OMB Number: 4040-0004
Expiration Date: 12/31/2022

Application for Federal Assistance SF-424

* 1. Type of Submission: * 2. Type of Application: * If Revision, select appropriate letter(s):
[ ] Preapplication X] New |
[X] Application [] Continuation * Other (Specify):

[ ] changed/Corrected Application | [ ] Revision | |

* 3. Date Received: 4. Applicant Identifier:

Completed by Grants.gov upon submission. | |

5a. Federal Entity Identifier:

5b. Federal Award Identifier:

State Use Only:

6. Date Received by State: |:|

7. State Application Identifier: |

8. APPLICANT INFORMATION:

*a. Legal Name: |City & County of SF - Dept of Public Health

* b. Employer/Taxpayer Identification Number (EIN/TIN): * ¢. Organizational DUNS:

96-6000417 | ||2037173360000

d. Address:

* Streetl: 101 Grove st, Rm308 |
Street2: | |

* City: |San Francisco |
County/Parish: | |

* State: |CA: California |
Province: | |

* Country: |USA: UNITED STATES |

* Zip / Postal Code: |94102-6012

e. Organizational Unit:

Department Name:

Division Name:

Dept of Public Health

| |Office of Health Equity

f. Name and contact information of person to be contacted on matters involving this application:

Prefix: | | * First Name: |Ayanna |
Middle Name: | |
* Last Name: |Benett |
Suffix: | |
Tme:|Chief Health Equity Officer
Organizational Affiliation:
|
Fax Number: |

* Telephone Number: |(51o) 213-0302

* Email: |ayanna.bennett@sfdph.or
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Wor kspace | D: W500737420 Fundi ng Opportunity Nunber:

CDC- RFA- DP21- 2111



Application for Federal Assistance SF-424

* 9. Type of Applicant 1: Select Applicant Type:

B: County Government

Type of Applicant 2: Select Applicant Type:

Type of Applicant 3: Select Applicant Type:

* Other (specify):

*10. Name of Federal Agency:

|Centers for Disease Control - NCCDPHP

11. Catalog of Federal Domestic Assistance Number:

|03.945

CFDA Title:

Assistance Programs for Chronic Disease Prevention and Control

*12. Funding Opportunity Number:

CDC-RFA-DP21-2111

* Title:

Closing the Gap with Social Determinants of Health Accelerator Plans

13. Competition Identification Number:

CDC-RFA-DP21-2111

Title:

Closing the Gap with Social Determinants of Health Accelerator Plans

14. Areas Affected by Project (Cities, Counties, States, etc.):

| ‘ Add Attachment |’ Delete Attachment |‘ View Attachment

*15. Descriptive Title of Applicant's Project:

Closing the Gap with Social Determinants of Health Accelerator Plans

Attach supporting documents as specified in agency instructions.

Add Attachments |‘deeAnmmmems|‘ View Attachments
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Application for Federal Assistance SF-424

16. Congressional Districts Of:

* a. Applicant * b. Program/Project

Attach an additional list of Program/Project Congressional Districts if needed.

| ‘ Add Attachment | ’ Delete Attachment H View Attachment |

17. Proposed Project:

* a. Start Date:  |09/30/2021 *b. End Date: [09/29/2022

18. Estimated Funding ($):

* a, Federal | 125,000.00|
*b. Applicant | 0.00|
* c. State | 0.00|
*d. Local | 0.00|
* e. Other | 0.00|
*f. Program Income | 0.00|
*g. TOTAL | 125,000.00]

*19. Is Application Subject to Review By State Under Executive Order 12372 Process?

|X| b. Program is subject to E.O. 12372 but has not been selected by the State for review.
[ ] c. Program is not covered by E.O. 12372.

|:| a. This application was made available to the State under the Executive Order 12372 Process for review on |:|

* 20. Is the Applicant Delinquent On Any Federal Debt? (If "Yes," provide explanation in attachment.)
[]Yes X] No

If "Yes", provide explanation and attach

| | ‘ Add Attachment | ’ Delete Attachment | ‘ View Attachment

21. *By signing this application, | certify (1) to the statements contained in the list of certifications** and (2) that the statements
herein are true, complete and accurate to the best of my knowledge. | also provide the required assurances** and agree to
comply with any resulting terms if | accept an award. | am aware that any false, fictitious, or fraudulent statements or claims may
subject me to criminal, civil, or administrative penalties. (U.S. Code, Title 218, Section 1001)

X ** | AGREE

** The list of certifications and assurances, or an internet site where you may obtain this list, is contained in the announcement or agency
specific instructions.

Authorized Representative:

Prefix: * First Name: |Rita
| | | |

Middle Name: | |

* Last Name: |Nguyen |

Suffix: | |
* Title: |Acting Deputy Director, Population Health Div |
* Telephone Number: |415—533—8091 | Fax Number: | |

* Email: |rita.nguyen@sfdph.org

* Signature of Authorized Representative: Completed by Grants.gov upon submission.

* Date Signed: |Comp|eted by Grants.gov upon submission.
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OMB Number: 4040-0019
Expiration Date: 02/28/2022

Project Abstract Summary

This Project Abstract Summary form must be submitted or the application will be considered incomplete. Ensure the Project Abstract
field succinctly describes the project in plain language that the public can understand and use without the full proposal. Use 4,000
characters or less. Do not include personally identifiable, sensitive or proprietary information. Refer to Agency instructions for any
additional Project Abstract field requirements. If the application is funded, your project abstract information (as submitted) will be made
available to public websites and/or databases including USAspending.gov.

Funding Opportunity Number
|CDC-RFA—DP21—2111

CFDA(s)
|03.945

Applicant Name
|City & County of SF - Dept of Public Health

Descriptive Title of Applicant's Project
Closing the Gap with Social Determinants of Health Accelerator Plans

Project Abstract

Chronic disease is disproportionately impacting the Black/African American San Franciscans to an extreme degree,
the gaps dwarf those between all other groups. The San Francisco Black African American focused SDOH Accelerator
plan improve the Black African American health disparities by focusing on two social determinants Food Security
and Community-Clinical Linkages. The Accelerator plan will focus on disparity in cardiovascular disease incidenc
and severity, and the food and nutrition needed to prevent and manage cardiovascular disease. The Leadership Teal
developing the Accelerator plan will include representatives of clinical providers, community-based
organizations, a nationally recognized academic institution, the San Francisco Department of Public Health, The
San Francisco Human Services Agency, and residents with lived experience. This group will cross-train to gain a
shared understanding, then meet regularly within a collective impact framework to generate a shared objective,
metrics,

proposed activities and evaluation plan. These recommendations will be evaluated using a Health Equity Impact
Tool, then be presented to the community and potential partners as an action plan for improving the health of the
Black/African American community.

