS132		0000008263		1000018717		Tier 3 Refresh

		Xterra Solutions		EQ108		Xterra SolutionsEQ108		0000008001		1000012982		Tier 3 Initial

		Xterra Solutions		GS093		Xterra SolutionsGS093		0000008001		1000012983		Tier 3 Initial

		Xterra Solutions		GS109		Xterra SolutionsGS109		0000008001		1000012984		Tier 3 Initial

		Vendor

		CCS Global Tech

		CDW Government

		Central Computers

		ComputerLand

		ConvergeOne

		Cornerstone JV

		DPP Tech

		Dynamic Systems

		Insight Public Sector

		InterVision

		Presidio

		Robert Half

		Slalom

		Softnet Solutions

		Stellar Services

		Variedy

		World Wide Tech

		Xtech JV

		Zones

		Ameritech

		BridgeMicro

		Delta-CM Pros JV

		Elyon

		Ipso Facto

		LearnIT

		NuSpective

		Pantheon

		Staples

		Vox

		Actnet

		Apis Technology, LLC

		Beta Nineties

		Capital Partnerships Inc.

		CM Pros

		Diamond Tech

		Exygy

		Farallon Geographics

		Five Paths

		GenSigma

		Geosphere LLC

		InnoActive Group

		Meadow Design Inc.

		Parthex

		Spiral Scout

		Studio 151

		Systems Integration Resources, Inc.

		TeamWorks Consultancy LLC

		The Thier Group LLC

		T&S Trading

		Toptek Micro Center

		Two Rivers

		Westland Management Solutions, Inc.

		Xterra Solutions





Drop Downs

		Not Applicable

		EQ108: Computer Hardware, Software and Peripheral Equipment

		GS093: Computer Systems Equipment Maintenance and Repair

		GS109: Computer System Services

		GS131: Computer Training Services

		GS132: Database Development and Analysis

		20400 - HARDWARE (NON TELECOMMUNICATION)

		20900 - SOFTWARE LICENSES

		92047 - SOFTWARE/HARDWARE SUPPORT

		92000 - PROFESSIONAL / TECHNICAL SERVICES

		92405 - IT-RELATED TRAINING

		72500 - TELECOMMUNICATION/MEDIA PRODUCTS

		91500 - TELECOMMUNICATION/MEDIA SERVICES 

		96339 - California Recycling Fee

		Yes

		No

		N/A		Fixed Rate

		EA		Time & Material

		LOT		Both

		1000012601

		1000012602

		1000012603

		1000012604

		1000012605

		1000012606

		1000012607

		1000012608

		1000012609

		1000012610

		1000012611

		1000012612

		1000012613

		1000012614

		1000012615

		1000012616

		1000012617

		1000012618

		1000012619

		1000012721

		1000012722

		1000012723

		1000012724

		1000012725

		1000012726

		1000012727

		1000012728

		1000012729

		1000012730

		1000012952

		1000012953

		1000012954

		1000012955

		1000012956

		1000012957

		1000012958

		1000012959

		1000012960

		1000012961

		1000012962

		1000012963

		1000012964

		1000012965

		1000012966

		1000012968

		1000012969

		1000012970

		1000012971

		1000012972

		1000012973

		1000012974

		1000012975

		1000012976

		1000012977

		1000012978

		1000012980

		1000012981   

		1000012982

		1000012983

		1000012984

		Fixed Rate

		T&M

		0000008001

		0000008003

		0000008050

		0000008559

		0000009339

		0000010057

		0000010311

		0000010447

		0000010524

		0000010624

		0000010802

		0000010886

		0000012107

		0000012909

		0000013490

		0000014048

		0000016427

		0000018143

		0000020121

		0000020303

		0000020358

		0000020671

		0000020897

		0000021099

		0000021431

		0000021575

		0000022243

		0000022410

		0000023129

		0000023205

		0000024019

		0000024375

		0000025514

		0000026254

		0000028618

		0000030047

		0000030163

		0000032444

		0000032448

		0000033704

		0000037146

		0000037842

		0000038064





Dept SaaS Data Security Levels

		Data/System Classification		Potential Risk		Description		Appropriate for the Technology Marketplace?

		Level 1:
Public		None - Low 		Data available for public access or release. 		Yes

		Level 2:
Internal Use		Low		Data that is normal operating information but not proactively released to the public. Viewing and use is intended for employees; could be made available Citywide or to specific employees in a department, division or business unit. Certain data may be made available to external parties upon their request. 		Yes

		Level 3: Sensitive  		Low		Data intended for release on a need-to-know basis. Data regulated by privacy laws or regulations or restricted by a regulatory agency or contract, grant, or other agreement terms and conditions. 		Yes

		Level 3: Sensitive  		Moderate		Data that triggers requirement for notification to affected parties or public authorities in case of a security breach. 		No

		Level 4: Protected  		Moderate 		Data poses direct threats to human life or catastrophic loss of major assets and critical infrastructure (e.g. triggering lengthy periods of outages to critical processes or services for residents). 		No

		Level 5: Restricted 		High		Data poses direct threats to human life or catastrophic loss of major assets and critical infrastructure (e.g. triggering lengthy periods of outages to critical processes or services for residents). 		No
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Technology Marketplace Checklist for Commodities
Do notuse for ublicSociatios to Non Technoloay Mrketosce Reselers

Upload allfles to the Requsition “Comments and Attachments” field.

Thresholds

Soli
Documents

DT Review
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completing
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requisition
Jrelds.

35K: Bid not required
25K: 8id out by OCA.

25K: Bid not required
25K: 8id out by OCA.

135K Bid not required

> 2$129K: N/A - PO for Commodities

1f No Solicitation Required:
* Upload quote from any TM supplier authorized to sell the goods

f Solicitation Required:
* Upload quote from TM supplier or Manufacturer for OCA to use to bid out
Quote must include universal part numbers and descriptions. If applicable, ensure the.
department's account details (e.g. Account ID, Serial #'s) are included so that al bidders
understand what is being purchased and for whom. Include manufacturer's account
representative information if available for bidders to contact with questions.

(2) Manufacturer terms related to use of license/support: Terms related to use of the
license/support are required if you are purchasing any kind of software (Cloud or non-cloud) as
part of the purchase.

* Upload manufacturer use/support terms into PS or provide the link in your requisition.

(3] DT CI0 Review: Refer to DT CIO Review Policy & Procedures to determine if DT review is
required. Using DT's Service Now platform, submit your request to DT for approval
+ Upload approved DT CIO request email into PeopleSoft as proof of DT CIO approval.

4) Category Codes:
A. For each lineitem, select the appropriate and correct Category Code.

(5) In the Requisition “Comments and Attachments” field, provi
B.. Shipping Information, including Contact Name and Email. Required even if no physicol
delivery.
€. Billing Information, including Contact Name and Email
D. License Registration Email,if purchasing software or SW/HW support

(6) In the Requisition “Approval Justification” field, answer each question below:
A. What are you buying and why?

Did the IT Director of your Department approve?

Will you be funding this purchase upfront in full or through change orders?

. Does this transaction result in data being hosted in the cloud?

I yes to above question,is the data security “Level 3-Low" or lower? See the City's Policy

on Cloud Computing for deail. I you answer No t this question, contact OCA before

proceeding,

F. Are you asking OCA to bid t

moow

purchase out for you? If yes, to which TM Tier?






image3.png

Requisiton
Derits

Voumust
provide this
information
Inauetion
completing
allrequired
requision

filas

©
]

]
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Technology Marketplace Checklist for Services
Do o usefor Public ofctatons o Non Tecnology Marketplace Reselers

Upload allfiles to the Requ

n “Comments and Attachments” field.

id not required
id out by Dept

Solicitation | (1)
Documents
» Upload quote and Scope of Work (SOW) from any TM supplier authorized to sell the

icitation Required:
+ Conduct solicitation at department level and upload each file below separately, using
the naming convention below:
ARFP
8. PDF copy of email notifying al authorized resellers in selected tier of the RFP
. Combined file containing al proposals received
D. Proposal evaluation
£ Selected Quote
F. Selected SOW
(2) Manufacturer terms related to use of license/support: Terms related to use of the
license/support are required f you are purchasing any kind of softuware (Cloud or non-
cloud) as part of the purchase.
 Upload manufacturer use/support terms, if applicable, into PS or provide the link in
vour requisition

DTReview  (3) DT CIO Review: DT CIO Review s required for all professional services requests
Documents (exception: IT Training services). Using DI's Service Now platform, Submit your request to
DT for approval.

+ Upload approved DT CIO request emailinto PeopleSoft as proof of DT CIO approval.
« Approved amount must equal estimated project spend, regardless of intial PO

amount.
Local21  (4)  Local 21 Review: Local 21 Review s required for all professional services requests. Submit
Documents | request o Local 21 using their web portal. Upon completing your subission, you vill receive an email

confirmation. I there are no objections after 10 business days, the purchase is deemed approved.

* Upload L21 Confirmation Email nto PeopleSoft as proof of Local 21 submission
« Approved amount must equal estimated project spend, regardess o nitial PO amount.

oD (5 CMD Forms 24 and 28 + Approval email from CMD: CMD Forms 24 & 28 approval is
Documents required for professional services over $129,000. Request forms from Proposer and subrmit
them to VD (currently Selormey Dzikunu), along vith the SOW and Quote, for approval
+ Upload CMD Email Approval into PeapleSoft as proof of CMID approval.
« Approved amount must equal estimated project spend, regardess o nitial PO amount.
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Tech Marketplace Checklists 10-27-20.pdf
Checklists for Purchasing Commodities and Services through
the Technology Marketplace (1/30/20)

These checklists apply ONLY to purchases made through the City's
Technology Marketplace resellers with whom OCA has existing contracts. Go

tO https://sfgov.org/oca/option-1-technology-marketplace-contracts t0 download the most

recent version of the Quote templates used in the City’s Technology Marketplace.

Do not use these checklists for Public Solicitations or transactions that are
made through entities other than the City’s Technology Marketplace
resellers. All transactions that are made through entities other than the City's
Technology Marketplace resellers must follow the City's Public Purchasing and
Contracting Requirements which can be found at https://sfgov.org/oca/option-1-

technology-marketplace-contracts.




https://sfgov.org/oca/option-1-technology-marketplace-contracts

https://sfgov.org/oca/option-1-technology-marketplace-contracts

https://sfgov.org/oca/option-1-technology-marketplace-contracts



Technology Marketplace Checklist for Commodities

Do not use for Public Solicitations to Non Technology Marketplace Resellers

Upload all files to the Requisition “Comments and Attachments” field.

Commodities
Solicitation
Thresholds

Tier 2 Tier 3

< $25K: Bid not required | < $25K: Bid not required < 129K: Bid not required

> $25K: Bid out by OCA. | > $25K: Bid out by OCA. > $129K: N/A — PO for Commodities
cannot exceed $129K.

Solicitation (1) Quote:
Documents If No Solicitation Required:
e Upload quote from any TM supplier authorized to sell the goods.

If Solicitation Required:

e Upload quote from TM supplier or Manufacturer for OCA to use to bid out.
Quote must include universal part numbers and descriptions. If applicable, ensure the
department’s account details (e.g. Account ID, Serial #'s) are included so that all bidders
understand what is being purchased and for whom. Include manufacturer’s account
representative information if available for bidders to contact with questions.

(2) Manufacturer terms related to use of license/support: Terms related to use of the
license/support are required if you are purchasing any kind of software (Cloud or non-cloud) as
part of the purchase.

e Upload manufacturer use/support terms into PS or provide the link in your requisition.

DT Review (3) DT CIO Review: Refer to DT CIO Review Policy & Procedures to determine if DT review is
Documents required. Using DT’s Service Now platform, submit your request to DT for approval.
e Upload approved DT CIO request email into PeopleSoft as proof of DT CIO approval.

Requisition (4) Category Codes:
Details A. For each line item, select the appropriate and correct Category Code.

You must = (5) In the Requisition “Comments and Attachments” field, provide:

provide this B. Shipping Information, including Contact Name and Email. Required even if no physical
information delivery.

In addition to C. Billing Information, including Contact Name and Email
completing D. License Registration Email, if purchasing software or SW/HW support

all required
requisition = (6) In the Requisition “Approval Justification” field, answer each question below:
fields. A. What are you buying and why?
B. Did the IT Director of your Department approve?

