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I.
Overview and Schedule
As a component of the Fillmore Economic Action Plan ("FEAP") commitment to support neighborhood-based micro businesses, including mobile food carts and artisan crafts businesses, the City and County of San Francisco Mayor's Office of Economic and Workforce Development ("OEWD") is issuing this request for proposals ("RFP") for a grant to create and administer the Fillmore Forgivable Loan Program ("Program").  The Program would be an economic development loan program serving small business owners and entrepreneurs in San Francisco’s Western Addition neighborhood by providing short-term, zero-interest, forgivable micro-loans of Program funds to Western Addition residents that are launching a microenterprise business.  OEWD seeks a grantee that is a community-based, 501(c)(3) non-profit organization that would design and operate the Program.
During summer of 2011, OEWD and FEAP, in partnership with two nonprofit organizations, La Cocina, Inc. ("La Cocina"), and the South of Market Foundation, dba Urban Solutions ("Urban Solutions"), provided a 12-week workshop series for people interested in launching a mobile food or artisanal craft sales business.  OEWD and FEAP wish to assist qualified graduates of the workshop series who wish to launch a mobile food or artisanal craft retail business in San Francisco ("Program Applicants").  OEWD/FEAP has reserved $30,000 to fund the Program.  
The selected grantee would use the grant funds to create and operate the Program.  The first steps would be determining minimum Program borrower qualifications and loan amounts that optimize a borrower's success in launching a new business and identifying benchmarks that Program borrowers must meet to receive distributions of loan proceeds and/or to trigger forgiveness of a Program loan.  Subsequently, the grantee would select Program Applicants that meet the minimum qualifications for Program borrowers, make the Program loans to eligible Program Applicants (including the execution of appropriate loan documents), administer the Program, including the distribution of Program loan proceeds, track Program borrowers' compliance with designated benchmarks, report on the status of Program operations, and seek repayment of loans by defaulting Program borrowers.
Grant proposals must be submitted by 5:00 pm on February 16, 2012.  The selected grant recipient will be selected by February 29, 2012. Subsequently OEWD and the selected grant recipient will finalize the Program design in the grant agreement signed by the grant recipient.
II.
Program Design

A.
Program Objective 

OEWD wishes to support the creation, operation and administration the Program. OEWD will award up to $30,000 to the selected grantee to create, operate and administer the Program by performing the grant objectives identified in this RFP and the final grant agreement. At least 83% of awarded funds must be used to make Program loans.  No more than 17% of the awarded funds may be expended to cover Eligible Costs incurred by the selected grantee in creating and administering the Program and performing its grant objectives.

B.
Grant Objectives

The selected grantee will be expected to complete the following activities:

· Program Creation. The grantee will design the Program, based on requirements described in this RFP and the grant agreement signed by such grantee.  Grantee will prepare a form of loan agreement, promissory note, security agreement, and any other commercially reasonable loan documents ("Loan Documents") to be used in making Program loans, and obtain OEWD's approval of the final form of Loan Documents.  The grantee will establish minimum qualifications for Program borrowers and guidelines to determine Program loan amounts to ensure the likelihood that Program borrowers successfully perform their loan obligations.
· Loan Distribution and Tracking. The grantee will review Program loan applications, select eligible Program borrowers from Program Applicants and manage and disburse loans made to eligible Program borrowers, including the maintenance of commercially reasonable records to track the disbursement and status of loaned Program funds. The Program is anticipated to serve between 5 and 10 clients, with loans ranging from approximately $1,000 to $5,000. Any Program loan that exceeds $5,000 would require OEWD approval.  No Program loan shall exceed $10,000.

· Case Management. The grantee will maintain a file for Program Applicants and Program borrowers (each, a "Client") and document all communication with Clients. For each Client, Grantee shall create a written action plan use of Program loan funds, with agreed upon goals, estimated timeline for completing each milestone, and check-in dates with Program case managers for follow-up.  Grantee shall timely and diligently review all submitted Program applications and process Program loans to approved Clients.

· Business Advising. The grantee will provide technical assistance to each Client as needed, including refinement of a Client's business plans, review of financial projections, and referral to other business services and technical assistance providers.

· Reporting. The grantee will provide quarterly reports to OEWD that include a summary for each Client, the status of each Program loan, and grantee's use of Program funds for Eligible Costs.

· Coordination with Project Team. The grantee is expected to participate in regular (not more than one per month) meetings with a project team designated by OEWD (including OEWD staff, Urban Solutions, and La Cocina) to ensure the successful creation and administration of the Program and coordination with similar OEWD and FEAP economic development programs for the Western Addition.


The selected grant recipient will also be expected to complete any additional activities identified by OEWD in its grant agreement with grantee.


C.
Program Term 


The grant term will begin as soon as OEWD and the selected grantee execute a grant agreement (anticipated early 2012) and will continue for thirty (30) months.  