3 @
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DISCLOSURE OF LOBBYING ACTIVITIES

Complete this form to disclose lobbying activities pursuant to 31 U.S.C.1352 OMB Number: 4040-0013
Expiration Date: 02/28/2022

1. * Type of Federal Action: 2. * Status of Federal Action: 3. * Report Type:

|:| a. contract |:| a. bid/offer/application IE a. initial filing
IZ b. grant IE b. initial award D b. material change

D c. cooperative agreement D c. post-award

I:l d. loan

D e. loan guarantee
D f. loan insurance

4. Name and Address of Reporting Entity:

IZIPrime DSubAwardee

* Name
|City and County of SF - Dept of Public Healht |
* Street 1 Street 2
|101 Grove St | | |
* Cit State Zi
Y |San Francisco | |CA: California | P |94102 |

Congressional District, if known: [12 |

5. If Reporting Entity in No.4 is Subawardee, Enter Name and Address of Prime:

6. * Federal Department/Agency: 7. * Federal Program Name/Description:

Dept of Transportation Assistance Programs for Chronic Disease Prevention and Control

CFDA Number, if applicable: |93.945

8. Federal Action Number, if known: 9. Award Amount, if known:
$ | 125,ooo.oo|

10. a. Name and Address of Lobbying Registrant:

Prefix I:I * First Name | Middle Name | |
n/a

* Last Name | Suffix |

|n/a

* Street 1 Street 2
n/a

* City

|n/a | State | | Zip | |

b. Individual Performing Services (including address if different from No. 10a)

Prefix I:I * FirstName |, | Middle Name | |

* Last Name |n/a | Suffix |

* Street 1 | | Street 2 | |
n/a

* City |n /a | State | | Zip | |

11. Information requested through this form is authorized by title 31 U.S.C. section 1352. This disclosure of lobbying activities is a material representation of fact upon which
reliance was placed by the tier above when the transaction was made or entered into. This disclosure is required pursuant to 31 U.S.C. 1352. This information will be reported to
the Congress semi-annually and will be available for public inspection. Any person who fails to file the required disclosure shall be subject to a civil penalty of not less than
$10,000 and not more than $100,000 for each such failure.

* Signature: |Completed on submission to Grants.gov |

*Name: Prefix I:I * First Name |Rita | Middle Name |

* Last Name | Suffix| |

|Nguyen

Title: |Acting Deputy Director, Population Health Div| Telephone No.: | |Date: |Completed on submission to Grants.gov

Authorized for Local Reproduction
Standard Form - LLL (Rev. 7-97)
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BUDGET INFORMATION - Non-Construction Programs

OMB Number: 4040-0006
Expiration Date: 02/28/2022

SECTION A - BUDGET SUMMARY

Grant Program
Function or
Activity

@

Catalog of Federal
Domestic Assistance
Number

(b)

Estimated Unobligated Funds

New or Revised Budget

Federal

(©)

Non-Federal

(d)

Federal

(e)

Non-Federal

)

Total
(9)

1. [Closing the Gap with
Social Determinants
of Health
Accelerator Plans

93.945

$ |

s |

125,000.00|

$ |

$ | 125,000.00

5. Totals

3|

$ |

125 ,000_00|

$| 125,ooo.oo|
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SECTION B - BUDGET CATEGORIES

6. Object Class Categories GRANT PROGRAM, FUNCTION OR ACTIVITY Total
1) 2 (©)] O] (5)
Closing the Gap with
Social Determinants
of Health
Accelerator Plans
a. Personnel $ | s | s | s | [ |
b. Fringe Benefits | | | | | | | | | |
c. Travel | | | | | | | | | |
d. Equipment | | | | | | | | | |
e. Supplies | | | | | | | | | |
f. Contractual | 125,ooo.oo| | | | | | | | 125,ooo.oo|
g. Construction | | | | | | | | | |
h. Other | | | | | | | |
i. Total Direct Charges (sum of 6a-6h) | 125,000.00| | || || |$ 125,000.00]
j. Indirect Charges | | | | | | | | $| |
k. TOTALS (sum of 6i and 6j) $ | 125,000.00]'$ | s | |$ | ] 125,000.00)
7. Program Income $ | |$ | | $ | | $ | | $| |
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SECTION C - NON-FEDERAL RESOURCES
(a) Grant Program (b) Applicant (c) State (d) Other Sources (e)TOTALS
8. g:gﬁgng the Gap with Social Determinants of Health Accelerator $ | | $ | |$ | |$ | |
9. | ||| | | | | |
10 | ||| | | | | |
11. | || | | I |
12. TOTAL (sum of lines 8-11) $ | s | s | IIs | |
SECTION D - FORECASTED CASH NEEDS
Total for 1st Year 1st Quarter 2nd Quarter 3rd Quarter 4th Quarter
13. Federal $| 125,000.00||3 | 31,250.00||g| 31,250.00|| g| 31,250.00/|g | 31,250.00]
14. Non-Federal $| | | | | | | | | |
15. TOTAL (sum of lines 13 and 14) $| 125,000_00| $ | 31,250_oo| $| 31,250_oo| $| 31,25o_oo| $| 31,25o_oo|
SECTION E - BUDGET ESTIMATES OF FEDERAL FUNDS NEEDED FOR BALANCE OF THE PROJECT
(a) Grant Program FUTURE FUNDING PERIODS (YEARS)
(b)First (c) Second (d) Third (e) Fourth
16. (Pt:gﬁgng the Gap with Social Determinants of Health Accelerator $ | | $| | $| |$| |
17 | | | | | | | |
18. | | | | | | | |
19. | | | | | | | |
20. TOTAL (sum of lines 16 - 19) $ | ||s| IE I& |
SECTION F - OTHER BUDGET INFORMATION

21. Direct Charges: (125,000 | 22. Indirect Charges: |o |
23. Remarks:

Authorized for Local Reproduction Standard Form 424A (Rev. 7- 97)

Prescribed by OMB (Circular A -102) Page 2
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Budget Narrative File(s)

* Mandatory Budget Narrative Filename: F!udget Narrative.pdf |

Add Mandatory Budget Narrative | |Delete Mandatory Budget Narrativel | View Mandatory Budget Narrative |

To add more Budget Narrative attachments, please use the attachment buttons below.

Add Optional Budget Narrative | ‘ Delete Optional Budget Narrative | | View Optional Budget Narrative
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@&san Francisco Department of Public Health CDC-RFA-DP21-2111

San Francisco Department of Public Health,
Community Health Equity and Promotion (CHEP)
CDC-RFA-DP21-2111
Closing the Gap with Social Determinants of Health Accelerator Plans
Budget Justification
09/30/2021-09/29/2022

A. Salaries $0

B. Mandatory Fringe $0

C. Consultant Costs $0

D. Equipment $0

E. Materials and Supplies $0

F. Travel $0

G. Other Expenses $0

H. Contractual $125,000
Total Direct Costs $125,000

I. Indirect Costs $0
TOTAL BUDGET $125,000

BN-1
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@ san Francisco Department of Public Health

CDC-RFA-DP21-2111

A. SALARIES $0
Position Title and Name Annual | Time | Months |  Amount
Requested

0955 Director of the Office of Health Equity
(OHE) and Chief Health Equity Officer - NA 100% 12 In Kind
Ayana Bennett
2588 Project Manager — Gavin Morrow NA 100% 12 In Kind
9924 Admin Support — Tanya Yared NA 100% 12 In Kind
2820 Sr Health Program — Paula Jones NA 100% 12 In Kind

Job Description: 0955 Dep Director VV (Ayanna Bennett)

Dr. Bennett will ensure that OHE staff provide logistical and administrative support to
the leadership team. Dr. Bennett will also ensure the progression of the group through the
stages of the planning process by designing agendas, encouraging attendance and
participation by team members, and ensuring sufficient resources for team activities. Dr.
Bennett will also serve as a co-lead of the Leadership Team.

Job Description: 2588 Health Worker IV (Gavin Morrow)

Gavin Morrow-Hall will organize the logistical needs of the team, track goals and
accomplishments, monitor spending, and support data gathering for the team (e.g.

arranging focus groups or events).