C. Will you be funding this purchase upfront in full or through change orders?
D. Does this transaction result in data being hosted in the cloud?
E. If yes to above question, is the data security “Level 3-Low” or lower? See the City’s Policy

on Cloud Computing for details. If you answer No to this question, contact OCA before
proceeding.
F. Are you asking OCA to bid this purchase out for you? If yes, to which TM Tier?




http://bit.ly/SFCIOReview



Technology Marketplace Checklist for Services

Do not use for Public Solicitations to Non Technology Marketplace Resellers

Upload all files to the Requisition “Comments and Attachments” field.

Services
Solicitation
Thresholds

Solicitation
Documents

DT Review
Documents

Local 21
Documents

CMD
Documents

Tier 2 Tier 3
< $25K: Bid not required < $25K: Bid not required < $129K: Bid not required
> $25K: Bid out by Dept. > $25K: Bid out by Dept. 2 $129K: Bid out by Dept.

(1) Solicitation Documents:
If No Solicitation Required:
e Upload quote and Scope of Work (SOW) from any TM supplier authorized to sell the
services.

If Solicitation Required:
e Conduct solicitation at department level and upload each file below separately, using
the naming convention below:
A. RFP
B. PDF copy of email notifying all authorized resellers in selected tier of the RFP
C. Combined file containing all proposals received
D. Proposal evaluation
E. Selected Quote
F. Selected SOW
(2) Manufacturer terms related to use of license/support: Terms related to use of the
license/support are required if you are purchasing any kind of software (Cloud or non-
cloud) as part of the purchase.
e Upload manufacturer use/support terms, if applicable, into PS or provide the link in
your requisition

(3) DT CIO Review: DT CIO Review is required for all professional services requests
(exception: IT Training services). Using DT’s Service Now platform, submit your request to
DT for approval.

e Upload approved DT CIO request email into PeopleSoft as proof of DT CIO approval.
e Approved amount must equal estimated project spend, regardless of initial PO
amount.

(4) Local 21 Review: Local 21 Review is required for all professional services requests. Submit
request to Local 21 using their web portal. Upon completing your submission, you will receive an email
confirmation. If there are no objections after 10 business days, the purchase is deemed approved.

e Upload L21 Confirmation Email into PeopleSoft as proof of Local 21 submission.
e Approved amount must equal estimated project spend, regardless of initial PO amount.

(5) CMD Forms 2A and 2B + Approval email from CMD: CMD Forms 2A & 2B approval is
required for professional services over $129,000. Request forms from Proposer and submit
them to CMD (currently Selormey Dzikunu), along with the SOW and Quote, for approval.

e Upload CMD Email Approval into PeopleSoft as proof of CMD approval.
e Approved amount must equal estimated project spend, regardless of initial PO amount.




http://bit.ly/SFCIOReview

https://www.ifpte21.org/content/information-request-personal-services

mailto:Selormey.Dzikunu@sfdpw.org



Requisition
Details

You must
provide this
information

In addition
to
completing
all required
requisition
fields

(6)
(7)

(8)

Category Codes: For each line item, select the appropriate and correct Category Code.

In the Requisition “Comments and Attachments” field, provide:

A. Shipping Information. Include Contact Name and Email. Required even if no physical
delivery.

B. Billing Information. Include Contact Name and Email.

C. License Registration Email, if purchasing software or SW/HW support.

In the Requisition “Approval Justification” field, answer each question below:

A. What are you buying and why?

B. What is the total estimated project spend?

e The total estimated project amount must have a justifiable correlation to the RFP
and/or Proposal.

e You may only exceed the stated total estimated project amount by 20%.

Will you be funding this project upfront in full or through change orders?

Did the IT Director of your Department approve?

Does this transaction result in data being hosted in the cloud?

If yes to above question, is the data security “Level 3-Low” or lower? See the City’s

Policy on Cloud Computing for details. If you answer No to this question, contact OCA before

proceeding.

mmoo
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 (
SAN
 
FRANCISCO
 
CITY
 
AND
 
COUNTY
 
TECHNOLOGY
 
MARKETPLACE
REQUEST
 
FOR
 
PROPOSAL
)



Maximo Needs Assessment Sourcing Event 0000000623, v. 1



RFP Contact:

XXXXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXX

 San Francisco, CA

Tel: +1 (415) XXX-XXXX

Email: XXXXXXXXXXXXXXXXXXX



 (
BACKGROUND
)



The San Francisco Public Utilities Commission (SFPUC), a department of the City and County of San Francisco, is the third largest municipal utility in California. It serves 2.4 million residential, commercial, and industrial customers in the greater San Francisco Bay Area. The SFPUC system provides four distinct services: Regional Water, Local Water, Wastewater and Power.

This Request for Proposal (RFP) has been prepared for the City Distribution Division (CDD) of the SFPUC Water Enterprise (WE). At this time, CDD seeks to purchase specialized Maximo assessment services to complete a Needs Assessment on how CDD currently uses the functionalities of Maximo to improve Asset Management practices and to prepare for implementation of a mobile application and interfacing to GIS.

Purchase Type ............................... Technical Services

Target Start Date ...............................April 2018

Not To Exceed Amount................... $35,0000





 (
RFP
 
SCHEDULE
)



Request for Proposal Issued ..........................February 15, 2018, 2017

Deadline for Questions ..................................March 2, 2018 (5:00 pm, PST) Deadline for Response to Questions .............March 7, 2018 (5:00 pm, PST) Deadline for Proposals...................................March 14, 2018 (5:00 pm, PST)





 (
QUESTIONS
)



 (
Page
 
1
 
of
 
5
)

Please email your questions to XXXXXXXXXXXXXXXXXXX. A copy of all Supplier questions and SFPUC responses to those questions will be sent to all Suppliers who accepted this invitation to bid.



 (
DESCRIPTION
 
OF
 
SFPUC
 
ENVIRONMENT
)



Maximo Version 7.5.0.4 moving to latest version of 7.6. in Q4 2018 with a desire to evaluate the use of Maximo scheduler, Anywhere, and Everyplace. Maximo has been implemented enterprise wide where CDD operates as one site within the Maximo SFPUC organization.



 (
SCOPE
 
OF
 
WORK
)



Task 1: Project Management



Work collaboratively with the SFPUC to provide oversight of the Maximo Assessment project. Responsibilities include:

· Developing and Managing the Project Schedule.

· Managing the Vendor Resources.

· Preparing Change Orders (if necessary).

· Developing Agenda and Meeting Minutes.

· Developing Invoices and Budget Reports.

Deliverables:



1. Weekly status reports

2. Project schedule and periodic updates

3. Meeting agenda and minutes

4. Monthly invoices





Task 2: “As Is” Maximo Usage and Assessment



Meet onsite with SFPUC to review the current usage of Maximo, CDD’s business needs, and SFPUC’s overall Maximo version upgrade plans. The assessment will likely include a series of workshops with topics to be determined by Vendor including but not limited to:

· Data currently in Maximo.

· Maximo user roles.

· Examining existing and proposed workflows with the intent of integrating with GIS geodatasets.

· Business needs for scheduling and tracking work and managing assets in Maximo.

· Data in spreadsheets or any other sources that should be incorporated into Maximo.

· Maximo applications to document configurations to be preserved or retired.



· Any ongoing or desired SFPUC Maximo improvement projects or Maximo upgrade plans.

· Specific projects that use different Maximo work order relationships, classifications, and status tracking.

· Training Guides.

· Existing and desired interfaces, reporting, classification, licensing, infrastructure, and procedures.

Deliverables:



1.   Workshop agendas and follow up notes





Task 3: Assessment Report, Gap Analysis, and Roadmap



Develop a “Findings and Recommendations” report and SFPUC roadmap for Maximo improvements based on the current practices and business needs assessment conducted in Task 2. Vendor should operate under the assumption that SFPUC desires to utilize Maximo as out-of-the-box, as possible.

Deliverables include, but not limited to:



1. “As Is” Findings and Road Map Recommendations Report with Gap Analysis Outcomes and Recommended Roadmap.

2. Findings and Recommendations Review Workshop and follow up Report.





 (
RESPONSE
 
EVALUATION
)



Responsive Proposals will be evaluated in accordance with the Bid Factors listed below.



BID FACTOR 1: QUALIFICATIONS







· Total Available Points: 0-100

· Weighting: 40%



A. Technology Marketplace vendor resource must submit company and staff profiles or resumes of key personnel who will be assigned to this project, along with relevant product and project experience from the consulting and system integration standpoint. Profiles/resumes must demonstrate a verifiable history of successfully working with the Maximo platform and knowledge of Utility practices similar to those for which CDD currently or desired to manage with Maximo. (70 Points)



B. Technology Marketplace vendor must also provide 2 verifiable references of successful Needs Assessments that have been used by Clients to improve their practices. (30 Points)

Any proposal that does not submit a complete response to this section shall be deemed non- responsive and rejected.



BID FACTOR 2: SCOPE OF WORK







· Total Available Points: 0-100

· Weighting: 40%



Technology Marketplace vendor resource must submit a detailed scope of work describing the services, schedule, and milestones that will be provided for the tasks in the Scope section of this RFP. (100 Points)

Any proposal that does not submit a complete response to this section shall be deemed non- responsive and rejected.



BID FACTOR 3: AVERAGE HOURLY RATE







· Total Available Points: 0-100

· Weighting: 10%



Responsive proposals will be evaluated by their weighted average hourly rate across all Tasks. A maximum of 100 points will be attributed to the responsive bidder with the lowest average hourly rate. The total points assigned to each subsequent responsive bidder will be 100 points reduced by the total percentage by which that bid exceeds the lowest responsive bidder.

Average Hourly Rate Calculation:

For each Task identified in Section 1, you must provide resource types, hourly rates and estimated number of hours by resource type.  Please use the following example as the format by which to provide this information for each Task.

Example:



		Task 1

		Resource Type

		Hrly rate

		No. of Hrs

		

		Total Cost



		

		IS Engineer

		150

		

		

		500

		$75,000



		

		Programmer

		100

		

		

		500

		$50,000



		

		

		Total

		

		1,000

		$125,000



		

		

		Average Hour

		ly Rate:

		$125 (Total Cost/Total Hrs)







		Task 2

		Resource Type

		Hrly rate

		No. of Hrs.

		

		Total Cost



		

		IS Engineer

		150

		

		10

		$1,500



		

		Programmer

		100

		

		10

		$1,000



		

		

		Total

		

		20

		$2,500







 (
Average
 
Hourly
 
Rate:
$125
 
(Total
 
Cost/Total
 
Hrs
)
)



		

		

		

		

		

		



		Task 3

		Resource Type

		Hrly rate

		No. of Hrs.

		

		Total Cost



		

		IS Senior Engineer

		200

		

		

		100

		$20,000



		

		Programmer

		100

		

		

		100

		$10,000



		

		

		Total

		

		

		200

		$30,000



		

		

		Average Hour

		ly Rate:

		$150 (Total Cost/Total Hrs)



		

		

		

		

		









 (
Average
 
Hourly
 
Rate
 
Across
 
Tasks
 
1,
 
2
 
and
 
3:
$133
)Any proposal that does not submit a complete response to this section shall be deemed non- responsive and rejected.



BID FACTOR 4: TOTAL PROJECT COST







· Total Available Points: 0-100

· Weighting: 10%



A. Technology Marketplace vendor must submit a quote that details the total cost of all technical services and projected travel costs, if any, as per CONUS guidelines.  SFPUC will pay for services based on a time and material basis.



B. A maximum of 100 points will be attributed to the Lowest Responsive Bidder. The total points assigned to each subsequent responsive bidder will be 100 points reduced by the total percentage by which that bid exceeds the Lowest Responsive Bidder.

Any proposal that does not submit a complete response to this section shall be deemed non- responsive and rejected.



 (
OTHER
 
TERMS
 
AND
 
CONDITIONS
)



1. There is no guarantee of a minimum amount of work or compensation.

2. The City reserves the right to accept other than the lowest price offered and to reject any or all proposals.

3. The City, in its sole discretion, has the right to approve or disapprove any staff assigned to a firm’s project for the SFPUC.