D.
Loan Program Description

Within one (1) month of signing the grant agreement, the selected grantee will submit its proposed Program design and draft Loan Documents to OEWD for review.  The proposed Program design and draft Loan Documents must be in a form approved by OEWD, the San Francisco City Attorney and other appropriate City staff.  OEWD expects the Program to include the following terms:

1.
Forgivable Loan Eligibility Requirements.  Eligibility is restricted to Program Applicants who meet these criteria:
· Clear demonstration of:

· Business plan that is viable and realistic (including business description and vision, definition of market, marketing and sales strategy, financing plan, and cost and revenue projections).

· Entrepreneurial readiness.

· Quality product.

· Explicit plan for how the awarded funds would be spent.
· Commitment to launch a mobile food or artisanal craft business in San Francisco.
2.
Use of Program Loan Funds.  Program loan funds shall be used toward equipment, capital expenditures, permitting and licensing costs, and other expenses related to starting a Program borrower's business. 
3.
Terms.
· Zero interest and no closing fees.

· Loan term of 2 years 

· Each borrower's loan agreement shall require borrower to use commercially reasonable efforts to operate its business within San Francisco for two years.

· Program administrator will make disburse loan proceeds based on invoices submitted by borrowers for approved costs.  Such disbursements shall be made directly to the vendors that provided the materials or services identified in the approved invoices.

· The loans will be forgiven if a borrower meets specified benchmarks.  The Program design will identify certain benchmarks—e.g., obtaining permits, completing financial documents, one year of business operation, etc.—that must be met in order for the business owner to access the loan funds and/or to trigger loan forgiveness. Specific loan forgiveness terms must be designated in the final Program design approved by OEWD.


4.
Default.  A borrower will be in default under its loan if borrower ceases business operations within San Francisco during the 2-year period immediately following its initial receipt of Program loan proceeds. In case of default, loan recipient must repay the loan by utilizing any remaining business assets. Depending on the circumstances of business closure, outlined in the Program design, grantee would have the right to forgive loan repayment.

5.
Program Schedule
1 month of signing grant agreement:
Grantee submits proposed Program design and draft Loan Documents to OEWD for review and comment

3 months of signing grant agreement:
Outside date for OEWD and grantee to mutually agree to final Program design and Loan Documents 

3-30 months of signing grant agreement: 
Grantee accepts and reviews Program loan applications, meets with Clients, makes Program loans to eligible Program borrowers, monitors Program borrower compliance with loan requirements, and recovers loan proceeds from defaulting borrowers 

30 months of signing grant agreement:
Grantee returns grant funds not used for grantee's Eligible Costs or to make Program loans and any grant funds recovered from defaulting Program borrowers.  
 III.
Application Process
Organizations interested in applying for this RFP must submit an application to OEWD by 5:00 pm on February 16, 2012.  Applicants are encouraged to contact OEWD in advance of the deadline with any questions.  For questions, please contact Jordan Klein, Neighborhood Economic Development Program Manager, (415) 554-6645, jordan.klein@sfgov.org.

A.
Application Review

Applications will be reviewed by a committee ("Review Committee") comprised of OEWD staff.  The Review Committee may also include staff from the Office of the District Supervisor for the Western Addition.  Applications will be evaluated on the following criteria:  existing organizational capacity of the respondent, strength of the submitted proposal, and viability of the proposed program budget.

B.
Applicant Requirements and Guidelines

The following are the requirements and guidelines for applicants:

· Eligible Applicants

· Organizational Capacity

· Board of Directors/Leadership/Stability

· General City Grant Requirements

· Additional Local Requirements

· Extendibility of Procurement Justification

· Collaborations

· Conditions of Proposal

· Protest Procedures

· Cancellation

C.
Eligible Applicants

501(c)(3) registered non-profit corporations with programs based in San Francisco.  Applicants should have a Board of Directors with a minimum of seven (7) members that reflect the diversity of the program(s) and clients being served.

D.
Organizational Capacity

Qualified applicants must demonstrate the following capacity:

· Qualified applicants have extensive experience working in and serving clients from the Western Addition community.

· Qualified applicants are certified Community Development Financial Institutions and/or have at least five years of experience assisting clients with loan packaging, business loan compliance, business planning, financial projections and management, and other business startup and expansion activities. Qualified applicants can demonstrate a clear track record of efficiently and effectively creating and administering loan programs and achieving economic development outcomes.
· Qualified applicants shall have experience managing public grants.
E.
Board of Directors/Leadership/Stability

· Board and staff must have broad based experience and skills to satisfactorily manage and guide the organization 

· The Board of Directors must provide vision, oversight and direction to the organization 

· The Board of Directors should include San Francisco residents or demonstrate knowledge of the needs of low and moderate income San Franciscans. Representation on the board of low income residents and from the target neighborhood/population is encouraged.