Job Description: 9924 Admin Sup

port (Tanya Yared)

Tanya Yared is an intern in a multiyear full time position with OHE. She will keep
records of meetings and events, produce documents, presentations and other visual aids
for the Team as needed. She will also conduct brief research assignments to bring
information or models to the Team that is requested.

Job Description: 2820 Sr Health Program (Paula Jones)

Paula Jones will help plan agendas, evaluate and source data, ensure the participation of
Leadership Team members with special emphasis on those that deliver food resources to

community.

FRINGE BENFITS
CONSULTANT COSTS
EQUIPMENT
MATERIALS AND SUPPLI
TRAVEL

OTHER

OmMmoOOw
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@&san Francisco Department of Public Health CDC-RFA-DP21-2111

H. CONTRACTUAL $125,000
Contractor Total Cost
San Francisco Public Health Foundation $125,000

1.Name of Contractor: San Francisco Public Health Foundation (SFPHF)
Method of Selection: Request for Proposals (RFP) RFP36-2017
Period of performance: 09/30/2021 — 09/29/2022
Scope of work
(1) Service category: Closing the Gap with Social Determinants of Health
Accelerator Plans
(2) Award amount: $125,000
(3) Subcontractors: TBD
(4) Services provided: SFPHF will provide fiscal intermediary services to
SFDPH and contractual oversight over consultants selected by Office of
Health Equity.

Method of Accountability: Annual program and fiscal and compliance monitoring

Itemized budget with narrative justification: To be provided upon completion of
contract negotiations.

A. Salaries SO
B. Fringe Benefits SO
C. Consultant Expenses SO
D. Equipment: $0
E. Materials and Supplies: $0
F. Travel $0
G. Other Expenses $0
H. Contractual $112,50

Compensation for community members of the 6,000
Leadership Team (2 of 3 as one is a DPH

employee)

Contract for needs assessment and evaluation 38,000
services

Compensation for time to Leadership Team 36,000

members from non-governmental agencies (3 @
$125/hour for 8h/month)

Compensation for time for CBOs assisting in 15,000
recruitment for community evaluation (3 @
$5,000)

BN-3
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@&san Francisco Department of Public Health CDC-RFA-DP21-2111

Additional Compensation to CBO lead agency 12,000
(1 at $125/hour for 8 additional hours per

month)

Food and materials for meetings/events 5,500
TOTAL 112,500

The budget is designed to support each stage of the workplan. The convenings
themselves require funding for food and materials for the convenings, associated
workgroups and community listening events. In order to begin planning, the Team will
need have information on community needs and characteristics to offer the Leadership
Team. This will be done through a needs assessment, including ethnographic
investigation of resident concerns or goals around chronic disease and food, as well as
evaluation services to ensure community acceptability of the plan at a cost of $38,000. To
encourage participation, we will compensate community-based organizations and
residents for their time. Designating a lead non-governmental organization has in the past
been a significant aid in encouraging participation from all non-city agencies involved.
The lead CBO will co-chair the Leadership Team, planning agendas, supporting working
groups, helping to direct the backbone staff and managing resources.

Total Direct Costs $112,500

Total Indirect Costs $12,500

(@ 15% of Modified Total Direct Costs)

Total Costs $125,000
TOTAL DIRECT COSTS: $ 125,000

l. INDIRECT COSTS $ O
TOTAL BUDGET: $ 125,000
BN-4
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Project Narrative File(s)
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Project Narrative

1. BACKGROUND

In 2014, the San Francisco Department of Public Health established the Black/African American
Health Initiative (BAAHI) to focus on correcting the well documented health disparities in the
Black/African American (B/AA) community. The program initially focused on specific conditions
and workforce training, but expanded significantly over time. In 2018, the BAAHI staff released
the Black Health Report, a review of disparities impacting Black/African American San
Franciscans in social determinants of health and a wide array of health conditions. In particular,
chronic diseases are strikingly more prevalent for Black and African American adults than for
any other group. The origins of these conditions trace back to lifestyle factors like a high-fat
diet, cigarette smoking, and stress, and co-morbid conditions such as diabetes. These lifestyle
factors and conditions can themselves be traced back to the social determinants of health,
including housing, economic conditions, food access and lack of recreational space, factors
which can be traced even further upstream to the segregating force of racism.

Among the many health disparities, SFDPH has chosen cardiovascular disease (CVD) and
hypertension as key disparities to address. In the case of CVD, this is not an issue only of
prevalence, but of severity and premature onset. From 2012-14, B/AA residents of San
Francisco were 5.5 times more likely to become hospitalized from hypertension, at a rate of 11
per 10,000 residents. The next closest group, Latinos, had a rate of hospitalization due to
hypertension of 2.65 per 10,000 residents. Black residents are also sick much sooner than their
peers; by the time they reach their 40’s, Black residents are experiencing hospitalizations at the
rate other groups see in their 60s. This means that any effort that focuses solely on prevention,
is necessarily not addressing the needs of a large number of adults who are well past the
benefits of primary prevention. They require that we aim to prevent the chronic diseases they
already have from causing the disabling sequelae and premature deaths we see in their elders.
This means that our efforts must include greater access and engagement with medical care as
part of any equitable plan.

Among the social determinants, San Francisco has a clear and widespread need for
greater food security. One in four San Franciscans are at high risk for food and nutrition
insecurity due to low income, contributing to poor health and chronic diseases such as diabetes
and hypertension. As many as 70% of low-income patients served by the San Francisco Health
Network (SFHN) are food insecure, lacking reliable access to affordable and nutritious food.
Food and nutrition insecurity is associated with higher rates of chronic health conditions, as
seen in the SFHN’s medical record documentation; 40.9% of 631 patients on the diabetes
registry had a positive food insecurity screen, and 32.3% of 893 patients on the hypertension
registry also screened positive for food insecurity. San Francisco ranks as one of the highest
cities in the United States for cost of living, and as income inequality grows, food needs and
chronic health conditions similarly increase.

2. APPROACH
Purpose: The well documented, long-standing health disparities in the B/AA community
are most striking in the increased burden of chronic diseases. Addressing those chronic diseases
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requires both the medical engagement with those who are already impacted and improvement

in conditions that make those who are healthy more likely to develop these conditions. The

SDOH Accelerator Plan will do both by providing food access and nutrition education to patients

in medical clinics, and providing their families and neighbors in the community with a

coordinated connection to social programs and healthcare.

a) Outcomes: This program will coordinate the significant assets that San Francisco has in terms

of social services and community activism to produce two key outcomes; shaping a group of

city agency representatives and community leaders who generally have transactional
relationships into a cohesive team with a shared purpose that is truly guided by community-set
priorities, and then creating a plan that reflects both community priorities and public health
and medical best practices, while making the bests use of the public resources available.

Specific changes we expect to see include:

1. Activity: Organize and facilitate productive meetings between community leaders and by
city agencies using a collective impact model that emphasizes continuous communication
and backbone support (provided by the SFDPH Office of Health Equity), leading to:

- Short-term outcome: Improved trust and shared understanding between team
members that facilitates practical implementation-ready solutions.

2. Activity: Use of an equity assessment tools in the planning process, leading to:

- Short-term outcome: Multiple methodologies for community input are sought during
the planning process and clear analysis of who benefits or is burdened by chosen activities
is included in the plan.