4. The City reserves the right at any time to approve, disapprove, or modify proposed project plans, timelines and deliverables.


image19.emf
Sample 2.docx


Sample 2.docx
City and County of San Francisco TECHNOLOGY MARKETPLACE RFP

SFPUC SharePoint Online and Records365 Rollout - Request for Proposal

RFP Contact:

XXXXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXX

San Francisco, CA

Tel: +1 (415) XXX-XXXX

Email: XXXXXXXXXXXXXXXXXXX

Background and Summary

The San Francisco Public Utilities Commission (SFPUC) has rolled out SharePoint 2016 (on-prem) to offer functionality ranging from Intranet sites, extranet, collaboration, workflows, forms, and records management. We are seeking assistance from a qualified and experienced firm to provide assistance with migrating from SharePoint 2016 to SharePoint Online (SPO) and roll out Records Management using Records365 (from RecordPoint). The goal is to provide a unique and consistent experience to users while we operate in the hybrid mode, develop governance for SharePoint Online and its related products like One Drive for Business, O365 Groups, Teams, Planner, Delve, etc. and enforce these governance policies via custom scripts and/or DocAve.  Firms with relevant experience that meets the minimum qualifications set forth herein are encouraged to submit a proposal in response to this RFP. 

Purchase Type	Professional Services

Purchase Order Not to Exceed Amount	$850,000.00*

Start Date	May 2019



*A purchase order issued pursuant to this RFP will be funded as budgeted funds are made available. The following table sets forth the approximate funding dates for this purchase order. Services requested and rendered at any time during the project shall not exceed the then available funds on the purchase order.



		Funding Date

		Funding Amount



		Initially, upon PO issuance

		$146,000 



		On or before 8/1/2019

		$250,000 



		On or before 8/1/2020

		$250,000 



		On or before 8/1/2021

		$204,000 





RFP Schedule

Request for Proposal Issued	Monday, March 5, 2019

Deadline for Questions	Monday, March 12, 2019 (5:00 pm, PST)

SFPUC Response to Questions 	Monday, March 25, 2019 (5:00 pm, PST)

Deadline for Proposals	Monday, April 1, 2019 (5:00 pm, PST)

Questions and Communications

[bookmark: _GoBack]To ensure fair and equal access to information, please e-mail your questions to XXXXXX   before the date stated in the preceding section. A summary of the questions and answers pertaining to this RFP will be e-mailed to all Technology Marketplace vendors by the date stated in the preceding section.  

1. PrOject Summary

SFPUC currently uses SharePoint 2016 (on-prem) as well have developed the SharePoint Online (SPO) UI framework to offer functionality to end-users in the following areas:

1. Intranet - news dissemination and communications portal

2. Enterprise and Departmental sites 

3. Document Management

4. Knowledge Management

5. Records Management

6. Collaboration

7. Applications / Workflows /List Forms and InfoPath Forms

8. Extranet sites 

9. Project Management

At this time, SFPUC seeks services and solutions to build out approx. 35 intranet departmental sites based on the new communication site templates and guidelines that have already been developed by the SFPUC team. In the process, content will need to be migrated from SharePoint 2016 to new SharePoint Online sites using the communication and traditional site templates. In the interim state, SFPUC has implemented the hybrid SharePoint infrastructure but at the end of the project, the goal is to fully migrate to SPO and retire the on-prem infrastructure.

In the hybrid mode, the intranet portal will provide a single point of entry for its employees, thus making all internal sites and content seamlessly accessible and discoverable based on everyone’s security permissions in SharePoint. SFPUC also seeks assistance in retrofitting the worksites with the correct metadata and content types so that Records365 rules engine can easily ingest the records and bring the relevant documents under the umbrella of Records Management with a file plan and disposition rules.

The project has three goals – one is to increase SharePoint adaption and end-users need to have a seamless experience between SharePoint on-prem and SharePoint Online via unified branding, consistent menus and search experience; second is to manually migrate content from on-prem intranet to SPO; and third to rollout records-enabled sites that can be ingested by Records365. The core success criteria for this initiative are as follows:

1) Develop departmental sites and conform them to SFPUC’s already developed design guidelines; 

2) Perform migration of intranet as well as worksites from SharePoint 2016 on-prem to SharePoint online.

3) Retrofit worksites in SharePoint online with new content types and metadata to facilitate Records Management functions.

4) Establish new governance and best practices for administering SharePoint online and O365 product suite.

5) To comply with SFPUC business standards and industry regulations, need to implement Data Layer Protection policies to protect sensitive data from inadvertent disclosure. 

The following tasks represent a non-exhaustive list of services requested pursuant to this RFP:

1) Build out approx. 35 departmental sites, based on the new communication site templates and conform them to SFPUC’s already developed design guidelines.

2) Implement hub sites where necessary to logically group the departmental sites.

3) Migrate content manually from the SharePoint 2016 Intranet to new SharePoint online intranet.

4) Migrate worksites (approx. 100 site collections) from SharePoint on-prem to SharePoint online using ShareGate and breakup or combine sites, when necessary.

5) Migrate documents from Hummingbird into SharePoint online sites using ShareGate.

6) Establish new governance and best practices for administering SharePoint online, O365 groups, and other related O365 products like Teams, Planner, Delve, etc. 

7) Enforce the use of new governance policies using custom PowerShell scripts and/or DocAve tool.

8) Implement hybrid search and OneDrive for business. 

9) Implement Data Layer Protection policies according to our business standards.

10) Develop tools and scripts to enforce governance practices at the site collection level in the following areas (this list is not exhaustive):

a. Quota templates and notifications when size increases to predetermined level

b. Security flagger for direct permission assignments and external shared content.

c. Version scrubbing tool that allows for exceptions, if needed.

d. Enforcement of business contacts at site collection level.

e. Determine active account to be listed under Site Access account.

f. Enforce consistent theme.

g. Flag duplicate content.

11) Utilizing SFPUC’s custom PowerShell scripts and/or DocAve tool, implement developed governance practices around formal content, collaboration content, and records management.  

12) Roll-out of Records Management utilizing SFPUC’s RecordPoint licenses, developing site templates with consistent document libraries, meta-data, content types and document sets so that end-users are not required to define more that 3 to 5 meta-data values.

13) Implement sync capabilities with SFPUC’s ArcGIS Collector cloud.

14) Convert custom InfoPath and list forms into PowerApps forms.

2. Mandatory Minimum Qualifications

Proposer must submit the resumes of key persons working on this project. The resumes must clearly substantiate that Proposer’s resource(s) meet the Minimum Qualifications specified below, either individually or as a team. SFPUC shall reject any proposal with resource(s) that do not meet each Minimum Qualification identified below.

1. SharePoint Online (O365) Rollout Experience:

· Demonstrated business analysis and oral and written communication skills.

· Verifiable prior experience successfully rolling out SharePoint Online to 3 or more business entities or government agency with 2,000+ employees.

· Demonstrated knowledge of comprehensive SharePoint Online capabilities.

· Verifiable prior experience of successfully deploying Records Management using Record365 and SharePoint Online (preferably within a utility agency). 



2. SharePoint Development:

· Demonstrated experience with designing and building prototypes, wire frames, visual interfaces and translating them into effective SharePoint solution/sites.

· Demonstrated experience with design, development, and implementation of corporate portals, information management, and employee-facing intranet and extranet portals. 

· Demonstrated experience with converting Infopath forms into PowerApps forms.

· Demonstrated experience with implementing integration with ArcGIS Collector, and Survey 123.

· Minimum three years’ experience with design, development, and implementation of SharePoint 2016 and SharePoint Online solutions using client-side object model (CSOM), JSON, JavaScript, JQuery (or related libraries), CSS3, HTML5; and server-side technologies with web parts, event handlers, workflows, and SharePoint/ Office object models.



3. SharePoint Configuration:

· A minimum of two years of SharePoint Online configuration experience.

· Demonstrated two years of experience in SharePoint branding, CSS, and HTML.



4. SharePoint Records Management:

· Deployment of SharePoint based records management for a business entity or government agency with 2,000+ employees a minimum of two times.

· Demonstrated experience and knowledge of custom columns, custom lists, content types, document sets, meta-data, views, and forms with multi-step linear or parallel workflows. 



5. SharePoint Administration: 

· Demonstrated experience with complex farm configurations and writing complex PowerShell scripts to deploy or retract features from SharePoint 2016 and SharePoint Online. 

· Demonstrated experience working with O365 and hybrid farms.

· Demonstrated troubleshooting experience with browsers/office/servers.

· Demonstrated large scale enterprise scale environment experience (2,000+ seats).

· Demonstrated intranet and extranet experience.

3. Proposal Evaluation

Each proposal received will be evaluated in accordance with the criteria below out of a total of 125 possible points.

3.1 Resource(S) PORTFOLIO (70 Points)

3.1.1 Only proposals that meet the Minimum Qualification listed in Section 2 will be evaluated under this section.

3.1.2 Proposer must provide descriptions of two completed projects by its resource(s) describing and demonstrating how the Proposer’s resource(s) meet each Minimum Qualifications listed in Section 2. Each project will be scored as follows:

· SharePoint Rollout Experience: 10 points (5 points/per project)

· SharePoint Development: 30 points (15 points/per project)

· SharePoint Configuration: 10 points (5 points/per project)

· SharePoint Records Management: 10 points (5 points/per project)

· SharePoint Administration: 10 points (5 points/per project)

3.1.3 The above evaluations may be predicated in part on formal interviews of the Proposer’s resources.

3.1.4 Any proposal that does not submit a complete response to this section shall be deemed non-responsive and rejected.

3.2 Scope of Work (35 Points)

3.2.1 Only proposals that meet the Minimum Qualification listed in Section 2 will be evaluated under this section.

3.2.2 Proposers must submit a detailed Scope of Work that provides its approach, deliverables and activities for each of the following items which shall be clearly identified in the Scope of Work by the general categories used below: 

1. User Experience Improvements (10 points)

2. RecordPoint / Records Management Rollout Support (10 points)

3. Governance Planning and Execution (10 points)

4. As-Needed SharePoint Support (5 points)

3.2.3 The above evaluations may be predicated in part on formal interviews at SFPUC’s sole and absolute discretion of the Proposer’s resources.

3.2.4 Any proposal that does not submit a complete response to this section shall be deemed non-responsive and rejected.

3.3 Staffing Plan and PRICING (20 Points)

3.3.1 Technology Marketplace vendor must submit a quote for professional services and travel expenses (if applicable) as per CONUS guidelines using OCA’s Quote Form 3. In addition, Proposers must provide a spreadsheet listing each individual assigned to this project. For each individual, Proposers must identify the individuals’ name, title, role, hourly rate, and total approximate hours assigned to this project. Please note that SFPUC will be responsible for providing project management.  

3.3.2 SFPUC expects services for this project to be provided on an as-needed time and material basis for up to approximately 4,000 hours, both on-site and off-site. SFPUC shall not pay any single hourly rate in excess of $180/hour (inclusive of all mark-ups) and an overall average hourly rate in excess of $160/hour (inclusive of all mark-ups).  Mark-ups by Technology Marketplace vendors shall not exceed 5%.

3.3.3 Proposal that meet minimum vendor qualifications will be evaluated by their weighted average hourly rate across all tasks for this project. A maximum of 20 points will be attributed to the responsive bidder with the lowest average hourly rate. The total points assigned to each subsequent responsive bidder will be 20 points reduced by the total percentage by which that bid exceeds the lowest responsive bidder.  

3.3.4 Any proposal that does not submit a complete response to this section shall be deemed non-responsive and rejected.

4. Other Terms and Conditions

4.1 There is no guarantee of a minimum amount of work or compensation for any selected proposal.

4.2 SFPUC reserves the right to accept a proposal that is not the lowest priced proposal and/or to reject any or all proposals.

4.3 SFPUC, in its sole discretion, has the right to approve or disapprove any consultant assigned to the project before and throughout the contract term.  

4.4 SFPUC reserves the right at any time to approve, disapprove, or modify proposed project plans, timelines and deliverables.
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 (
SAN
 
FRANCISCO
 
CITY
 
AND
 
COUNTY
 
TECHNOLOGY
 
MARKETPLACE
REQUEST
 
FOR
 
PROPOSAL
)



Maximo Needs Assessment Sourcing Event 0000000623, v. 1



RFP Contact:

XXXXXXXXXXXXXXXXXXX

XXXXXXXXXXXXXXXXXXXXXXXX

San Francisco, CA

Tel: +1 (415) XXX-XXXX

Email: XXXXXXXXXXXXXXXXXXX



 (
BACKGROUND
)



The San Francisco Public Utilities Commission (SFPUC), a department of the City and County of San Francisco, is the third largest municipal utility in California. It serves 2.4 million residential, commercial, and industrial customers in the greater San Francisco Bay Area. The SFPUC system provides four distinct services: Regional Water, Local Water, Wastewater and Power.