F.
General City Grant Requirements

All applicants must comply with each of the following:

1. Applicants must demonstrate a history of meeting outcome requirements for other similar programs.

2. Successful applicants must comply with all applicable local government regulations.

3. Successful applicants must comply with all reporting and monitoring requirements to capture the overall efficacy of this funding opportunity and of the specific program(s).  

4. Successful applicants must provide proof of insurance during the grant negotiation process.

5. Successful applicants must either be an approved City vendor or be able to meet all City vendor requirements and not be on the City Vendor Debarred list.  All applicants must be able to become an approved City vendor within ten days of notice of award.  Subgrantees are not required to be City-approved vendors; only the lead organization or fiscal sponsor must be City-approved. Vendor application packets can be obtained from the Office of Contract Administration at City Hall, Room 430, 1 Dr. Carlton B. Goodlett Place San Francisco, California 94102 or downloaded from their website at http://www.sfgov.org/oca. 

6. Successful applicants must confirm they:

(i)
Are not listed on the General Services Administration’s List of Parties Excluded from Federal Procurement or Non-procurement Programs in accordance with Executive Orders 12549 and 12689, “Debarment and Suspension.’’ This list includes the names of parties debarred, suspended, or otherwise excluded by agencies, and the names of contractors declared ineligible under statutory or regulatory authority other than Executive Order 12549;
(ii)
Have not, within the previous three years been convicted or had a civil judgment rendered against them for commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a public (Federal, State, or local) transaction or contract under a public transaction; violation of Federal or State antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property;
(iii)
Are not presently indicted or otherwise criminally or civilly charged by a government entity (Federal, State or Local) with commission of any of the offenses enumerated in subsection above; and,
(iv)
Have not, within the previous three years, had one or more public transactions (Federal, State or local) terminated for cause or default; or
(v)
Are otherwise not presently debarred, suspended, proposed for debarment, or declared ineligible or voluntarily excluded from covered transactions by any Federal department or agency.
G.
Additional Local Requirements

Funds are subject to numerous local requirements which are listed below:

1. Accessibility:  Programs and services must be accessible to persons with disabilities.  Program access can be achieved in many cases without having to alter the existing facility.

2. Non-Discrimination:  Agencies must comply with federal and San Francisco Human Rights Commission (HRC) prohibitions against discrimination in fair housing and equal employment opportunity, and in awarding grants.  Agencies must also comply with the Equal Benefits Ordinance for domestic partners.  Additional information concerning these items can be found on the HRC website at  http://www.sfgov.org/site/sfhumanrights_index.asp.

3. Environmental Review:  Agencies must complete this review before funds can be utilized.

4. Procurement:  Projects must comply with federal conflict of interest regulations, and regulatory procedures for obtaining and granting for goods and services.

5. Ineligible Reimbursements:  Funds for activities occurring prior to the commencement date of the grant agreement cannot be reimbursed.

6. Religious Activity:  Funds may not be used for religious purposes or for the improvements of property owned by religious entities except where the grant recipient is a secular non-profit organization with a long term lease.

7. Political Activity:  No federal funds received through this RFP shall be used to provide financial assistance for any program that involves political activities.  Grantee shall comply with the provisions of the Hatch Act (U.S.C. 1501-1508 and 7324-7328), which limit the political activities of employees whose principal employment activities are funded in whole or in part with Federal funds. In addition, proposers must comply with Section 1.126 of the San Francisco Campaign and Governmental Conduct Code.  Details can be found at:  http://www.sfgov.org/site/ethics_index.asp?id=13730
IV.
Submission Requirements

A.
Time and Place for Submission of Proposals

Proposals must be received by 5:00 p.m., on February 16, 2012.  Postmarks will not be considered in judging the timeliness of submissions.  Late submissions will not be considered. Proposals may be emailed to Jordan Klein at jordan.klein@sfgov.org or delivered in person to the following address:
Mayor’s Office of Economic and Workforce Development

City Hall, Room 448

San Francisco, CA 94102

Any proposer submitting a proposal in person shall place the proposal and two copies of required HRC Forms in a sealed envelope clearly marked Fillmore Forgivable Loan Program Grant to the above location.  Proposals that are submitted by fax will not be accepted.  Late submissions will not be considered.

B.
Content

Firms interested in responding to this RFP must submit a written proposal with the following information, in the order specified below.  The total length of a proposal should not exceed 10 pages / 5,000 words
1.
Organization Background Contact Information:  
· Organization Name, Address, Website

· Provide a brief description of your organization, including mission, history, and a list of programs. 

· Executive Director Name, Phone Number, and E-mail Address
· Contact Person Name, Title, Phone Number, and E-mail Address

2.
Organization Qualifications

· Describe your organization’s existing economic development services, and how entrepreneurs, small businesses, and San Francisco residents benefit from those services. Demonstrate a logical relationship between the organization, its mission, and the proposed program.
· Describe your organization’s experience serving the Western Addition community.
· Describe your organization’s experience managing loans or grants directly to business owners.