3. Activity: Support for full participation of community members during the planning process,
leading to: - Short-term outcome: There is significant incorporation of community input
into the implementation plan for the Social Determinants of Health Accelerator Plan.

b) Strategies and Activities

SDOH Priority Areas: The SDOH Accelerator plan improve the disparities and barriers
described above in two ways. By focusing on Food Security and Community-Clinical Linkages
the plan can help to bring resources, in this case economic and food assistance, families and
housed adults who may have chronic disease are likely to need some food support and unlikely
to be receiving it. The clinic-based food pharmacies have demonstrated that identified chronic
disease patients will accept food resources as part of their medical care. Currently, food
distribution programs rarely account for the specific health-based nutrition needs of the
recipients. This plan could improve that by creating stronger connections between clinical staff
and food providers, both allowing each side to educate and influence the other. The poor
uptake of food and other assistance programs among some B/AA residents is perhaps related
to unrecognized need or lack of trust. Patients may not recognize themselves to have food
needs if they are able to obtain poor quality food in sufficient quantity. However, chronic
disease management requires that patients have high quality food, including fresh produce that
may be prohibitively expensive. Referral from trusted providers and education on the role of
nutrition in their disease management could increase use of existing resources and therefore
food security.

Strategy 1: Convene and Coordinate a Leadership Team Consisting of Multisectoral
Partners. Collective Impact: A Collective Impact (Cl) model as described by John Kania and Mark
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Kramer consists of 5 principles; 1.) common agenda, 2.) shared measurement system (e.g.
Metrics), 3.) mutually reinforcing activities, 4.) continuous communication, 5.) and backbone
support. The last two elements will be provided by the SFDPH Office of Health Equity which will
produce regular communications and staff backbone logistical functions. The steering
committee and workgroups structure of Cl will expand the participants beyond the leadership
team and allow for a greater diversity of ideas and multiple substantive strategic directions. Cl
requires that the Leadership Team first define a common purpose which will help to align the
different objectives of the agencies and accelerate mutual understanding, then define concrete
metrics for success to drive a focus on feasible activities that can be accomplished with existing
or easily obtained resources. The definition of mutually reinforcing activities casts every agency
as active participant in implementation and open to adjusting their operations to meet goals..
Training: In the first 6 months of the grant period, we will implement training for all
members of the Leadership Team. Office of Health Equity (OHE) staff will provide all members
with training on health disparities and other community profile data. The OHE staff will provide
the resident members in training on basic public health and chronic disease facts that will help
them to understand the goals of the institutional members (e.g. defining food security, the link
between nutrition and chronic disease). Community residents will be asked to help shape
training for organizational leaders on the team about the history and strengths of the B/AA
communities. Organizational leaders will give brief reviews of the resources, priorities and
limitations of their agencies. Shared understanding will speed relationship building.
Community Assessment: The Office of Health Equity will work with internal staff and a
consultant to conduct ethnographic and quantitative research with B/AA residents and clinic
patients about chronic disease, disease management, clinic engagement, food needs and other
relevant topics. Some work in these areas has been done in the past, but on a more limited
scale. That research was used to design programming that altered the way SFDPH related to
B/AA patients around heart health, and the funding of innovative community programs.
Strategy 2: Develop an implementation-ready SDOH Accelerator Plan. Collective Impact:
The remaining elements of the Cl model are a roadmap to the agenda for the Leadership Team
meetings. Taken in order, they create a developmental progression that ensures practical and
implementation-ready solutions. The shared purpose and shared measurement establish early
alignment and build relationships. The mutually reinforcing activities encourage the
coordination of existing programs, or the integration of new programs with the current system.
Health Equity Impact Assessment: The SFDPH Office of Health Equity is currently
implementing a Health Equity Impact Assessment at the direction of the Health Commission.
This tool combines a simplified Health Impact Assessment methodology with a Racial Equity
Assessment created by the Government Alliance on Race and Equity (GARE). This tool consists
of a series of questions that require program designers to consider disparities data, seek
community input and pre-determine mitigating strategies for potential inequitable impacts. The
use of this tool to assess the proposed activities in the plan will ensure that the potential
positive and negative impacts on both Black and non-Black residents have adequately been
considered.
Collaborations: The most important collaborations will be between members of the
Leadership Team. Each team member will have unique perspective and scope of influence to
contribute. The Leadership Team will initially consist of the following members with the
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expectation that others may join either on the Leadership Team or in workgroups as they

develop.

e Two Residents: An engaged members of the Patient Advisory Committee for the DPH clinics
Rosalind Frasier, and a front-line DPH worker living in the community, Tracy Shaw-Senigar,
have agreed to be the initial community members of the Team.

e Community-leader: Dr. Jonathan Butler, a researcher with an extensive history of advocacy
and civic participation in the Black/African American Community.

e Community-Based Organization, health and youth: Joi Jackson-Morgan is the Executive
Director of the 3™ St Youth Center & Clinic, a local youth-development agency.

e Non-governmental Organization, food: EatSF is a food security organization that provides
food vouchers and other programs to San Francisco residents. Their Executive Director is
the Chair of the San Francisco Food Security Task Force will join the Leadership Team.

e Community healthcare providers: The Chief Medical Officer of the San Francisco Health
Network, an arm of SFDPH will participate to represent the clinics and the ZSFG hospital.

e Governmental agency, human services: The Human Services Agency Equity Lead will
participate in their role as owner of the HSA racial equity plan which directs operational
changes that advance racial equity.

e Governmental agency, public health: The Chief Health Equity Officer for SFDPH will
participate on the Leadership Team.

e Academic Institution: The Director of the UCSF Black Health Initiative will participate to
advance the BHI mission to expand the role of UCSF in improving B/AA health.

e CDC-funded Program: The UCSF Prevention Research Center (PRC) which receives funding
from the Chronic Disease Prevention and Health Promotion Program and will advise on
evaluation and potential models but not serve on the Leadership Team.

Target Population and Health Disparities: According to the 2019 Census population
estimate, B/AA residents are 5.2% of the population, roughly 46,000 people. Black residents are
more heavily segregated than other racial groups. The population is less widely distributed than
other racial groups, mainly concentrated into historically B/AA neighborhoods and/or sites of
public housing: Hunters Point at 53.4%, Bayview at 29.6%, Western Addition at 26.7%. In the
census tracts covering Bayview and Hunters Point, the Social Vulnerability Indexes range from
0.6425 to 0.8745. The Western Addition neighborhood’s SVI is 0.8884. This level of poverty and
other negative SDoH leads downstream to poor health-related behaviors. Bayview and Hunters
point neighborhoods that have the highest proportion of B/AA residents have the lowest fruit
and vegetable expenditures in the city. Adults are also more likely to consume soda if they are
B/AA: 59.1% vs. 27.5% if they are white. Black/African American SFUSD students are 2-3 times
more likely to consume fast food (64%), or soda (44%) at least weekly, as compared to White
students (fast food 35% and soda 17%), and only 15.9% of B/AA students report having the 5
recommended servings per day, though this was low for all students. This is directly related to
access, as food insecurity is disproportionately high for B/AA residents.

The conditions and behaviors outlined lead to health disparities that were described in
the Black/African American Health report published by SFDPH in 2018, Black/African Americans
have the highest mortality rate for 9 of the top 10 causes of death in San Francisco. Life
expectancy for Black/African Americans is the lowest of all race/ethnicities in San Francisco.