This Request for Proposal (RFP) has been prepared for the City Distribution Division (CDD) of the SFPUC Water Enterprise (WE). At this time, CDD seeks to purchase specialized Maximo assessment services to complete a Needs Assessment on how CDD currently uses the functionalities of Maximo to improve Asset Management practices and to prepare for implementation of a mobile application and interfacing to GIS.

Purchase Type ............................... Technical Services

Target Start Date ...............................April 2018

Not To Exceed Amount................... $35,0000





 (
RFP
 
SCHEDULE
)



Request for Proposal Issued ..........................February 15, 2018, 2017

Deadline for Questions ..................................March 2, 2018 (5:00 pm, PST) Deadline for Response to Questions .............March 7, 2018 (5:00 pm, PST) Deadline for Proposals...................................March 14, 2018 (5:00 pm, PST)





 (
QUESTIONS
)



 (
Page
 
1
 
of
 
5
)

[bookmark: _GoBack]Please email your questions to XXXXXXXXXXXXXXX. A copy of all Supplier questions and SFPUC responses to those questions will be sent to all Suppliers who accepted this invitation to bid.



 (
DESCRIPTION
 
OF
 
SFPUC
 
ENVIRONMENT
)



Maximo Version 7.5.0.4 moving to latest version of 7.6. in Q4 2018 with a desire to evaluate the use of Maximo scheduler, Anywhere, and Everyplace. Maximo has been implemented enterprise wide where CDD operates as one site within the Maximo SFPUC organization.



 (
SCOPE
 
OF
 
WORK
)



Task 1: Project Management



Work collaboratively with the SFPUC to provide oversight of the Maximo Assessment project. Responsibilities include:

· Developing and Managing the Project Schedule.

· Managing the Vendor Resources.

· Preparing Change Orders (if necessary).

· Developing Agenda and Meeting Minutes.

· Developing Invoices and Budget Reports.

Deliverables:



1. Weekly status reports

2. Project schedule and periodic updates

3. Meeting agenda and minutes

4. Monthly invoices





Task 2: “As Is” Maximo Usage and Assessment



Meet onsite with SFPUC to review the current usage of Maximo, CDD’s business needs, and SFPUC’s overall Maximo version upgrade plans. The assessment will likely include a series of workshops with topics to be determined by Vendor including but not limited to:

· Data currently in Maximo.

· Maximo user roles.

· Examining existing and proposed workflows with the intent of integrating with GIS geodatasets.

· Business needs for scheduling and tracking work and managing assets in Maximo.

· Data in spreadsheets or any other sources that should be incorporated into Maximo.

· Maximo applications to document configurations to be preserved or retired.



· Any ongoing or desired SFPUC Maximo improvement projects or Maximo upgrade plans.

· Specific projects that use different Maximo work order relationships, classifications, and status tracking.

· Training Guides.

· Existing and desired interfaces, reporting, classification, licensing, infrastructure, and procedures.

Deliverables:



1.   Workshop agendas and follow up notes





Task 3: Assessment Report, Gap Analysis, and Roadmap



Develop a “Findings and Recommendations” report and SFPUC roadmap for Maximo improvements based on the current practices and business needs assessment conducted in Task 2. Vendor should operate under the assumption that SFPUC desires to utilize Maximo as out-of-the-box, as possible.

Deliverables include, but not limited to:



1. “As Is” Findings and Road Map Recommendations Report with Gap Analysis Outcomes and Recommended Roadmap.

2. Findings and Recommendations Review Workshop and follow up Report.





 (
RESPONSE
 
EVALUATION
)



Responsive Proposals will be evaluated in accordance with the Bid Factors listed below.



BID FACTOR 1: QUALIFICATIONS







· Total Available Points: 0-100

· Weighting: 40%



A. Technology Marketplace vendor resource must submit company and staff profiles or resumes of key personnel who will be assigned to this project, along with relevant product and project experience from the consulting and system integration standpoint. Profiles/resumes must demonstrate a verifiable history of successfully working with the Maximo platform and knowledge of Utility practices similar to those for which CDD currently or desired to manage with Maximo. (70 Points)



B. Technology Marketplace vendor must also provide 2 verifiable references of successful Needs Assessments that have been used by Clients to improve their practices. (30 Points)

Any proposal that does not submit a complete response to this section shall be deemed non- responsive and rejected.



BID FACTOR 2: SCOPE OF WORK







· Total Available Points: 0-100

· Weighting: 40%



Technology Marketplace vendor resource must submit a detailed scope of work describing the services, schedule, and milestones that will be provided for the tasks in the Scope section of this RFP. (100 Points)

Any proposal that does not submit a complete response to this section shall be deemed non- responsive and rejected.



BID FACTOR 3: AVERAGE HOURLY RATE







· Total Available Points: 0-100

· Weighting: 10%



Responsive proposals will be evaluated by their weighted average hourly rate across all Tasks. A maximum of 100 points will be attributed to the responsive bidder with the lowest average hourly rate. The total points assigned to each subsequent responsive bidder will be 100 points reduced by the total percentage by which that bid exceeds the lowest responsive bidder.

Average Hourly Rate Calculation:

For each Task identified in Section 1, you must provide resource types, hourly rates and estimated number of hours by resource type.  Please use the following example as the format by which to provide this information for each Task.

Example:



		Task 1

		Resource Type

		Hrly rate

		No. of Hrs

		

		Total Cost



		

		IS Engineer

		150

		

		

		500

		$75,000



		

		Programmer

		100

		

		

		500

		$50,000



		

		

		Total

		

		1,000

		$125,000



		

		

		Average Hour

		ly Rate:

		$125 (Total Cost/Total Hrs)







		Task 2

		Resource Type

		Hrly rate

		No. of Hrs.

		

		Total Cost



		

		IS Engineer

		150

		

		10

		$1,500



		

		Programmer

		100

		

		10

		$1,000



		

		

		Total

		

		20

		$2,500







 (
Average
 
Hourly
 
Rate:
$125
 
(Total
 
Cost/Total
 
Hrs
)
)



		

		

		

		

		

		



		Task 3

		Resource Type

		Hrly rate

		No. of Hrs.

		

		Total Cost



		

		IS Senior Engineer

		200

		

		

		100

		$20,000



		

		Programmer

		100

		

		

		100

		$10,000



		

		

		Total

		

		

		200

		$30,000



		

		

		Average Hour

		ly Rate:

		$150 (Total Cost/Total Hrs)



		

		

		

		

		









 (
Average
 
Hourly
 
Rate
 
Across
 
Tasks
 
1,
 
2
 
and
 
3:
$133
)Any proposal that does not submit a complete response to this section shall be deemed non- responsive and rejected.



BID FACTOR 4: TOTAL PROJECT COST







· Total Available Points: 0-100

· Weighting: 10%



A. Technology Marketplace vendor must submit a quote that details the total cost of all technical services and projected travel costs, if any, as per CONUS guidelines.  SFPUC will pay for services based on a time and material basis.



B. A maximum of 100 points will be attributed to the Lowest Responsive Bidder. The total points assigned to each subsequent responsive bidder will be 100 points reduced by the total percentage by which that bid exceeds the Lowest Responsive Bidder.

Any proposal that does not submit a complete response to this section shall be deemed non- responsive and rejected.



 (
OTHER
 
TERMS
 
AND
 
CONDITIONS
)



1. There is no guarantee of a minimum amount of work or compensation.

2. The City reserves the right to accept other than the lowest price offered and to reject any or all proposals.

3. The City, in its sole discretion, has the right to approve or disapprove any staff assigned to a firm’s project for the SFPUC.

4. The City reserves the right at any time to approve, disapprove, or modify proposed project plans, timelines and deliverables.
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Justifications for Requesting OCA to Waive or Modify Standard Solicitation Requirements.docx
Justifications for Requesting OCA to 

Waive or Modify Standard Solicitation Procedures

Regulation 21.5(b): No Substitute for Product/Service and Only One Source (No Bid Required)

1. What is the purpose of this product or service?

2. Why this is the only product or service that will meet the City's needs?

3. If applicable, how long have the goods or services been used by your department?

4. What steps were taken to verify that this is the only vendor or contractor that can provide the services or products? (Attach supporting documentation)

5. What efforts were made to obtain the best possible price?

6. If there are 12B compliance issues, have you requested a waiver from CMD?



Regulation 21.5(b): No Substitute for Product/Service but More than One Source (Bid Required)

1. What is the purpose of this product or service?

2. Why are the design/performance features of this product or service essential to your department?

3. Have you contacted other suppliers to evaluate items/services with similar features and capabilities? If no, explain why not. If yes, list the suppliers and explain why their goods or services do not meet the department's needs.



Regulation 21.5(c): Perishable Foods

1. Please explain why the nature of perishable foods makes it impossible or highly impractical to obtain competitive pricing.



Regulation 21.5(d): Proprietary Articles and Only One Source (No Bid Required)

Choose from the following and answer the questions that follow:

[image: ]

1. What is the purpose of this product or service?

2. Why this is the only product or service that will meet the City's needs?

3. Is the product or services proprietary in nature such that it is available from only one source? If yes, please provide a letter from the supplier supporting this assertion.



[bookmark: _GoBack]Regulation 21.5(d): Proprietary Articles but More than One Source (Bid Required)

Choose from the following and answer the questions that follow:

[image: ]

1. What is the purpose of this product or service?

2. Why this is the only product or service that will meet the City's needs?



Regulation 21.5(e): Pilot Project with a Term Not to Exceed Two Years

1. Specify the problem to be solved and the reason why a competitive process cannot currently be used.

2. Who are the pilot project participants (vendors) and how were they selected?

3. What is the anticipated amount ($) and duration of the pilot project?

4. How will the pilot project allow the department to develop evaluation criteria for a competitive solicitation in the future?

5. Specify how competition, fairness, and compliance with other OCA requirements for bidding will be achieved upon completion of the pilot.



Regulation 21.5(g): Federal Funds (If selected, no additional questions or information required)



Regulation 21.6(b): Reciprocal Agreements with Other Public and Non Profit Agencies 

1. Provide an overview of the competitive process or sole source process utilized by the cooperative agency, other government entity, in procuring the contract. You must upload the full competitive solicitation of the other agency to this request.

2. Why is the pricing offered under the contract is better than what the City can otherwise obtain or how do the administrative benefits of using the contract outweigh any likely cost difference?

3. Will the piggybacking materially hinder the City's ability to meet its LBE participation goals?

4. What are the fees, if any, that must be paid by the City to the entity that established the contract in question?

5. Has the department compared the contracts available for the required product or service, conducted market research, and evaluated whether the use of another agency's contract is in the best interest of the City?

6. Has the department reviewed the contract for conformance with applicable laws and best practices?

7. Has the department analyzed the product or service specifications, price, terms and conditions and other factors such as: cost to utilize the contract, shipping, minimum spending requirements, and availability of contract documentation, to ensure that the contract produces best value?

8. Are the goods or services being sought substantially similar to those discussed in the original solicitation? If so, please explain.

9. Has the department contacted the lead agency to verify contract application and eligibility?



Regulation 21.6(c): Solicitations for Multiple Departments 

1. Did you upload the full competitive solicitation of the other agency to this request.

2. Does the competitive Solicitation by the other City department state that it may be used by other City departments?

3. Are the goods or services being sought substantially similar to those discussed in the original solicitation? If so, please explain.



Regulation 21.30: Proprietary Software Licenses and Support and Proprietary Equipment Maintenance 

Choose from the following and answer the questions that follow:

[image: ]

1.Did you upload a letter from the Supplier confirming that this software or equipment maintenance (whichever is applicable) is proprietary in nature and can only be purchased from the proposed Supplier?

2. If you selected "New software" or "Upgrade of previously purchased software", answer each question below: 

a. What is the purpose of this software?

b. Why this is the only software that will meet the City's needs?

c. What efforts were made to obtain the best possible price?