3.
Staff Qualifications

· Identify the individuals who will work on this project on behalf of your organization. Include name, job title, organization, skills and experience. 
· Discuss fiscal and data management staff experience.

4.
Program Design
· Explain how you will implement the program described above in the Overview section (Section I) and the Program Design section (Section II). Be as specific as possible regarding the work plan, implementation steps, staff activities, and anticipated timeline. Address each of the following questions:

· Describe your case management model and how frequently and the methods used to engage and communicate with clients. .

· List some sample steps that will be necessary for the clients to take in order to access loan funds. (These requirements may vary by client.) 

· What limitations, if any, will be placed on the clients’ expenditures of funds?

· How will you administer funds? E.g., do you propose to release funds directly to the client, make payments directly to vendors, or some combination thereof?

· List some sample achievements that will trigger forgiveness of the loan. (These may vary by client.)

5.
Evaluation/Communications
· Describe how you will evaluate the impact of the Pprogram. What format do you propose to use to report back to OEWD? Include specific quantitative and qualitative measures.
· Describe how your organization proposes to communicate with OEWD to report on each Client's progress, achievements and challenges during the term of the grant.

6.
Program and Agency Budget
· Attach a copy of your agency’s budget for the current fiscal year. The budget should include all sources of income, and all expenditures broken down by program area and/or expenditure type.
· Provide a budget for administrative expenses in performing the grant objectives, using the table below (or an appropriate alternative format):

	Item



	Amount
	Notes/Explanation

	Salaries
	
	(Include detailed salary information: Staff member, anticipated number of hours to be dedicated to Program and hourly rate)

	Fringe Benefits
	
	

	Contractual Services
	
	

	Equipment
	
	

	Insurance
	
	

	Space Rental
	
	

	Supplies
	
	

	Telecommunications
	
	

	Travel/Conferences 
	
	

	Utilities
	
	

	Other  
	
	


C.
Extendibility of Procurement Justification

This RFP procurement process, and the proposals received as a result of it, may be used to justify grant funding decisions for other similar services and/or other funding that becomes available through OEWD or any other City Department.

D.
Collaborations

Collaborative consortia, joint ventures or a team of organizations with complementary skills and experience are permitted and highly encouraged to respond to this RFP.  

E.
Lead Agencies  
Proposals from collaborative consortia, joint ventures, or teams must designate a lead agency that will serve as the fiscal agent for the partners.  This lead agency or organization will be responsible and accountable for effectively and efficiently planning, managing and delivering the services and activities described in this RFP, while providing excellent customer service and achieving the granted performance outcomes.  The lead agency must also demonstrate the management and financial capability needed to effectively and efficiently deliver the program proposed and account for the grant funds. 
F.
Subgranting  

Applicants may include subgrant arrangements with other organizations; however, these arrangements must be made prior to submission of the proposal.  Confirmation of a memorandum of understanding or other formal agreement between the applicant and subgrantee may be requested by OEWD.

G.
Severability of Collaborative Proposals 
OEWD, and/or any other City departments who use this RFP solicitation as a procurement process for other funds, reserve the right, at their own discretion, to fund select activities or partners, (and remove or eliminate others) within a proposal submitted by a collaborative or group of agencies.

H.
Conditions of Proposal

1. A proposer may revise a proposal on the proposer’s own initiative at any time before the deadline for submission of proposals.  The proposer must submit the revised proposal in the same manner as the original.  A revised proposal must be received on or before the proposal due date.  In no case will a statement of intent to submit a revised proposal, or commencement of a revision process, extend the proposal due date for any proposer.

2. Applicant agrees that submission of a proposal properly completed and signed off by an owner or officer of the proposing firm, agency, or organization who is duly authorized to bind the applicant, shall constitute an agreement to accept all conditions, provisions, requirements, and specifications contained in the City and County of San Francisco Request for Proposals.  It is the responsibility of the lead agency to ensure that all named partners are in agreement with the proposal prior to submission.  The Proposal shall be binding for no less than one hundred twenty (120) days.  The grantee must comply with City and County ordinances and contracting requirements.  For more detailed information, see the Office of Contract Administration website at http://www.sfgov.org/site/oca.  The grant requirements include general liability and auto insurances, compliance with equal benefits ordinance, and current SF business tax certificate, if applicable.

3. Applicant agrees that all costs incurred in developing this proposal are the Applicant’s responsibility and at the Applicant’s cost.