PREVI EW Dat e: Jul 06, 2021 Wor kspace | D: W500737420 Fundi ng Opportunity Nunber: CDC- RFA-DP21-2111



Based on the most recent data from 2015-2017, a B/AA resident could expect to live 72 years (a
bit less for men vs. women), nearly 10 years less than White, Asian, and Latino residents who
can expect to live into their 80s. On the other end of the life-course, B/AA infants are five times
more likely than White infants to die before their first birthday. Multiple health conditions
underly this difference in lifespan. Heart Disease impacts Black/African Americans at younger
ages. Rates of heart disease related hospitalizations among Black/African Americans in their 40s
and 50s are comparable to those seen in other races/ ethnicities over 75 years of age.

3. APPLICANT EVALUATION AND PERFORMANCE MEASUREMENT PLAN

Collective impact requires that the Team define shared measures that each agency will
contribute to improving. This will likely include at least one measurement of clinic engagement
and at least one of food security.

4. ORGANIZATIONAL CAPACITY OF APPLICANTS TO IMPLEMENT THE APPROACH

Community Engagement: SFDPH partners with communities in a variety of ways. Clinical
services have Patient Advisory Boards that propose or evaluate patient-related activities and
aggregate patient responses and concerns. Patients also service as members of specific
committees; e.g. The Hypertension Equity Team. In the Population Health Division, there are
examples all along the spectrum of collaboration. Community members are asked their needs
or barriers through focus groups as part of the development process for funding
announcements. Organized community groups that arose during the COVID-19 response, such
as MegaBlack, have met regularly and included SFDPH staff as members who helped to
incorporate community ideas and activities into the EOC operations plan. The staff and
organizations planning together to improve B/AA vaccination and testing will be sought as
partners in this effort.

Readiness: The staff charged with leading and supporting the Leadership Team and
workgroups are already on staff at SFDPH. DPH has significant experience as the lead agency in
a number of multisectoral partnerships, generally structured as collective impact programs, but
also under the incident command system. Collective impact programs lead or co-lead by DPH
include the following among others:

o The Food Security Task Force: Formed by local statute is chaired by the UCSF Center for
Vulnerable Populations, with the DPH Food Security Director as the Vice-Chair and DPH as the
backbone agency. The members of the Task Force include diverse feeding agencies (school
district, parks department) as well as food-relevant community-based organizations.

o Getting to Zero: DPH leads this HIV prevention program with 21 organizations as partners
and dozens of individual community members and agency representatives.

o Vision Zero: The San Francisco iteration of the national pedestrian injury and death
prevention program, co-lead by DPH and the Metropolitan Transportation Agency, and
including local senior and family focused agencies as partners.

Financial Management: SFDPH has a long history with the CDC as a grant recipient in
various areas of public health, including HIV, heart health, STD care, and chronic disease
prevention among others. These grants have amounted to millions of dollars with management
by SFDPH finance section, as well as the San Francisco City and County Controllers Office. The
use of grant funds are also overseen by the Board of Supervisors. Internally, rigorous processes
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of documentation and oversight are managed by internal finance staff and compliance office

staff.
5. WORK PLAN
Strategies and Activities | Performance Measure Responsible | Completion
Position Date
1. Convene and e Number and types of partners Office of TBD
Coordinate a Leadership e Number of meetings and partner | Health Equity
Team Consisting of attendance staff
Multisectoral Partners. e Number of shared goals and
activities included in SDOH
Accelerator Plans
2. Completed Completed SDOH Accelerator Plan, Leadership June 30
implementation-ready including all required components Team
SDOH Accelerator Plan OHE staff
including all required
components
3. Training sessions for Completed training by 1 or more Project November
Leadership Team resident Leadership Team members. | Manager
members
4. Assessment of current | Qualitative and Quantitative data Project TBD
conditions generated to describe current clinic | Manager as
engagement and food security of contract
B/AA population, and links between | manager for
Leadership Team agencies consultant
5. Health Equity Impact Equity impact assessment included | SFDPH staff TBD

Assessment used to
evaluate plan proposals

in final plan documentation

Sources

Black/African American Health Report. San Francisco Department of Public Health (September
2018). https://www.sfdph.org/dph/files/reports/StudiesData/BAAHI-2018-Black-Health-

Report.pdf

San Francisco Food Security Task Force. (2019). Assessment of food security in San

Francisco.https://www.sfdph.org/dph/files/mtgsGrps/FoodSecTaskFrc/docs/FSTF Annual Rep

ort 3 5 20.pdf

SF Food Security Task Force. (April 2021). Food Security and COVID-19 Food Coordination

Group.

https://www.sfdph.org/dph/files/mtgsGrps/FoodSecTaskFrc/docs/COVID Food Coordination

Update April 2021.pdf
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Positional Descriptions

Leader of Backbone Staff: This position is filled by Dr. Ayanna Bennett, the Director of the Office
of Health Equity (OHE) and Chief Health Equity Officer for SFDPH. As Lead, Dr. Bennett will
ensure that OHE staff provide logistical and administrative support to the leadership team. Dr.
Bennett will also ensure the progression of the group through the stages of the planning
process by designing agendas, encouraging attendance and participation by team members,
and ensuring sufficient resources for team activities. Dr. Bennett will also serve as a co-lead of
the Leadership Team.

Project Manager: As project manager, Gavin Morrow-Hall will organize the logistical needs of
the team, track goals and accomplishments, monitor spending, and support data gathering for
the team (e.g. arranging focus groups or events).

Administrative support: Tanya Yared is an intern in a multiyear full time position with OHE. She
will keep records of meetings and events, produce documents, presentations and other visual
aids for the Team as needed. She will also conduct brief research assignments to bring
information or models to the Team that is requested.

Leadership Team Co-Lead Paula Jones will help plan agendas, evaluate and source data, ensure
the participation of Leadership Team members with special emphasis on those that deliver food
resources to community.

A second Leadership Team Co-Lead will be determined by the non-governmental participating

in the Leadership Team to establish equal influence of civil servants and CBOs in developing the
plan.
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Project Management Structure and Staffing

The Leadership Team will be supported by senior leadership within SFDPH. Briefly, the San
Francisco Department of Public Health is comprised of two divisions—the San Francisco Health
Network and Population Health and Prevention. The SF Health Network is the City's health
delivery system and has locations throughout the City including San Francisco General Hospital
Medical Center, Laguna Honda Hospital and Rehabilitation Center, and over 15 primary care
health centers. The Population Health and Prevention Division has a broad focus on the
communities of San Francisco and directs the health promotion and prevention activities,
including a Food Security Program. The central administration that supports both divisions
includes the Director of Health and executive staff overseeing administrative operations,
human resources, policy, compliance and other shared services.

The Office of Health Equity (OHE) will provide the backbone support and facilitation to the
Leadership Team. OHE is one of the executive offices within the central administration and the
Chief Health Equity Officer, its leader, is a member of the SFDPH senior executive staff.
Specifically, a health worker and a public health trainee will provide logistical support and
documentation for the Team meetings, as well as managing and reporting data, and providing
guidance for quality improvement and evaluation. In addition to administrative support, OHE
will conduct the community health ambassador training, based on a peer leadership program
currently operated by the YMCA in the SFDPH public housing health program. OHE staff will
also assist the community members in contributing to a training for organizational
representatives on the team about the history and priorities of their community. This training
will be preserved to serve as an orientation for other SFDPH staff doing community
engagement work in B/AA communities.

Staff from the Population Health Division of SFDPH will play a significant role. The Director of
Food Security with the Population Health Division will act as co-lead for the group. She acts as
Vice-Chair of the Food Security Task Force (FSTF) and the producer of the San Francisco Food
Security Report. The FSTF meets monthly and will partner with the DPH Office of Health Equity
(OHE) in the Social Determinants of Health (SDOH) Accelerator Plan. Evaluation planning will be
supported by a SFDPH epidemiologist attached to the chronic disease prevention program in
Population Health.