Choose from the following and answer the questions that follow:

[image: ]

1. Did you upload a letter from the Supplier confirming that this software or equipment maintenance (whichever is applicable) is proprietary in nature and can only be purchased from the proposed Supplier?

2. If you selected "New software" or "Upgrade of previously purchased software", answer each question below: 

a. What is the purpose of this software?

b. Why this is the only software that will meet the City's needs?

c. What efforts were made to obtain the best possible price?

Choose from the following and answer the questions that follow:

[image: ]

1. Did you upload a letter from the Supplier confirming that this software or equipment maintenance (whichever is applicable) is proprietary in nature and can only be purchased from the proposed Supplier?

Choose from the following and answer the questions that follow:

[image: ]

1. Did you upload a letter from the Supplier confirming that this software or equipment maintenance (whichever is applicable) is proprietary in nature and can only be purchased from the proposed Supplier?
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Prop 1: Charts, globes and maps

Prop 2: Books, magazines, pamphlets, periodicals, online content agreements and streaming services containing proprietary content

Prop 3: Specialized equipment, materials and supplies for instructional purposes. Specialized educational tests and testing services
Prop 4: Fine arts; music; plays; works of art;films; audio and video cassettes; etc.

Prop 5: Medicines and drugs

Prop 6: Medical, surgical and dental equipment; instruments; prosthetic devices, special supplies

Prop 10: Animals

Prop 12: Repairs for equipment, including service and parts when repairs must be done by the manufacturer, the installer of equipment or system, or when repairs by others would void the warranty
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please choose all that apply.
New software not previously purchased (Do not check if this is an upgrade)

Upgrade of previously purchased software

‘Standard Support for previously purchased software/hardware

Technical Services for previously purchased software/hardware
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‘Standard Support for previously purchased software/hardware
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I.  Quick Facts

This Application User Guide provides basic instructions for navigating the Office of Contract Administration
(OCA) “Request to Waive Competitive Solicitation Requirements” using ServiceNow. This process replaces
the paper version of the Sole Source Waiver Request Form P-21.5(b) and that form should no longer be
completed for a waiver request to OCA.

What is the purpose of the OCA Waiver Request?

The purpose is to request OCA to waive or modify its solicitation requirements for purchases greater than
$10,000. An approved request is limited to the amounts stated in the submission. If the requesting
department seeks to exceed the approved amounts, it must submit a new request for the increased amount.

When should the requester initiate the OCA Waiver Request?

OCA Waiver Requests must be submitted to and approved by OCA prior to the encumbrance of funds and/or
contract execution.

Who can open a request for an OCA Waiver Request?

A request to waive competitive solicitation requirements using ServiceNow may be opened by any City
department staff with CCSF Active Directory email credentials.

What is the Approval Process for an OCA Waiver Request?

A request through this application will initially be routed to the requestor’s Department Head, or an individual
delegated with such authority. Once approved by the Department Head, the request will route to OCA.

If OCA requires additional information but no corrections, OCA will request additional information from the
department. A request for additional information will not restart the approval process.

If OCA requires corrections to be made to the submission, OCA will reject the request back to the department
to make those corrections. A rejection will restart the approval process.

Once a request has been approved by OCA, the initiator will be notified by email.
Can | replace my Department Head with someone else?

Your Department Head determines who may be delegated with signatory authority for the purpose of
submitting a request in this portal. However, please ensure OCA has a memo on file with the names of the
individuals so delegated and/or attach a copy of such memo with your request.

What documents should I include/upload with my request?

To submit a complete request, attach (1) all documents requested by the questions you answer and (2) Any
supporting documentation for the dollar amount requested, such as a quote. Do not attach OCA’s Sole Source
Waliver Request Form P-21.5(b) as this form has been replaced by this application.

*kkkk

For additional details regarding the OCA Request to Waive Competitive Solicitation Requirements submission,
please contact the Office of Contract Administration (415-554-6743).
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Il.  How to Initiate and Complete an OCA Waiver Request

1. Goto ServiceNow: ccsfdt.service-now.com.

2. Sign in with your CCSF Active Directory email credentials.

| Q. cesfdt.service-now.com/

i3 CITY AND COUNTY OF
4@ SAN FRANCISCO

Sign in with your organizational sccount

3. Create a New Request:

On the left-hand navigation menu, search for “OCA Waiver” application and select “Create New”. To view
your other submissions, select “My OCA Waivers.”

Navigator > OCA Waiver > Create New

LAN FRAMCISCO
a DEPARTMENT OF
CUY  TECHNOLOCY Service Management

= OCAWaiver Request
== New record

OCA Waiver

Create New The purpose of this request is to request OCA to waive or modify its solicitation require
contract execution. In addition, all requests must be approved by the requesting depa
My OCA Waivers submission. If the requesting department seeks to exceed the approved amounts, it m

Number OCAWVR0001248

Requested for

% Department Head

Opened 2019-03-21 15:11:52

Application User Guide for:
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Complete all fields on the top half of the record in accordance with below screenshot:

{ | == OCAWaiver Request - OCAWVR0001238 Attach supporting oco | Save
documentation here

Request Status

Draft

The purpose of this request is to request OCA to waive or modify its solicitation requirements for purchases greater than $10,000. Your request must be approved by OCA prior to the
encumbrance of funds and/or contract execution. In addition, all requests must be approved by the requesting department's Director or an individual delegated with such authority. An
approved request is limited to the amounts stated in this submission. If the requesting department seeks to exceed the approved amounts, it must submit a new request for the increased

amount.
Number OCAWVR0001238 Request Status Draft
Y Defaults to logged in user, field is ~ . Defaults to Requested For user's —
¥ Requested for editable ‘ Q W Requesting department, field is read only W
Click magnifying Department
% Department Head Q glass to select

name from ccsg | Requester Phone

directory

Opened by Defaults to logged in user, field is read ®

only

Opened 2019-03-20 19:40:56

Asterisks denote required
fields

&

Watchlist | add people to the watch
list to be copied on
notifications sent to the .

Click lock to

requester using the two i
fahit b open/close
11 iow.

G S watch list

Click magnifying
glass to select
names from
CCSF directory

[25)

0

Add CCSF employees here

Enter non CCSF email here =

Note: Only the Department Head can determine who in your department may be delegates with signatory authority
for the purpose of submitting a request in this Portal. If someone other than the Department Head is listed as the
approver, please ensure OCA has a memo on file with the names of the individuals so delegated and/or attach a

copy of such memo with your request.

Scrolling down the record, complete the Short Description field by providing a brief description stating the
reason for the OCA Waiver request.

If applicable, select Supplier ID by clicking the magnifying glass next to the field and searching for the
appropriate Supplier ID for the request.

>k Short Description | Provide a brief description of the request

o\/[hck magnifying glass to search

> Supplier 1D available Supplier IDs
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7. Select whether the request is NEVW or a MODIFICATION.

a. New Requests:

Select New from the drop down:

Is this a new New \d
.rr.equ_eitcar a None -
modification of a
previously approved - =y it ation - Digital
request?

Modification - Non Digital

Enter the requested dollar amount for the OCA Waiver Request:

Is this a new ’ New v % Requested S 0.00
request ora Amount
modification of a
previously approved
request?
b. Modifications to a request previously approved outside of ServiceNow:
Select Modification — Non-Digital from the dropdown menu
Is this a new Modification - Digital r
request ora
eq ) - Mone --
modification of a New
reviously approved T .
P yapp Modification - Digital
request?
Madification - Non Digital h
Complete additional fields:
Is this a new | Modification - Non Digital v % Inarease amount S 0.00
request ora
modification of a Enter $ amount of increase Previously Approved S 0.00
previously approved Amounts
request? Enter previously approved amount
Total Requested USD;0.00
Amount
Application User Guide for:
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c. Modifications to a request previously approved in ServiceNow:

Select Modification — Digital from the dropdown menu

Is this a new ‘ New T

requestora
) E{I i - MNone --
modification of a
Mew

previoustyspproves
request? i k

Madification - Non Digital

Complete additional fields.

Isthisanew | Modification - Digital v ¥ Increase amaunt S 0.00
request or a
modification of a Previously Approved S 0.00
previously approved Enter § amount of increase  AMOUNts
request?

Total Requested | USD;0.00

! o) Amount
Lt 0o 5 \Search and select

Waiver Request ID ;
previous request

number

8. Select Document Type:

a. Contracts: Select Contract and enter 10-digit Contract ID, if known, in the Enter Contract ID
field.

Document type ‘ Requisition v

-- None --

m

urchase Order
Requisition

I Dacument type | Contract A Enter Contract ID I

b. Purchase Orders: Select Purchase Order and enter 10-digit Purchase Oder ID, if known, in
the Enter Purchase Order ID field:

Document type ‘ Purchase Order v

- None -

Contract

Purchase Order k
Requisition

I Document type ‘ Purchase Order v Enter Purchase Order I

1D
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c. Requisitions: Select Requisition and enter 10-digit Requisition ID, if known, in the Enter
Requisition ID field:

Document type ‘ Purchase Order v

- None -
Contract
Purchase Order

Documenttype | Requisition v Enter Requisition ID

9. Select Purchase Type/s if known, check all that apply:

Purchase type (Select all that apply)

D Commodity

D Professional Service

D General Service

10. Provide a description of the requested product or service and a business justification:

Briefly describe the product or service you are seeking and its business purpose

11. Select reason(s) for the request from the list of available options:

Select the reason for this request. Based on your selection, a tab will appear below with questions

Regulation 21.5(b): No Other Source or Only One Vendor willing to Contract with the City.

D Regulation 21.5(b): No Substitute

D Regulation 21.5(c): Perishable foods

D Regulation 21.5(d): Proprietary Articles

D Regulation 21.5(e): Pilot Project with a Term Not to Exceed Two Years

D Regulation 21.5(f): Micro LBE Set Asides pursuant to Chapter 14B.7(K) of the Administrative Code (If selected, no additional questions or information required)
D Regulation 21.5(g): Federal Funds (If selected, no additional questions or information required)

D Regulation 21.16(b): Reciprocal Agreements with Other Public and Non Profit Agencies

D Regulation 21.16(c): Solicitations for Multiple Departments

D Regulation 21.30(d): Software Support/Renewal/Upgrade (N/A for NEW licenses)

ServiceNow Application User Guide:
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12. Answer all questions. Based on the selected reason(s), an additional tab will be exposed with a list of
mandatory questions to be completed.

Regulation 21.5(b1)”  Activities

If this request pertains to support for proprietary software licanses or equipment, OCA may approve this request pursuant to Admin Code Saction 21.20(d). However, departmants must still provide a response to each question balow.

1. What is the purpose of this product or service?

2. Why this is the only product or service that will meet the City’s needs?

3. If applicable, is the product or sarvices proprietary in nature such that it is available from only one source?
If yes, please providea letter ier supporti i

4. If applicable, how long have the goods or services been used by your department?

5. What staps wera taken to verify that this is the only vendor or contractor that can provida the services or products

6. What efforts were made to obtain the best possible price?

7. I there are compliance issues, have you received a waiver from CMD?

To submit a complete request, attach:
(1) all documents requested by the questions you answer and
(2) Any supporting documentation for the dollar amount requested, such as a quote.

Do not attach OCA’s Sole Source Waiver Request Form P-21.5(b) as this form has been replaced by this
application.

If you do not upload required documents, you will receive the following message:

cesfdtservice-now.com says

Supporting documentation required. Please use the paperclip icon to

attach supporting documentation.

ServiceNow Application User Guide:
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14.
In the upper right-hand or lower left-hand corner of the screen, you can choose to SAVE or UPDATE your
record.
Save will save the record for further completion or review:

Save and remain in record

‘S.aa@j Update Request Approval

Update will save the record and then close it. You may return to it later for further completion:

Follow - Save Request Approval

Update will save and close the request

15. Request Approval. The Request Approval button is located both at top right and lower left of the screen.

Save Update ‘ Request Approval |

Submit request for

approval Save Update Request Approval

Upon submission, no edits can be made to the request.