4. Applicant agrees to provide adequate staff to carry out the project and to work with City staff in ensuring that all provisions in the grant agreement are met, including timely reporting using City client tracking reporting systems.
5. Applicant understands and agrees that any proposal may be rejected if it is conditional, incomplete, and/or deviates from the specifications contained in this City and County of San Francisco Request for Proposals.  Applicant further understands and agrees that the City’s representatives have the right to reject any or all proposals or to waive deviations, which are immaterial to performance.  Applicant understands and agrees that minor defects may be waived at the discretion of the City.  The waiver will not excuse an applicant from full performance if Applicant should be awarded the grant.  Justification supporting the reason for any type of rejection will be submitted to the Applicant.

6. In accordance with San Francisco Administrative Code Section 67.24(e), bids, responses to RFPs and all other records of communications between the City and persons or firms seeking grant shall be open to inspection immediately after a grant has been awarded.  Nothing in this provision requires the disclosure of a private person’s or organization’s net worth or other proprietary financial data submitted for qualification for a grant or other benefits until and unless that person or organization is awarded the grant or benefit.  Information provided which is covered by this paragraph will be made available to the public upon request.

I
Process

The City will verify that the proposals have met all the requirements to be considered responsive.  Failure to comply with the proposal requirements contained in this RFP may result in elimination of that proposal from consideration.  All responsive proposals will then be submitted to the Review Committee for scoring.  

1. The City may contact the applicants to clarify any portion of the proposal.  All questions to the applicants will be submitted in writing and the answers, in writing, will be submitted, along with the proposals, to the Review Committee for scoring.

2. The Review Committee will review and score all responsive proposals.

3. The City will select the members of the Review Committee.

4. Any attempt by an applicant to contact a member of the Review Committee during the proposal review process may result in the elimination of that proposal from consideration.

5. After the Review Committee has concluded its evaluation and scoring of the proposals, the results will be submitted to the Director of OEWD, and the appropriate oversight bodies, if appropriate, for review and determination of the award.  The tentative awardees whose proposal(s) are determined to meet the needs of the City will be recommended to negotiate a grant.

6. All applicants will be notified of the results of the evaluation scoring in writing.

7. The tentative award may be conditioned on inclusion of changes/additional terms.  Negotiations over the specific terms and language may be required before submission to the Civil Services Commission for approval, if applicable.

8. If the City is unable to negotiate a satisfactory agreement with the winning applicant(s), the City may terminate negotiations with that applicant and proceed to negotiate with other qualified applicants in the order of their ranking in the evaluation process.  This process may be repeated until a satisfactory grant agreement has been reached.

9. Final award of the grant may be subject to approval by the Civil Service Commission, Board of Supervisors, Mayor, or other governing body.
V.
Evaluation and Selection Criteria 
A.
Minimum Qualifications

Any proposal that does not demonstrate that the proposer meets the requirements described in Section III by the deadline for submittal of proposals will be considered non-responsive and will not be eligible for award of the grant.

B.
Selection Criteria

The proposals will be evaluated by the Review Committee.  The City intends to evaluate the proposals generally in accordance with the criteria itemized below.  Up to three of the firms with the highest scoring proposals will be interviewed by the committee to make the final selection. 
1.
Project Approach (50 points)

· Understanding of the project and the tasks to be performed, etc.

· Reasonableness of work schedule and fee proposal.
2.
Assigned Project Staff (20 points)

· Recent experience of staff assigned to the project and a description of the tasks to be performed by each staff person; and

· Professional qualifications and education; and

· Workload, staff availability and accessibility.

3.
Experience of Firm and Subconsultants (20 points)

· Expertise of the firm and subconsultants in the fields necessary to complete the tasks; and

· Quality of recently completed projects, including adherence to schedules, deadlines and budgets; and

· Experience with similar projects; and

· Results of reference checks. 

4.
Oral Interview (10 points)

· Following the evaluation of the written proposals, the three proposers receiving the highest scores will be invited to an oral interview.  The interview will consist of standard questions asked of each of the three proposers. 
· The Review Committee will determine the final proposal scores and grantee selection by combining the written scores with the oral interview scores. 

VI.
Grant Award 

OEWD will select a proposer with whom OEWD staff shall commence grant negotiations.  The selection of any proposal shall not imply acceptance by the City of all terms of the proposal, which may be subject to further negotiations and approvals before the City may be legally bound thereby.  If a satisfactory grant agreement cannot be negotiated in a reasonable time, OEWD, in its sole discretion, may terminate negotiations with the highest ranked proposer and begin grant negotiations with the next highest ranked proposer.