The San Francisco Health Network will recruit patients as participants in the priority setting
process and two patient advisory board members for the Leadership Team. The Patient
Experience Coordinator in the Primary Care section will provide staff to support the community
members on the Team, ensuring they attend trainings, are being treated as respected partners,
and removing barriers to their participation. SFHN will also provide data on clinic utilization by
B/AA patients with heart disease, and the status of the disparity in hypertension control
between B/AA and all patients (this gap has reduced from 8% to 0% over the 5 years of BAAHI,
but continues to be monitored).
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Ayanna S. Bennett MSPH, MD, FAAP
San Francisco Department of Public Health
(415) 359-5739 | ayanna.bennett@sfdph.org

Education and Training

Pediatric Residency 2001-2004
University of California San Francisco, San Francisco, CA
Primary Care track

Medical Degree 1996-2001
University of California San Francisco, CA

Master’s Degree, Health and Medical Sciences 1996-2001
University of California Berkeley, School of Public Health, San Francisco, CA

e UCB/UCSF Joint Medical Program

e Thesis, Ethnographic study of African American women smoking during pregnancy

Bachelor’s Degree 1991-1995
Stanford University, Stanford, CA
Human Biology, Focus on Biosocial Human Development

Government Alliance on Race and Equity (GARE), Learning Cohort 2017
California Health Care Foundation Health Care Leadership Program, Cohort 15 2016-2017
National Incident Management Training (ICS - 100, 200, 400, 700) 2018-2019

Licensure, Certification

California Medical License (A82086-active), 2000 Expires 2022
Board Certified in Pediatrics, American Medical Board, 2004 Expires 2023
Drug Enforcement Administration — current Expires 2022

Honors and Awards

Excellence in Health Equity Practice Award to the San Francisco Department of Health 2019
e Awarded for the Office of Health Equity Black African American Health Initiative

Service Leadership Award, UCB/UCSF Joint Medical Program 2016
Bayview HEAL Zone, Health Hero Award 2015

Leadership Experience

Chief Health Equity Officer (Deputy Director V), San Francisco Department of 2016-present
Public Health
e Founding Director, Office of Health Equity, Supporting infrastructure development,
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training and policy development that advances health equity with an emphasis on
populations impacted by racism. Programs include Black African American Health
Initiative, Sexual Orientation/Gender Identity Initiative

Incident Commander, Covid-19 Command Center, San Francisco City and County

o Co-lead of the Emergency Operations Center, responsible for the strategic and
operational leadership of COVID mitigation efforts. Directed strategic focus on
congregate settings and skilled nursing facilities, as well as expansion of testing and

outbreak management, have resulted in the lowest case and death rate among major

cities nationally.

e Supervision of over 600 staff managing COVID response activities with diverse
stakeholders including businesses, health systems, schools and city agencies.

e Administration of a budget of over $460 million

e Past Incident Commander for HepA and congenital syphilis emergency activations

Director of Interdivisional Initiatives, San Francisco Department of Public Health
e Supporting integration of population health and healthcare delivery resources in the
department to address complex problems.

Interim Medical Director, San Francisco Department of Public Health

e Interim Medical Director, Community Health Programs for Youth. Supervised clinical
staff of physicians, nurse practitioners and nurses to deliver care at 7 sites to youth
ages 12-25.

Executive Director and Co-Founder, 3rd St Youth Center & Clinic

e |Initially served as Medical Director establishing and managing medical protocols and
procedures. Transitioned in 2015 to Executive Director with responsibility for
fundraising, financial management and staff management.

Member, Executive Board, Bay Area Regional Health Inequities Initiative (BARHII)

Member, California Office of Family Planning Clinical Practice Advisory Committee

Professional Activities/Affiliations

Member, American College of Healthcare Executives

Member, UCSF Black Health Initiative Council

Co-Chair, California Healthcare Foundation, Alumni Equity Interest Group
Member, Board of Directors, San Francisco Marin Medical Society

Member, Expecting Justice Steering Committee, California Preterm Birth Initiative

Fellow of the American Academy of Pediatrics,

Clinical Experience

General pediatrics, Southeast Health Center, SFDPH
Adolescent medicine, 3rd St Youth Center & Clinic, SFDPH
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General pediatrics, Alameda Pediatrics/Stanford Healthcare, Alameda, CA 2007-2015
General pediatrics, North Oakland Pediatrics, Oakland, CA 2006-2007
General pediatrics, Glenview Pediatrics, Oakland, CA 2004-2006

Research and Publications

N. Rosendale; A. Fishman; S. Goldman, S. Pardo, A. Scarborough; Ayanna Bennett. “Systematic Collection of
Sexual Orientation and Gender Identity in a Public Health System: The San Francisco Health Network SO/GlI
Systems-Change Initiative.” Joint Commission Journal on Quality and Patient Safety. 2020 Oct;46(10):549-
557, 10.1016

Karmarkar, E. et al; Bennett, A. “Timely intervention and control of a novel coronavirus (COVID-19) outbreak
at a large skilled nursing facility-San Francisco, California, 2020.” Infection Control and Hospital

Epidemiology. 2020 Dec 14;1-8, 10.1017

Bennett, A. “Facing the Race in Racial Disparities.” San Francisco Marin Medicine, 2019 Mar/Apr; 92(2); 15

Bennett, A. Office of Health Equity, Black African American Health Report 2019

Bennett, A;. Phillip, S. “Long-Acting Reversible Contraceptive Access Study.” Poster presented at the
American Public Health Association Convention 2016

Teaching Experience

UCSF Medical Student Career Panel 2/18/2020
UCSF / ZSFG OBGYN Grand Rounds, Rising Congenital Syphilis in San Francisco 1/27/2020
UCSF Pediatric Grand Rounds, The epidemiology of SARS-CoV-2 among children 12/17/2020

in the Bay Area, and implications for vaccine roll out”

Volunteer Clinical Faculty, UCSF 2004-2019
e Preceptor, UCSF Pediatric Residents, Medical and Nurse Practitioner students.

Kaiser Permanente, Diversity CME Series, “Health Disparities in San Francisco”, speaker 2019

Speaking Engagements

Panel, The Past is Present: Historical Medical Trauma as a Barrier to Care, UCSF 2021

Panel, Racial Injustice in COVID-19 Vaccine Distribution 2021
Consortium on Law, Science & Health Policy, UC Hastings College of the Law

BARHII Embedding Equity into Emergency Operations: Statewide Webinar, panel 2020

Panel, Advocating for Children Together Conference, American Academy of Pediatrics 2020
Panel, Black Covid-19, Black Regional Town Hall (part 1 and 2) 2020

Panel, Uncovering the Hidden Pandemics: COVID and Equity 2020
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Panel, Center for Healthcare Innovation, "Diversity Impact on Healthcare Organizations" 2020

Panel, Government Alliance on Race and Equity, California State Convening 2018

Media Experience

New Yorker Magazine. What the San Francisco Bay Area Can Teach Us About Fighting a Pandemic
January 4, 2021

SF Chronicle (2020): Does racism make us sick? Amid a national reckoning, the question gains new
importance

KQED (2020): Laguna Honda’s COVID-19 Outbreak Offers Lessons for Other Long-Term Care Homes

SF Chronicle (2020): Coronavirus testing slow to come to nursing homes, despite 35% of COVID-19
deaths

Wall Street Journal (2020): California Bungles Its Fight Against Covid

ABC 7 (2020): San Francisco weighs giving condoms to middle schoolers

Public Service Experience

Secretary, Board of Directors, San Francisco Public Health Foundation 2018-present
Member, Board of Directors, Episcopal Charities 2015-2018
Member, Board of Directors, East Bay Children’s Law Offices 2012-2015
Member, Board of Directors, Health & Environmental Resource Center 2006-2008
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PAULA JONES, PhD, MA
558 Pacific Avenue, Alameda, CA 94102 ¢ (cell) 415-608-9410 ¢ pkjones1@gmail.com

EXECUTIVE / PROFESSIONAL SUMMARY

Experienced, dedicated team-centered professional with over 20-year track record of developing, implementing, and
evaluating policy, programs and funding to increase food security and eliminate hunger in San Francisco.