16. Approval Path for a Submitted Request:
a. Department Head: Request is routed to your Department Head or delegated authority you entered.

b. OCA Admin: Once approved by your Department Head, the request is routed to OCA Admin staff who
will assign the request to an OCA Supervising Purchaser and an OCA Assistant Director/Director.

c. OCA Supervising Purchaser: Reviews, Approves, Rejects or Requests Additional Information.
d. OCA Assistant Director/Director: Reviews, Approves, Rejects or Requests Additional Information.
Description of Possible OCA Actions:

» If OCA requires additional information but no corrections, OCA will request additional
information from the department. A request for additional information will not restart the
approval process.

» If OCA requires corrections to be made to the submission, OCA will reject the request
back to the department to make those corrections. A rejection will restart the approval process.

» OCA Approves: Once a request has been approved by OCA, the initiator will be notified by
email.

ServiceNow Application User Guide:
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I11. Department Head Approval for an OCA Waiver Request

Upon submission of a request, the Department Head will receive an email to approve the request upon submission for
approval.

The Department Head can:

(1) Approve the request by clicking on the ““ A pprove” link in the body of the email

(2) Reject the request by clicking on the “Reject” link in the body of the email

(3) View the request details by clicking on the “Take me to OCA Waiver Request” button in the body of the email.

Dear Linda Gerull,

Reghu Jayachandran's request to "Waive Competitive Solicitation Requirements' is routed to you for review and approval.
Requester: Reghu Jayachandran

Department: TIS

Short Description: This is Testing

Detailed Description: Testing

Requested total cost: $21,110.00

Click here to approve OCAWVR0001167

Click here to reject OCAWVR0001167

Take me to OCA Waiver Request

Upon your approval, this form will automatically routed to OCA admin for review and approval. If rejected, requester - 'Reghu Jayachandran' will be notified of you|
decision.

Thank you.

Under Option 3, the Department Head must approve or reject within the body of the request as shown below:

= OCAWVR0001312 & - == ooo Update| Approve Reject

Y

State Requested v Approving | OCA Waiver: OCAWVR0001212 O]

Approver | Linda Gerull E\

ServiceNow Application User Guide:
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IV. Appendix: ServiceNow Form Key Terms & Concepts

o  What is ServiceNow? ServiceNow is provided “in the cloud” as a software-as-a-service (SaaS).
ServiceNow houses all the components of the product including the hardware and databases which your
organization accesses using a web browser.

CCSF Department of Technology’s ServiceNow instance hosts the custom OCA Sole Source Waiver application
developed by DT and can be reached at ccsfdt.service-now.com

o Number Field — This is the record/request unique identifier. It is system generated and a restricted field. To
ensure that the number field cannot be changed when first opening a ticket, this field is read-only and
mandatory.

o Requested for - The Requested for field identifies who the request is being opened for and is mandatory.
o Request Status — The Request Status field displays the current state of the request.

o Requesting Department - Identifies the Requester’s department and will pre-populate based upon the
Requester. The Department field is read-only.

o Requester Phone — Auto populated if requester business phone number is available in Active Directory. This
data can be edited and populated manually as well.

o Opened By — This field identifies who opened/created the request. This field is populated by the system and is
read only.

o Opened — The opened field displays date and time when the request is initially created in draft mode.
o Short Description — A brief description of the request. This field is mandatory upon creation of a request.

o Watch list - This field enables addition of users who are interested in tracking the progress of a request. Persons
listed on the Watch list will have visibility to the record and receive the same notifications that are sent to the
requester.

o Additional Comments (Customer visible) — A journal field to be used to share comments which are visible to
the end-user.

o Reference Fields:

You may see certain fields on your form that have a magnifying glass to the right of the blank space. These are
known as Reference fields, because you must refer to an existing form in this field. For example, in the Caller
Reference field, you cannot just free type a user name; instead, you must select an existing record from the User
list.

1. To view the list of available reference values, click the magnifying glass.

2. A list of records opens that corresponds to that reference field. For example, the
magnifying glass in the Requested for opens a list of Users; whereas the magnifying
glass in the Supplier ID field opens a list of Supplier IDs. Select the desired record by
clicking on the underlined value in the first column.

3. The selected value now appears in the Reference field.

4. This selected value refers to another form, which you can access by clicking the Reference Icon to the right
of the field value.

Hint: You don’t have to open the magnifying glass to search for your reference value if you already know what
you are looking for. Simply begin typing the value in the Reference field and select from the resulting list.

ServiceNow Application User Guide:
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Number = OCAWVR0001022

Q\ | Reference fields are identified
S 1 by a magnifying glass
Showing 1 through 6 of 6 )
| TSimpl ] ] h I
Carol Wolther carol.wolther@sfmta.com | Sl Mooy S s —;
if known and Select the appropriate
CarolWong carol.rwong@sfgov.org value from the drop-down list.
CarolWong caroL.w.wong@sfgov.org
CarolWong  carol.x.wong@sfgov.org I'k
CarolWong  Carol.X.Wong@sfmta.com |

Carol Wood carol_wood@sfusd.edu To browse the entire list of possible
- values, click the Magnifying Glass.

Requested for | carol wo|

= Users Goto | Name v ’ | /,/ | <4< < 1 todof4 » »»
<7 All>Name starts with carol won /,,»/f
O\ = Name v = Firstname = Last name = Email = Department
carol won : '
:;im w‘"”d
® CarolWong Carol Wong carol.rwong@sfgov.org CAT e out o rteyy
elds> . "“eren.
WDing oo MO b
® CarolWong Carol Wong carol.x.wong@sfgov.org ADM | 2 ;"(‘n_‘lp/?%m
56 th Up’md L
\ fr()m the
@® Carol Wong Carol Wong Carol.X.Wong@sfmta.com  MTA lise
@® Carol Wong Carol Wong carolL.w.wong@sfgov.org FIR

If a reference value is accepted, the field background remains white and additional icons may appear to the right of the
field (i.e. Reference icon). If the field turns red, that means the value is not recognized, and you will not be able to save
the record.

Requested for | Janet young 2 | Requestedfor | Carol Wong o M

=
r .
® Invalid reference hf
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o Reference Icon: On forms, the reference icon ('::') appears by populated reference fields.
Clicking the icon opens a read-only preview of the referenced record.

SupplierID | 0000024621 Q| @ |Reference record preview on a form
Isthisanew | New Fl Requested
requestora Amount
OCA Supplier Hold SHIFT and move the cursor to keep this window open
SetiD | SHARE Supplier Name = BAY AREA LEGAL AID
Supplier ID | 0000024621 Short Name = BAYAREALEG-001

Address = 1735 TELEGRAPH AVE

City = OAKLAND Persistence = Regular
State | CA Withholding | N
Postal | 94612 Withholding Name
Country = USA Open For Ordering | Y
Effective Status | Active Vendor Location | 2017-11-14

Effective Date
Supplier Status = Approved

Vendor Location Eff = Active
Classification | Outside Party Status

Vendor Location | PAYMODE
Description

o Add attachments: You can upload a file as an attachment to your record using the following steps:

Navigate to the record.

Click the attachments icon (ﬁ’).

Click Choose Files or Browse, depending on your browser, and navigate to a file.
(Optional) Upload multiple files in one of the following ways.

a. Select multiple files at the same time in the file browser. Internet Explorer does not support this
feature.

b. Add each file on a separate line by clicking Add Another Attachment, and then clicking Choose Files
on the next line. Repeat until all desired files are selected. This feature is available in all supported
browsers.

5. Click Attach.

a. Attached files appear in the Current file attachments list and at the top of the form. A message
appears if a file is not attached because it is too large or is a restricted file type. Administrators can
configure these limits.

6. Close the pop-up window to return to the form.

robd —
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o Manage attachments: You can view, rename, and remove the attachments on a record, and add additional
attachments.

1. Navigate to the record.

Click the attachments icon ( &) or the Manage Attachments link if files are already
attached.

The number of attachments for a record is listed on the Manage Attachments link.

Manage Attachments

Attachments

Nofiles selected.

[ E] Testing.txt [rename] [view]
Download All

3. To rename an attachment, complete the following steps.
a. Click [rename] beside the file name at the top of the form or in the pop-up window.
b. Edit the file name and press the Enter key.

Note: Press the Esc key instead of the Enter key to undo your changes and cancel rename.

4. To remove attachments, click the Manage Attachments link and complete the following steps.
a. Select the check boxes next to the attachments to delete.
b. Click Remove. The attachment disappears and the pop-up window remains open.

Note: After a record has been closed/completed, you cannot delete the attachments for that record.

5. To add additional attachments, complete the following steps.
a. Click Choose Files.
b. Select the file to attach and click Open.
c. Click Attach.

6. Close the pop-up window to return to the form.

ServiceNow Application User Guide:
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		Customized

Training



Definition: 

Specifically developed for the requesting department.

		· Solicitation Requirements:

· ≤ $10,000: None (but highly encouraged) except if required by grant or other funding source.



· > $10,000 and < $129,000: Informal RFP to a minimum of three bidders, in accordance with Chapter 21, unless solicitation requirements are waived by OCA.



· ≥ $129,000: Formal public RFP, in accordance with Chapter 21, unless solicitation requirements are waived by OCA.



· Contract Form: P-600. If the purchase involves online training, you may be required to use the P-648 (SaaS Template), P-629 (Online Content Template) or other City software agreement template. 



· Supplier Compliance: Suppliers will still be required to comply with 12B, 12X and all other applicable City supplier requirements.



· Insurance: Standard insurance requirements as per P-600, unless otherwise provided by the Risk Manager.



· PeopleSoft Purchasing Authority: 

		≤ $10K 

		“PROFSERV-10K”



		> $10,000 and < $129K 

		“PROFSERV-BID”



		≥ $1290K 

		“PROFSERV-BID”



		Waived 

		“PROFSERV-NOS”









		Non-Customized /

Off the Shelf Training 



Definition: 

Standard training offered in the same manner to anyone purchasing it (e.g. the curriculum and/or course materials are not altered in any way).

		· Solicitation Requirements:

· ≤ $10,000: None (but highly encouraged) except if required by grant or other funding source.



· > $10,000 and < $706,000: If possible, request quotes from a minimum of three bidders.



· ≥ $706,000: Unless waived by OCA, a formal solicitation will be required in accordance with Chapter 21. Submit request to OCA to conduct solicitation on your behalf.



· Contract Form: Purchase Order. 

* If the purchase involves online training, consult with your City Attorney to determine if a PO without a duly negotiated software license agreement will suffice. If a contract is required, you will be required to follow OCA’s standard contracting requirements. Alternatively, you may make the purchase through the City’s Technology Marketplace process.  



· Supplier Compliance: Suppliers will still be required to comply with 12B, 12X and all other applicable City supplier requirements.



· Insurance: 

· On-Site Consult with Risk Manager regarding the City’s standard insurance requirements (GL, Auto and WC) and incorporate into the PO in the “Edit Comments” or “Ship To Comments” field(s).



· Off-Site: Generally not required. If uncertain, Consult with Risk Manager.



· PeopleSoft Purchasing Authority: 

		≤ $10K 

		“NON-PURCHASING”



		> $10,000 and < $706K 

		“NON-PURCHASING”



		≥ $706K 

		“NON-PURCHASING”



		Waived 

		“NON-PURCHASING”
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3.10 | Gift Card Purchases

The City and County of San Francisco (City) restricts the purchase of gift cards to purposes defined by
specific departmental programs. Gift card purchases outside the scope of these authorized programs are

generally prohibited.

Gift cards are considered equivalent to cash and petty cash funds. Therefore, strict protocols and controls
must be developed and implemented to a) maintain accountability for all gift cards purchased and
distributed, and b) avoid mishandling, misuse, abuse, and theft of gift cards. City employees may not be

gift card recipients.

3.10.1 | Eligibility to Receive Gift Cards

A. Program Eligibility Requirements for Clients

1.

2.

Clients must have been found eligible for the program that distributes gift cards as incentives.

Clients must continue to meet program eligibility criteria for benefits (such as gross household
income below income thresholds).

Clients who become ineligible or inactive for the program or its benefits must have their
eligibility status immediately changed to inactive or ineligible in the department's participant
tracking system.

Clients receiving gift cards cannot be City employees. If a City employee were to receive a
gift card from a City-funded program, this will have tax implications for the
employee/recipient and may pose serious concerns regarding possible conflicts of interest.

B. Goals Clients Must Meet to Be Eligible Must Be Set in Advance

1.

2.

Program managers and/or eligibility workers must establish in advance the goals clients must
achieve for them to qualify to receive gift cards.