VII.
Terms and Conditions for Receipt of Proposals
A.
Errors and Omissions in RFP
Proposers are responsible for reviewing all portions of this RFP.  Proposers are to promptly notify OEWD, in writing, if the proposer discovers any ambiguity, discrepancy, omission, or other error in the RFP.  Any such notification should be directed to the OEWD promptly after discovery, but in no event later than five working days prior to the date for receipt of proposals.  Modifications and clarifications will be made by addenda as provided below.
B.
Inquiries Regarding RFP
Inquiries regarding the RFP and all oral notifications of an intent to request written modification or clarification of the RFP, must be directed by email to Jordan Klein at jordan.klein@sfgov.org.
C.
Objections to RFP Terms
Should a proposer object on any ground to any provision or legal requirement set forth in this RFP, the proposer must, not more than ten calendar days after the RFP is issued, provide written notice to OEWD setting forth with specificity the grounds for the objection.  The failure of a proposer to object in the manner set forth in this paragraph shall constitute a complete and irrevocable waiver of any such objection.
D.
Change Notices
OEWD may modify the RFP, prior to the proposal due date, by issuing Change Notices, which will be posted on the website.  The proposer shall be responsible for ensuring that its proposal reflects any and all Change Notices issued by OEWD prior to the proposal due date regardless of when the proposal is submitted.  Therefore, the City recommends that the proposer consult the website frequently, including shortly before the proposal due date, to determine if the proposer has downloaded all Change Notices.
E.
Revision of Proposal

A proposer may revise a proposal on the proposer’s own initiative at any time before the deadline for submission of proposals.  The proposer must submit the revised proposal in the same manner as the original.  A revised proposal must be received on or before the proposal due date.  In no case will a statement of intent to submit a revised proposal, or commencement of a revision process, extend the proposal due date for any proposer.

At any time during the proposal evaluation process, OEWD may require a proposer to provide oral or written clarification of its proposal.  OEWD reserves the right to make an award without further clarifications of proposals received.
F.
Errors and Omissions in Proposal
Failure by OEWD to object to an error, omission, or deviation in the proposal will in no way modify the RFP or excuse the vendor from full compliance with the specifications of the RFP or any grant awarded pursuant to the RFP.
G.
Financial Responsibility
The City accepts no financial responsibility for any costs incurred by a firm in responding to this RFP.  Submissions of the RFP will become the property of the City and may be used by the City in any way deemed appropriate.
H.
Proposer’s Obligations under the Campaign Reform Ordinance
Proposers must comply with Section 1.126 of the San Francisco Campaign and Governmental Conduct Code, which states:
No person who contracts with the City and County of San Francisco for the rendition of personal services, for the furnishing of any material, supplies or equipment to the City, or for selling any land or building to the City, whenever such transaction would require approval by a City elective officer, or the board on which that City elective officer serves, shall make any contribution to such an officer, or candidates for such an office, or committee controlled by such officer or candidate at any time between commencement of negotiations and the later of either (1) the termination of negotiations for such contract, or (2) three months have elapsed from the date the contract is approved by the City elective officer or the board on which that City elective officer serves.
If a proposer is negotiating for a grant that must be approved by an elected local officer or the board on which that officer serves, during the negotiation period the proposer is prohibited from making contributions to:
•
the officer’s re-election campaign
•
a candidate for that officer’s office
•
a committee controlled by the officer or candidate.
The negotiation period begins with the first point of contact, either by telephone, in person, or in writing, when a contractor approaches any city officer or employee about a particular contract, or a city officer or employee initiates communication with a potential contractor about a contract.  The negotiation period ends when a contract is awarded or not awarded to the contractor.  Examples of initial contacts include:  (1) a vendor contacts a city officer or employee to promote himself or herself as a candidate for a contract; and (2) a city officer or employee contacts a contractor to propose that the contractor apply for a contract.  Inquiries for information about a particular contract, requests for documents relating to a Request for Proposal, and requests to be placed on a mailing list do not constitute negotiations.
Violation of Section 1.126 may result in the following criminal, civil, or administrative penalties:
1.
Criminal.  Any person who knowingly or willfully violates Section 1.126 is subject to a fine of up to $5,000 and a jail term of not more than six months, or both.
2.
Civil.  Any person who intentionally or negligently violates Section 1.126 may be held liable in a civil action brought by the civil prosecutor for an amount up to $5,000.
3.
Administrative.  Any person who intentionally or negligently violates Section 1.126 may be held liable in an administrative proceeding before the Ethics Commission held pursuant to the Charter for an amount up to $5,000 for each violation.
For further information, proposers should contact the San Francisco Ethics Commission at (415) 581-2300.
I.
Sunshine Ordinance

In accordance with San Francisco Administrative Code Section 67.24(e), contractors’ bids, responses to RFPs and all other records of communications between the City and persons or firms seeking contracts shall be open to inspection immediately after a contract has been awarded.  Nothing in this provision requires the disclosure of a private person’s or organization’s net worth or other proprietary financial data submitted for qualification for a contract or other benefits until and unless that person or organization is awarded the contract or benefit.  Information provided which is covered by this paragraph will be made available to the public upon request.