RELEVANT WORK EXPERIENCE
San Francisco Department of Public Health, San Francisco, CA

Covid Command Food Coordination Group/Public Health Specialist 2020 - present

e  Member of City’s Emergency Response to Covid-19 focusing on supporting the City’s food system to align with
Covid-19 mitigation and containment strategies.

. Initiate and support food program to support Covid-19 positive households with food during their
isolation/quarantine period.

¢ Aligned DPH funding to support gaps in food supports for low-income families through distribution of grocery
vouchers.

. Worked with community organizations and Covid-19 Food Coordination leadership to develop funding proposals
for private funders.

Director of Food Security 2008-present

e  Extensive knowledge of federal, state and local food and nutrition programs including CalFresh, school meals, food
pantries, senior nutrition, WIC, Child and Adult Care Food Program, Food as Medicine and healthy food
purchasing supplements; maintain strong relationships with the local organizations and public agencies that
administer nutrition programs.

e  Familiarity with health, social, and other services for older adults, adults with disabilities, families, children and
marginalized populations.

e Extensive expertise with community engagement processes, and in using qualitative and quantitative data through
a health equity lens, and best practices research to inform, analyze and strengthen city-wide access to services,
and food security policy and programs to address unmet nutrition needs through cost effective, culturally
appropriate, and community centered solutions.

e Develop and manage advisory boards; lead and coordinate city-wide multi-sector public/private collaborations and
task forces focused on reducing food insecurity through strengthening and expanding existing food programs,
engaging new stakeholders, developing new interventions including supportive policy and sustainable funding.

e  Excellent verbal and written communication skills; experience in leading presentations for public hearings,
developing comprehensive reports, policy briefs, outreach materials.

e Lead backbone staff to San Francisco Health Improvement Partnership, a collective impact collaboration of the
health sector in San Francisco created to leverage multiple mandated health improvement planning processes to
improve population health and focused on eliminating health disparities and inequities.

e Manage communications, design and facilitate regular meetings, coordinate integrated work plans and shared
metrics, and prepare progress reports for internal and external advisory committee members, cross departmental
work groups and external steering committees.

e Manage and monitor community contracts to reduce food insecurity working with contract office, budget and
finance staff, fiscal intermediaries, sub grantees, and consultants to procure and monitor innovative and strategic
programs. Lead contract negotiations between multiple providers within parameters.

e  Provide training and technical assistance to public and private organizations including community and faith-based
organizations to increase their capacity to improve food security.

e Responsible for fundraising, grant management, as well as fiscal and project management.

e Commitment to continuous and collaborative learning, and to mentoring and supporting leadership opportunities
for emerging food security specialists, especially from impacted communities.

e  Support the creation of the Office of Anti-Racism and Equity in the Population Health Division including the
management of $14.9 million in annual funds for the Health and Wellbeing initiatives as well as comprehensive
initiatives across departments for the Mayor's Dream Keeper Initiative working the Planning, Budget, Contract
offices of Population Health and the SF Health Network.
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PAULA JONES Page 2

e Knowledge of principles of supervision and management practices, training, and performance evaluation, design,
implementation, and assessment techniques; knowledge of current and complex principles and practices of
program development and administration as well as analytical and problem-solving methodology.

San Francisco Food Systems, San Francisco, CA 2002-2008
(A fiscally sponsored project of Community Initiatives)

Executive Director

e Created the first food system program embedded in city government in the United States focused on building
sustained collaborations and implementing supportive policies and sustainable programs.

e Implemented EBT systems at all farmers markets in San Francisco to ensure that CalFresh clients were able to
use their benefits to purchase produce at farmers markets. Raised private funds for staffing, outreach, and
supplies to support the transition from paper vouchers to EBT.

e Directed all aspects of developing a San Francisco Collaborative Food System Assessment including data
analysis, coordination of a community steering committee, event management, and communications.

e  Provided technical assistance to SFUSD Student Nutrition Services program and developed new funding sources
to pilot and evaluate innovations to increase access to fresh produce, expand participation, and upgrade
infrastructure.

e  Analyzed public food service program infrastructure and procurement practices to identify opportunities and
barriers to improving the quality of food through the use of fresh, local and regional food products.

e Developed and managed Mayor Gavin Newsom’s Executive Directive on Healthy and Sustainable Food requiring
all city departments to align with, advance, and report on city wide food system priorities; created the Mayor’s Food
Policy Advisory Council responsible for overseeing and providing recommendations for policy, programs and
funding to implement the Executive Directive.

e  Developed policy memos and briefings on food security and sustainable food systems.

e Led and managed fundraising and grant management, successfully securing multi-year federal, state and local
public and private funding. Managed multi-year city contracts ensuring compliance and deliverables were met.

San Francisco League of Urban Gardeners (SLUG), San Francisco, CA 2000-2002

Director of Urban Agriculture and Food Systems

e Led team of managers and coordinators for three programs: the Urban Agriculture Program focused on operating
food production sites at three public housing developments in the Southeast sector of San Francisco (Alice Giriffith,
Alemany, and Sunnydale) which served as job training sites for the Youth Development Program, and at the Log
Cabin Ranch youth detention facility in San Mateo County; the Food Security Program operated multiple initiatives
including a food pantry in Hunters Point, a farmers market in Bayview, a sliding scale community supported
agriculture, and a youth-led Food Enterprise Program operating out of a commercial kitchen in the former Naval
Shipyard.

e  Conducted community level food system assessments to inform program and policy priorities.

e Managed all aspects of fundraising for federal and local grants. Managed multiple City contracts from SFDPH,
DCYF, MOCD, and OEWD ensuring contract compliance and deliverables were met.

EDUCATION

Doctor of Philosophy: Environmental Studies, University of California, Santa Cruz June 2012
Focus: food and agriculture policy.
Dissertation: The City Feeds the Poor: the struggle for sustainable food systems in San Francisco
Master of Arts: International Relations, San Francisco State University August 1995
Bachelor of Arts: French with minor in marketing, University of lllinois, Champaign-Urbana August 1987
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Other Qualifications

Publications (selected)
Peer Reviewed

Grumbach K, Vargas RA, Fleisher P, Aragéon TJ, Chung L, Chawla C, Yant A, Garcia ER, Santiago A, Lang PL, Jones
P, Liu W, Schmidt LA. Achieving Health Equity Through Community Engagement in Translating Evidence to Policy: The
San Francisco Health Improvement Partnership, 2010-2016. Prev Chronic Dis. 2017 Mar 23;14:E27. doi:
10.5888/pcd14.160469. PMID: 28333598; PMCID: PMC5364731.