The program’s pre-set goals must be established within specific areas of client achievement
and within a specified timeframe.

Clients must present—and program managers and/or eligibility workers must verify—

sufficient and appropriate proof that they met the program goals that entitle them to receive
gift cards.
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3.10.2 | Gift Card Purchases by City Departments

A. Avuthorization to Purchase

Each department’s designated oversight body (commission or other) must approve the
department’s general use and purchase of gift cards as incentives to departmental program
clients.

The department’s director of programs (or designee during the director's absence) and
finance director must approve each purchase of gift cards for the program.

B. Funding Source

1.

2.

3.

Gift cards must be purchased with designated funds from the department.

In cases where gift cards are purchased with specified funds the use of which is restricted, the
use of the gift cards must be subject to the same restrictions as the use of the specified funds.

Gift card purchases must be listed as an approved use of the specified funds.

C. Actual Purchase

5.

6.

Gift cards must be purchased through the department’s contracts and accounting units, in
coordination with the Office of Contract Administration (OCA).

Gift cards must be purchased from City-approved vendors.

The value of each gift card purchased for a program must not exceed the maximum amount
per card established by the department for that program.

The number of gift cards purchased for a program must not exceed the maximum quantity per
period established by the department for that program.

Gift cards may not be purchased using departmental procurement cards (P-Cards).

Employees may not purchase gift cards as a reimbursable expense.

D. Inventory Receipt

1.

2.
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Documentation of inventory receipt and distribution must include the name and signature of
the receiving staff and corresponding date.

Staff must verify the gift card types and quantities by type and in total from the gift card
shipments against the packing slips of the shipments.
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3. Staff must review, sign, and date packing slips of the gift card shipments.

Staff must promptly record the received gift card shipments and returns, if any, in the inventory records.

3.10.3 | Separation of Duties

A. Stages of Handling and Transfer of Gift Cards

1.

Departments must have a different person responsible at each stage in the handling and
transfer of gift cards:

Request the order of gift cards
Approve the order of gift cards
Purchase the gift cards

Receive the gift cards

Distribute the gift cards

Monitor usage of the gift cards
Periodically inventory the gift cards

@0 o0 UToQ

B. Staff Handling Gift Cards Cannot Use Them

1.

Under no circumstances may a City employee involved in any stage of handling or
transferring gift cards issue or use a gift card for his or herself or family member.

3.10.4 | Gift Card Inventory

A. Inventory Records. Offices that store gift cards must use the following internal controls:

1.

Maintain complete and accurate inventory records by gift card, gift card type, and in total,
including the gift card vendor and serial number, the beginning balance, gift cards received
and distributed and corresponding dates, and the ending balance.

Restrict access to gift card inventory records to authorized employees. Ensure access rights are
immediately terminated once the employees no longer need access.

Conduct periodic (weekly, monthly, or quarterly), as determined by the department for the
subject program, physical inventory counts, and match results to inventory records.

Report to management any discrepancies in the quantities and amounts between the physical
inventory counts and inventory records.
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5.

6.

Investigate significant discrepancies between the physical inventory counts and inventory
records, and document the reasons for discrepancy.

Review and approve any adjustments to inventory records. This must be done by
management.

B. Inventory Storage and Security

1.

Store all gift card inventories in a locked cabinet or safe and restrict access to its key or
combination.

Keep the locked cabinet or safe in a room with restricted lock access. The room should, if
possible, have cameras to monitor the handling of gift card inventories.

Maintain a log or install electronic keys documenting who has had access to the room and
when (each entry and exit).

Exercise dual custody controls at all times during each stage of handling and transferring gift
cards.

Using performance measurement systems, hold appropriate personnel accountable for
accomplishing consistent, accurate physical inventory counts.

Hold no more gift cards than will be needed for the program during a reasonable timeframe,
which the department must establish in writing.

Transfer to the department’s fiscal office any gift card inventory in excess of the number needed during
the established timeframe.

3.10.5 | Gift Card Distribution
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Review and approve all eligibility documentation for each client upon each round of gift card
distribution. This should be done by the program manager and/or eligibility worker.

Maintain complete and accurate distribution records by gift card, gift card type, and in total,
including the gift card vendor and serial number, client name(s), and date on which the gift
card was distributed. The program manager and/or eligibility worker and fiscal office must
review and approve such records before each round of gift card distribution.

Maintain a log for eligible clients to sign upon receiving their gift cards in person.

Return to the fiscal office any gift card not distributed to a client and properly record the
card in the inventory records
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3.10.6 | Gift Card Usage by Recipients

1. Gift cards must be provided only to clients and only as incentives for participating in the

program.

2. Gift cards must be used only for the purposes stated and determined by the department for
the program.

3. The value of gift cards distributed to each client must not exceed the per-person limit
determined by the department for the program.

4. Gift cards cannot be used to purchase prohibited items, including program materials, as
specified by the program.

5. Any instance of loss, theft, fraudulent use, or abuse of gift cards must be immediately
reported to the department’s fiscal office. The fiscal office should investigate instances of
reported loss, theft, fraudulent use, or abuse of gift cards, as it deems necessary.

6. The fiscal office must monitor and audit the usage of distributed gift cards no less frequently
than annually. The department must determine and state in writing the required frequency of
the audit, and the frequency may vary by program.

3.10.7 | Gift Card Record Retention

1. For audit purposes, retain all documentation for no less than five years.

3.10.8 | Prerequisites and Procedures on Purchasing Gift Cards

TABLE 3-10. GIFT CARD PURCHASING PROCEDURES

Development
and Approval
of
Departmental
Gift Card
Policies

Departmental Policy on Gift Cards: Prior to procuring any gift cards, departments must
develop a departmental gift card policy for the program(s) identified.

AOSD Fund Accountant Approval: Once developed, the policy must be reviewed and
approved by the department’s

TTX Approval: If the department intends to purchase VISA gift cards using the Treasurer’s
Office US Bank contract, the department must also have its policy reviewed and approved
by TTX by emailing it to TTX approval must be
obtained prior to requesting AOSD approval.
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Purchasing
VISA Gift
Cards through
Treasurer’s
Office (TTX)

Step 1: Department processes a direct payment voucher to US Bank for approval by the
Department’s

1. Direct Vouchers < $10K: Department must manually insert the as
the final approver. Departments can email their AOSD Fund Accountants. Requests will be
reviewed and approved within 2-3 business days.

2. Invoice Line Description: To begin with “XXX (3-character department code)-GC”, e.g.
“DPH-GC”. Departments may also add digits or characters after XXX-GC for internal
tracking purposes

Step 2: Once the direct payment voucher is fully approved, submit a Wire/ACH Request Form
to TTX’s banking portal at
. TTX will then order the cards from US Bank.

Purchasing All
Other Gift
Cards

Step 1: Department submits a Requisition to OCA, regardless of dollar amount and use of a
contract.

1. Requisitions < $10K: Department will insert an OCA buyer as an approver AND inform
the buyer:
e SFO: Galen Leung ( )
e DPH: Lin Repola ( )
e All Other Departments: Florence Kyaun ( ) or Stacey Lo

( )

2. Requisition Requirements
® Requisition name to begin with “XXX (3-character department code)-GC”, e.g. “DPH-
GC". Departments may add digits or characters after XXX-GC for internal tracking
purposes.
e [tem description must include “Gift Card”
® In the Requisition Comments field, indicate if the purchase will be using existing contracts
with the Contract ID or no contract.

Step 2: OCA will review and approve requisition into a Non Purchasing (NP) Purchase Order:

e POs with a Contract: OCA will insert after the Dept Approver.
e POs < $10K without a Contract: OCA will insert after the Dept. Approver.
e POs > $10K without a Contract: OCA will insert and a Department Approver.
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INTRO TO PROCUREMENT

Office of Contract Administration (OCA)





TOPICS

PART 1. Procurement Basics
PART 2. Sourcing

PART 3. Contracts

PART 4. Purchasing Process Summary






PROCUREMENT BASICS






GOOD GOVERNANCE

PUBLIC ;
TRUST

Confidentiality

h -~

AN e

Impartiality






TYPES OF PURCHASES

Commodities & Professional Construction

General Services Services Contracts

For example: For example: Renovation, construction,
Fuel Accounting services repair, demolition of “Public
Janitorial services Engineering design Work

04 05
“Non Purchasing” Purchase Under Special Authority

For example: For example:
Grants to CBOs Health Related Commodities & Services
Rents MTA Authority

Gift Cards Commodities & Gen. Services <$10,000






PURCHASING AUTHORITY

Commodities & Professional Construction

General Services Services Contracts

Admin Code Chapter 21 Admin Code Chapter 21 & 6 Admin Code Chapter 6

(includes Technology

Marketplace) Chapter 21 Chapter 6 Chapter 6 Departments
Depts + OCA Depts

OCA (with some exceptions)

04 05
“Non Purchasing” Purchase Under Special Authority

Various Code & Charter For example:
provisions, policies, rules & Chapter 21A
regulations

Charter Sec. 8A
Delegated Departmental Authority (“Prop Q")

Departments Departments

Administrative Code Direct Link:
http://library.amlegal.com/nxt/gateway.dll/California/administrative/administrativecode?f=templates$fn=default. htm$3.0$vid=amlegal:sanfrancisco ca$sync=1






ENCUMBRANCES

Pursuant to the City Charter (Section 3.105) and
Administrative Code (Section 10.06), no officer or employee
shall bind the City to expend money unless there is a written
contract or other instrument (e.qg. a Purchase Order) and
unless the Controller shall certify that sufficient
unencumbered balances are available in the treasury, within
the proper fund, to meet the payment obligations under such
iInstrument as they become due.





DIRECT PAYMENTS

m A Direct Payment is a payment request without an
existing encumbrance.

m Generally speaking, Direct Payments are a violation to
the City’s standard procurement practices and
departments should refrain from them. However, Direct
Payments are generally allowed under the following

scenarios:

e Claims » Payroll Related Payments e Revolving Fund

« Court Related Fees « Postage Replenishment

* Dues & Subscriptions * Refunds of Revenues and * Trust & Agency Payments

Liabilities

Please refer to CONTROLLER'S Policies & Procedures Section 3.6.4






PURCHASING INSTRUMENTS

SUPPLIER
CONTRACT

Construction, professional services,
commodity or general services "term
contracts," and other types of

procurements (grants,
software licenses, etc.)

, and/or
purchases

Formal (sometimes negotiated)
agreement

>

PURCHASE ORDER

of a
of goods or services

before orders are
placed with vendors

“Prop Q” PO (or “DPQO”)
Purchasing PO
Non-Purchasing PO
PO Release











COMPETITIVE SOLICITATIONS

m The City typically must use competitive bidding
procedures to select Suppliers

) CITY AND COUNTY OF SAN FRANCISCO
LOW B [ C/ OFFICE OF CONTRACT ADMINISTRATION

- Request for Proposa[s Jacl Fong, City Purchaser and Director
- Request for Qualifications, etc. RULES AND REGULATIONS

THE SAN FRANCISCO
ADMINISTRATIVE CODE, CHAPTER 21

December 2017

m Acquisition of goods and services governed by
City Administrative Code and rules &
regulations:

- Administrative Code Chapter 21
- OCA Chapter 21 Rules & Regulations et ey

=l
Ted. (415) 554-6743, Fax (415) 554-6717

- Administrative Code Chapter 14B (Local Business
Enterprise Requirements)

- CMD Chapter 14B Rules & Regulations

—  Other: Chapter 198, Chapter 12X, Chapter 12U,
Environment Code Ch. 2 & 5 (Green Purchasing Requirements), etc.




https://www.sfapproved.org/guide-city-staff



WAIVER OF COMPETITIVE SOLICITATION

OCA Waiver Request son
¢ | = Newrecord §

» Chapter 21 allows competitive S s
solicitations to be waived under ™=
Certaln Clrcu msta Nnces: % Professronal-Service

Save

* Only one source for the
gOOd Or SerV[Ce Briefly describe the product or service you are seeking and its business purpose

Briefly describe the product or service you are seeking and its business purpose

» Proprietary articles

Select the reason for this request. Based on your selection, a tab will appear below with questions

e Pilot t
l O ro eC Regulation 21.5(b): No Substitute for Product/Service and Only One Source (No Bid Required).

|:| Regulation 21.5(b): No Substitute for Product/Service but More than One Source (Bid Required).