J.
Public Access to Meetings and Records

If a proposer is a non-profit entity that receives a cumulative total per year of at least $250,000 in City funds or City-administered funds and is a non-profit organization as defined in Chapter 12L of the San Francisco Administrative Code, the proposer must comply with Chapter 12L.  The proposer must include in its proposal (1) a statement describing its efforts to comply with the Chapter 12L provisions regarding public access to proposer’s meetings and records, and (2) a summary of all complaints concerning the proposer’s compliance with Chapter 12L that were filed with the City in the last two years and deemed by the City to be substantiated.  The summary shall also describe the disposition of each complaint.  If no such complaints were filed, the proposer shall include a statement to that effect.  Failure to comply with the reporting requirements of Chapter 12L or material misrepresentation in proposer’s Chapter 12L submissions shall be grounds for rejection of the proposal and/or termination of any subsequent Agreement reached on the basis of the proposal.  

K.
Reservations of Rights by the City

The issuance of this RFP does not constitute an agreement by the City that any contract will actually be entered into by the City.  The City expressly reserves the right at any time to:

1.
Waive or correct any defect or informality in any response, proposal, or proposal procedure;

2.
Reject any or all proposals;

3.
Reissue a Request for Proposals;

4.
Prior to submission deadline for proposals, modify all or any portion of the selection procedures, including deadlines for accepting responses, the specifications or requirements for any materials, equipment or services to be provided under this RFP, or the requirements for contents or format of the proposals; 

5.
Procure any materials, equipment or services specified in this RFP by any other means; or

6.
Determine that no project will be pursued.

L.
No Waiver

No waiver by the City of any provision of this RFP shall be implied from any failure by the City to recognize or take action on account of any failure by a proposer to observe any provision of this RFP. 

VIII.
Grant Requirements

A.
Standard Grant Provisions

The successful proposer will be required to enter into a grant agreement substantially in the form attached hereto as Appendix B ("Agreement").  Failure to timely execute the Agreement, or to furnish any and all insurance certificates and policy endorsement, surety bonds or other materials it requires, shall be deemed an abandonment of a proposal.  The City, in its sole discretion, may select another firm.

Proposers are urged to pay special attention to the requirements of Administrative Code Chapters 12B and 12C, Nondiscrimination in Contracts and Benefits, (§16.2 in the Agreement);; the Minimum Compensation Ordinance (§16.8 in the Agreement); and applicable conflict of interest laws (§8.4 in the Agreement), as set forth in paragraphs B, C, D, and E below.
B.
Nondiscrimination in Contracts and Benefits 

The successful proposer will be required to agree to comply fully with and be bound by the provisions of Chapters 12B and 12C of the San Francisco Administrative Code.  Generally, Chapter 12B prohibits the City and County of San Francisco from making grants to any entity that discriminates in the provision of benefits between employees with domestic partners and employees with spouses, and/or between the domestic partners and spouses of employees.  The Chapter 12C requires nondiscrimination in contracts in public accommodation.  Additional information on Chapters 12B and 12C is available on the HRC’s website at www.sfhrc.org.

C.
Minimum Compensation Ordinance (MCO)

The successful proposer will be required to agree to comply fully with and be bound by the provisions of the Minimum Compensation Ordinance (MCO), as set forth in San Francisco Administrative Code Chapter 12P.  Generally, this Ordinance requires contractors to provide employees covered by the Ordinance who do work funded under the contract with hourly gross compensation and paid and unpaid time off that meet certain minimum requirements.  For the contractual requirements of the MCO, see Section 16.8.
For the amount of hourly gross compensation currently required under the MCO, see www.sfgov.org/olse/mco.  Note that this hourly rate may increase on January 1 of each year and that contractors will be required to pay any such increases to covered employees during the term of the contract.

Additional information regarding the MCO is available on the web at www.sfgov.org/olse/mco.

D.
Conflicts of Interest

The successful proposer will be required to agree to comply fully with and be bound by the applicable provisions of state and local laws related to conflicts of interest, including Section 15.103 of the City's Charter, Article III, Chapter 2 of City’s Campaign and Governmental Conduct Code, and Section 87100 et seq. and Section 1090 et seq. of the Government Code of the State of California.  The successful proposer will be required to acknowledge that it is familiar with these laws; certify that it does not know of any facts that constitute a violation of said provisions; and agree to immediately notify the City if it becomes aware of any such fact during the term of the Agreement.

Individuals who will perform work for the City on behalf of the successful proposer might be deemed consultants under state and local conflict of interest laws.  If so, such individuals will be required to submit a Statement of Economic Interests, California Fair Political Practices Commission Form 700, to the City within ten calendar days of the City notifying the successful proposer that the City has selected the proposer.

IX.
Protest Procedures

A.
Protest of Non-Responsiveness Determination

Within ten (10) calendar days of the City’s issuance of a notice of non-responsiveness, any respondent that has submitted a proposal and believes that the City has incorrectly determined that its proposal is non-responsive may submit a written notice of protest.  The notice of protest must include a written statement specifying in detail each and every one of the grounds asserted for the protest.  The protest must be signed by an individual authorized to represent the respondent, and must cite the law, rule, local ordinance, procedure or RFP provision on which the protest is based.  In addition, the protestor must specify facts and evidence sufficient for the City to determine the validity of the protest.