[ ReClprocal agreemen ts I:I Regulation 21.5(c): Perishable foods

D Regulation 21.5(d): Proprietary Articles and Only One Source (No Bid Required)

Y O th er D Regulation 21.5(d): Proprietary Articles but More than One Source (Bid Required)
D Regulation 21.5(e): Pilot Project with a Term Not to Exceed Two Years

|:| Regulation 21.5(g): Federal Funds (If selected, no additional questions or information required)

= Wa |Ve rS m U St b e a D D roved bv I:I Regulation 21.16(b): Reciprocal Agreements with Other Public and Mon Profit Agencies
O C A D Regulation 21.16(c): Solicitations for Multiple Departments

D Regulation 21.30: Proprietary Software Licenses and Support and Proprietary Equipment Maintenance

« (OCA's Waiver Portal handles
these requests:

Repulation 21.5(b1)™ | Activities

If this request pertains to support for proprictary software licenses or equipment, OCA may approve this request pursuant to Admin Code Saction 21.20(d). However, departments must
still provide a response to each question below.

http://CCSfdt.SerVice— n OW_CO m 1. What is the purpose of this product or service?




http://ccsfdt.service-now.com/



TECHNOLOGY PROCUREMENTS

All digital products that contain or transmit data and/or interact with the City's
networks in some manner are deemed to be a Technology Purchase.

Computer hardware Software systems Software maintenance
Software customization services Telecommunications

m All technology purchases MUST go through the OCA
m  May be subject to review by the City's Department of Technology ("DT").

m Can NEVER be completed using Departmental Delegated Authority (aka Prop Q),
even if under $10,000.

Learn more special requirements for technology purchases in the
Technology Purchasing Guidebook:

https://sfgov.org/oca/option-1-technology-marketplace-contracts




https://sfgov.org/oca/option-1-technology-marketplace-contracts



SUPPLIER COMPLIANCE

Suppliers must comply with the San Francisco Administrative Code Chapter
12B Equal Benefits Ordinance — vendor must give equal benefits to
employees along with their domestic partners/spouses without discrimination

Exceptions to 12B can be made |if:
- Supplier is sole source for the purchase (requires waiver from CMD)
—  City has never spent > $5,000 with supplier during any given fiscal year

- Supplier has chosen to comply only for certain business locations (contract-by-contract
compliance)

Suppliers must also comply with the Treasurer & Tax Collector’s (TTX)
Business and Tax Regulation code, which requires every person engaging in

business within the City to register for business tax at:
Purchase Types

https://newbusiness.sfgov.org/vendor/

Chapter 12B Direct Link: http://sfgov.org/cmd/how-compl




https://newbusiness.sfgov.org/vendor/

http://sfgov.org/cmd/how-comply



OTHER SUPPLIER REQUIREMENTS

Depending on the type of purchase, Suppliers may need to comply
with additional regulations at the time of bidding and during
performance of the contract:

m Chapter 14B Local Business Enterprise Ordinance — subcontracting to LBEs
m Administrative Code Chapter 12P — Minimum Compensation Ordinance (MCO)
m Administrative Code Chapter 12Q — Health Care Accountability Ord. (HCAO)

m Administrative Code Chapter 12U — Sweatfree contracting
m Administrative Code Chapter 12X — Prohibited states

m Administrative Code Chapter 83 — First Source Hiring
m Chapter 21C — Prevailing Wage










TYPES OF CONTRACTS

Vi

Purchasing Purchasing Professional Construction Non
Contract Contract Services Contract Purchasing
(Citywide Term) (OMP) Contracts Contract

©






COMMODITIES
2$129,000
$10,000 - (Minimum
<$10,000
$ $129,000 Competitive
Amt).
No Solicitation Informal Formal
L Required Solicitation Solicitation
EXPEDITED CSC* APPROVAL® n/a n/a n/a
= (services only)
©)
(7]
FORMAL CSC APPROVAL® /. n/a /.
(services only)
CMD** LBE REQUIREMENTS*** n/a n/a n/a
> $10M or 10+
years
<
|_
O _
<
o
= OCA X X X
@)
O]

*Civil Service Commission
**Contract Monitoring Division

*** ocal Business Enterprise subconsulting participation requirements

<$10,000

No Solicitation
Required

GENERAL SERVICES

2$129,000
(Minimum
Competitive
Amt)

2$706,000

$10,000 -
$129,000

$10,000 —

<$10,000 $706,000

Informal
Solicitation

No Solicitation
Required

Formal
Solicitation

Informal
Solicitation

<$100k X <$100k
>$100k X >$100k X
>$64.5k X >$353k
> $10M or 10+ > $10M or 10+
years years
X X X X

tBoard of Supervisors
fOffice of Contract Administration
§ Or Board of Supervisors “Prop J” approval

(Threshold Amt.)

CH. 21 SOLICITATION THRESHOLDS & CONTRACT APPROVALS von-7)

<$100k

>$100k

waiver possible

> $10M or 10+
years

waiver required





CONTRACT BOILERPLATES

P-240 - Term Contract Template for Commodities
P-245 - Term Contract Template for Gen. Services
P-250 - Purchase Order Template

P-520 - Equipment Lease Template
P-530 - Equipment Maintenance Template

- Professional Services Template

— Professional Services Template (Individuals)
- Chapter 6 Professional Services Template
— Prof. Services Amendment Template

P-540 - Software Maintenance Template
P-545 - Software Licensing Template
P-642 - Software Development Template
P-648 - Software as a Service Template

- Assignment & Assumption Template
- Novation Template

G-100 - Grant Template
G-150 - Amendment Template





OCA CONTRACT REVIEW — CHECKLISTS & PROCEDURES

All contracts submitted to OCA for review and signature must
contain a completed checklist which can be found at:
https.//stgov.org/oca/multi-year-direct-contracting-checklists-
templates and submitted to OCA through ServiceNow.

m CL-100 (9-19): Services Contracts Certification Package Checklist

m CL-200 (9-19): Commodities/Software Contracts Certification
Package Checklist

m CL-300 (9-19): Equipment Lease Contracts Certification Package
Checklist

m CL-400 (9-19): Assignment and Assumption or Novation
Certification Packet Checklist



https://sfgov.org/oca/multi-year-direct-contracting-checklists-templates

https://sfgov.org/oca/multi-year-direct-contracting-checklists-templates

http://ccsfdt.service-now.com/



OCA CONTRACT REVIEW — CHECKLISTS & PROCEDURES

m All Departmental Chapter 21
contracts must be submitted to
OCA for review and signature.

m Effective January 1, 2020,
Departments must request
contract review via OCA's online
Contract Review Request Portal:

http://ccsfdt.service-now.com/

m Create the review request, and
attach the relevant completed

OCA Checklist prior to
submitting.

< = (JCA Contract Review - OCACPTO001027 ’& —~

— o
w— New record 0

Draft Under Review Complete

Please complete this form and attach appropriate OCA contracting checklist(s). Other than the contracting checklist, please do not attach any other document to this
request!
You will be notified once the OCA purchaser has been assigned to your contract.

OCA Contracting Checklists:

* CL-100 Services Contract Checklist {7 CL-100 (9-19).docx)

«  C1-200 Commodities and Software Contracts Checklist [D CL-200 (9-19).docx)

» CL-300 Equipment Lease Checklist {7} CL-300 (3-19).docx)

* CL-400 Assignment and Assumption;nd Movation Checklist { T CL-400 (9-19) docx)
* OMP-100 Contract Blanket Requests( i OMP-100 Checklist.d qu

Mumber | OCACPTOO0102T State | Draft
Contract docs - None - v Contract | Sailaja Kurella o @
uploaded in P57 Administrator
PS Contract D Department ADM (o} 6]
Contract Type - None -- r Contact Phone +14155546701
Signature type — Mone — v Watch list 5 5
Supplier and Contract details =~ Activities
Contract Start Date = Supplier 1D

Contract End Date Supplier Name

Contract NTE H 0.00
Amount



http://ccsfdt.service-now.com/navpage.do



PURCHASING PROCESS SUMMARY






COMMODITY/
GENERAL
SERVICE

COMMODITY/
GENERAL SERVICE

PROFESSIONAL SERVICES

NON-IT PURCHASING PROCESS: 1vricaL

<$10K
(“PROP Q”)

ONE-TIME
PURCHASE

ONE-TIME
PURCHASE

RECURRING
PURCHASE

DEFINED
SCOPE or
AS-NEEDED

DEFINED
SCOPE or
AS-NEEDED

N/A

REQUISITION

EMAIL OCA

N/A

N/A

3 QUOTES
(RECOMMENDED)

SOLICITATION
(e.g. LOW-BID)

SOLICITATION
(e.g LOW-BID, RFP)

N/A

SOLICITATION
(e.g. RFP, RFQ)

PURCHASING
PURCHASE TYPE REQUEST METHOD SOURCING METHOD INSTRUMENT

DEPARTMENTAL
PO

PURCHASING PO

TERM CONTRACT
+

PO RELEASE

P-600 CONTRACT
+

PO RELEASE

P-600
CONTRACT
+

PO RELEASE

RESPONSIBILITY

DEPARTMENT

OCA

OCA

DEPARTMENT
+ OCA

DEPARTMENT
+ OCA





HARDWARE THAT DOES NOT
REQUIRE SOFTWARE
LICENSING

- UB

ONE-TIME
PURCHASE

ONETIME
PURCHASE

OMETIME or

RECURRING
PURCHAS E

\—Oﬁxm IRRING

PURCHASE

DEFINED SCOPE
OR
AS-NEEDED

DEFINED SCOPE
OR

AS-NEEDED

REQUEST METHOD

REQUISITION
TO OCA

REQUISITION
TO OCA

N/A

N/A

IT PURCHASING PROCESS

PURCHASE TYPE

SOURCING METHOD

N/A

SOLICITATION
BY OCA

{e.g LOW-BIN

LOW BICY SOLICITATION
BY

BESTWVALUE

SOLICITATION BY DEPT

N/A

SOLICITATION
BY DEPT

[e.g. RFP}

PURCHASING

INSTRUMENT

PURCHASING PO

CONTRACT

CONTRACT

CONTRACT

CONTRACT

RESPONSIBILITY

DEPARTMENT
+ 0CA

DEPARTMENT
+ 0CA

DEPARTMENT
+ 0CA

DEPARTMENT
+ 0CA

DEPARTMENT
+0CA

DEPARTMENT
+ 0CA






PURCHASING

?, : ONETIME REQUISITION DEPARTMENT
§§% PURCHASE TO OCA N/A PURCHASING PO + OCA
§a%
yEs SOLICITATION
23 ONETIME REQUISITION BY OCA —_ H\ - DEPARTMENT
g;ﬂ' PURCHASE TO OCA Lowain . +0CA
: (e.g. LOW- e I\P
PURCHASING
<$25K (Tier1 &2) ONETIME or
-=$:|_'Lol|{ o RECURRING HEQUI{S},ET;ION T0 N/A el DEP,iH[‘JTé\:lENT
PURCHASE E—‘P
: . ONETIME or N MP\ '
> $25K (Tierd &2) REQUISITIO \—O@ DEPARTMENT
OCA EASE
>$110K (Tier 3) RECURRING 6 PO RELEASE o

PURCHA= _‘Ec Cu\g,%w_mm
US\NG QLJCSI:&E RE QIGINN’TS}RA DEPARTMENT

N/A PO RELEASE

ASNEEDED +O0A
. DEFINED SCOPE
>§25K (Tier1 &2) . REQUISITION TO SOLICHATILMN tx e DEPARTMENT
>$UI0K (Tier3) _ SITINC S 3)) i (e.g RFP) ST






QUESTIONS?

Contact OCA:

415-554-6743
oca@sfgov.org
https.//stgov.org/oca/purchasing-and-contracting-quidelines

OCA Intro to Procurement Training (aka "Purchasing 101") & Prop Q
Training will be available on SF Employee Learning via the
Employee Portal




mailto:oca@sfgov.org

https://sfgov.org/oca/purchasing-and-contracting-guidelines

https://epuelmi-bifrost.sfgov.org/psp/elprd/EMPLOYEE/ELM/h/?tab=LM_LEARNING_DASHBOARD
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