B.
Protest of Grant/Contract Award

Within 10 calendar days of the City’s issuance of a notice of intent to award the contract, any respondent that has submitted a responsive proposal and believes that the City has incorrectly selected another respondent for award may submit a written notice of protest.  

The notice of protest must include a written statement specifying in detail each and every one of the grounds asserted for the protest.  The protest must be signed by an individual authorized to represent the respondent, and must cite the law, rule, local ordinance, procedure or RFP provision on which the protest is based.  In addition, the protestor must specify facts and evidence sufficient for the City to determine the validity of the protest.

C.
Delivery of Protests

All protests must be received by 5:00 p.m. of the due date.  If a protest is mailed, the protestor bears the risk of non-delivery within the deadlines specified herein.  Protests should be transmitted by a means that will objectively establish the date the City received the protest.  Protests or notice of protests made orally (e.g., by telephone) or via e-mail will not be considered.  
If the City determines that a meeting with the party submitting the appeal is necessary, such meeting will be scheduled within ten (10) calendar days of the receipt of a protest to review and attempt to resolve the protest.
Protests must be delivered to:
OEWD Director
Office of Economic & Workforce Development
City Hall, 1 Dr. Carlton B Goodlett Place, Room 448 
San Francisco, CA 94102

D.
Cancellation
The procurement process for this RFP or any of its component Proposal Areas or Modules may be delayed, suspended, or canceled if the City determines that such action is in the best interest of the City.
Appendix A
Standard Forms

Before the City can award any grant to a grantee, that contractor must file three standard City forms (items 1-3 on the chart).  Because many grantees have already completed these forms, and because some informational forms are rarely revised, the City has not included them in the RFP package.  Instead, this Appendix describes the forms, where to find them on the Internet (see bottom of page 2), and where to file them.  If a contractor cannot get the documents off the Internet, the contractor should call (415) 554-6248 or e-mail Purchasing (purchasing@sfgov.org) and Purchasing will fax, mail or e-mail them to the contractor.

If a contractor has already filled out items 1-3 (see note under item 3) on the chart, the contractor should not do so again unless the contractor’s answers have changed.  To find out whether these forms have been submitted, the contractor should call Vendor File Support in the Controller’s Office at (415) 554-6702.  

If a contractor would like to apply to be certified as a local business enterprise, it must submit item 4.  To find out about item 4 and certification, the contractor should call Human Rights Commission at (415) 252-2500.

	Item
	Form name and Internet location
	Form
	Description
	Return the form to/
for more info

	1.
	Request for Taxpayer Identification Number and Certification
http://www.sfgov.org/site/oca_page.asp?id=26550
www.irs.gov/pub/irs-fill/fw9.pdf
	W-9
	The City needs the contractor’s taxpayer ID number on this form.  If a contractor has already done business with the City, this form is not necessary because the City already has the number.
	Controller’s Office
Vendor File Support
City Hall, Room 484
San Francisco, 
CA  94102
(415) 554-6702

	2.
	Business Tax Declaration
http://www.sfgov.org/site/oca_page.asp?id=26550
	P-25
	All contractors must sign this form to determine if they must register with the Tax Collector, even if not located in San Francisco.  All businesses that qualify as “conducting business in San Francisco” must register with the Tax Collector
	Controller’s Office
Vendor File Support
City Hall, Room 484
San Francisco, 
CA  94102
(415) 554-6702

	3.
	San Francisco Administrative Code Chapters 12B & 12C Declaration:  Nondiscrimination in Contracts and Benefits
http://www.sfgov.org/site/sfhumanrights_index.asp?id=4584
In Vendor Profile Application
	HRC-12B-101
	Contractors tell the City if their personnel policies meet the City’s requirements for nondiscrimination against protected classes of people, and in the provision of benefits between employees with spouses and employees with domestic partners.  Form submission is not complete if it does not include the additional documentation asked for on the form.  Other forms may be required, depending on the answers on this form.  Contract-by-Contract Compliance status vendors must fill out an additional form for each contract.
	Human Rights Comm.
25 Van Ness, #800
San Francisco, 
CA  94102-6059
(415) 252-2500


Where the forms are on the Internet
Office of Contract Administration

Homepage:
www.sfgov.org/oca/

Purchasing forms:
Click on “Required Vendor Forms” under the “Information for Vendors and Contractors” banner.

Human Rights Commission

HRC’s homepage:
www.sfhrc.org 
Equal Benefits forms:
Click on “Forms” under the “Equal Benefits” banner near the bottom.
Appendix B
Form of Agreement (G-100)