Brown E., Laraia, B., Gruneisen K., Jones P., Seligman H. (2018) Food insecurity and hunger safety net use among
single-room occupancy tenants in San Francisco, CA. Journal of Hunger & Environmental Nutrition. Published online
September 20, 2018.

Bhatia R., Jones P., Reicker Z. (2011). Competitive Foods, Discrimination, and Participation in the National School
Lunch Program. Am J Public Health 101(8), 1380-1386.

Jones, P., Bhatia, R. (2011). Supporting Equitable Food Systems through Food Assistance at Farmers’ Markets. Am J
Public Health 101(5), 781-783.

Jones P., Bhatia R. (2007). Public-Private Partnerships Improving the San Francisco Food System, San Francisco
Medicine, April 2007.

Technical Reports
San Francisco Food Security Task Force (2018). Assessment of Food Security in San Francisco 2018. San Francisco,
CA.

San Francisco Food Security Task Force (2013). Assessment of Hunger and Food Insecurity in San Francisco 2013.
San Francisco, CA.

Jones P. (2010). Summary Report, Executive Directive on Healthy and Sustainable Food. San Francisco, CA: Mayor’s
Food Policy Council, San Francisco Department of Public Health.

Boulé D, Jones P. (2010). Hunger and Food Insecurity on the Rise in San Francisco. San Francisco Food Security
Task Force Annual Report. San Francisco, CA: San Francisco Food Security Task Force.

Jones P., Albert L. (2009). Evaluation Report on the Salad Bar Program for San Francisco Unified School District. San
Francisco, CA: San Francisco Department of Public Health and Department of Children, Youth and their Families.

Jones P., Ona F., Rimkus L., Wells Z. (2005). San Francisco Collaborative Food System Assessment. San Francisco,
CA: San Francisco Food Alliance.

Rimkus L., Jones P., Ona F. (2003). An Assessment of Farm to School in San Francisco Unified School District. San
Francisco, CA: San Francisco Food Systems and San Francisco Department of Public Health.

PROFESSIONAL SERVICE (selected)

Local

Member, Our Children Our Family Council, Service Inventory Workgroup (2015-2020)

Staff, San Francisco Health Improvement Partnership (2014 - 2020)

Vice-Chair, San Francisco Food Security Task Force (2017-present)

Member, San Francisco Food Security Task Force (2010-present)

Staff, San Francisco Food Security Task Force (2008-present)

Steering Committee Member — Shape Up Coalition (2006 - 2012)

Chair, San Francisco Unified School District Food and Fitness Committee (2011-2013)

Member, San Francisco Unified School District Student Nutrition and Physical Activity Committee (2003-2013)
Steering Committee Member, San Francisco Unified School District, School Meal Reform Initiative (2012-2013)
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PAULA JONES Page 4

Staff, Mayor Gavin Newsom'’s Food Policy Advisory Council (2009-2011)

Steering Committee Member, San Francisco Food Bank, SFUSD School Food Assessment (2011-2012)
Steering Committee Member, Mayor Gavin Newsom’s Urban Rural Roundtable (2008-2009)

Member, San Francisco Food Alliance (2003-2006)

State & Regional

Nutrition Team member — University of California Office of the President (2016-2019)
Representative, California Food Policy Council (2012-2016)

Steering Committee Member, San Francisco Urban Rural Roundtable (2008-2010)
Co-chair, California Nutrition Network’s Food Security Task Force (2003-2006)

National

City Food Policy Advisors committee, US Conference of Mayors (2010-present)

Evaluation Advisory Committee Member, School Food FOCUS, Midwest Regional Learning Lab (2013-2016)
Food Security Committee member, National Association of City and County Health Officers (2007-2010)
Training and Technical Assistance Committee Member, Community Food Security Coalition (2002-2005)

Grant Review

Reviewer, San Francisco Department of Children, Youth and their Families (2017)
Review Panelist, USDA, Rural Business Enterprise (2010)

Review Panelist, USDA Community Food Projects Program (2004-2006)

SKILLS

Supervision and management

Communication management

Public speaking

Process design and facilitation

Policy analysis, development, and implementation
Fundraising and donor relations

Excellent verbal and written communication

Team building and conflict transformation
Data integration and analytics

Qualitative and quantitative research methods
Project management

Budgeting and financial management
Contract development and monitoring
Program development and evaluation
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Gavin Morrow-Hall
2261 Market Street Unit 408
San Francisco, CA 94114
415/722-8196
gavinmorrowhall@gmail.com

EMPLOYMENT

Office of Health Equity/Office of Interdivisional Initiatives
San Francisco Department of Public Health, San Francisco, California

Coordinator of Equity Learning (2017 to present)

e Develops curriculum and conducts equity learning trainings and other educational programing.

e Conduct educational trainings and presentations related to Black/African American Health and
Health disparities within DPH and for community-based organizations.

e Develops evaluation tools and conducts evaluation of equity programing.

e Convene and coordinates interdivisional leadership meetings.

e Provides technical assistance within DPH to departments developing equity programs

e Coordinates, plans and assist in facilitation of Equity Leadership Team Meetings

e Organize, and facilitate quarterly DPH -wide Equity meetings.

e Assemble and distribute monthly equity communications.

e Serve as liaison between DPH Executive Leadership and other staff on matters of equity
programs.

e Represent the Office of Health Equity in behavioral health and health disparity meetings.

e Assists in the development and planning of city-wide health initiatives.

e Monitor data and report on various health matrix of Black/African Americans

Community Health Equity Promotion Branch
San Francisco Department of Public Health, San Francisco, California

Health Worker 2 (2015-2017)

e Plan, directs and coordinates educational activities of the Black HIV Equity Committee to
address HIV Health Disparities of African Americans.

e Assist in the development and preparation of training and educational materials.

e Convene and coordinate meetings between CHE&P Branch and, community based organizations
and community members in support programmatic goals and objectives.

e Assist in the development of HIV and STD curricula.

e Conduct educational trainings and presentations related to community health, HIV Health
disparities and STDs for community based organizations and community members.

e Assist in the development and execution of community assessment instruments.

e Develop tools to assess the success of educational and training activities.
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e Assists in the evaluation and interpretation of needs assessment data.

e Conduct interviews and screening of patients seeking STD, HIV and family planning services

e Conduct STD and HIV Screening at various venues throughout San Francisco.

e Counsel clients seeking Post Exposure prophylaxis and Pre Exposure Prophylaxis.

e Assist with the development of educational campaigns directed at African American gay and
bisexual men.

Community Health Equity Promotion Branch
San Francisco Department of Public Health, San Francisco, California

Evaluation Assistant (2012 to 2015

e Organize community meetings and forums to address HIV health disparities in Black/African-
American communities

e Conduct qualitative and quantitative interviews with clients and service providers

e Coordinate data collection activities with providers while ensuring adherence to all relevant
compliance requirements with minimal disruption to services

e Participate in operations team meetings

e  Facilitate communication between the Department of Public Health and service
providers

e Assist in the development of integration of service models

o Developed recruitment plan for local community based organizations

e Developed HIV Risk assessment for use in local evaluation

e Tracked, located, and contacted grant participants to ensure completion of evaluation measures

HIV Research Section
San Francisco Department of Public Health, San Francisco, California

Coordinator of Community Programs (2007- 2011)

e Developed recruitment and educational campaigns in support of PrEP and other HIV prevention
studies

e Served as lead Community Educator for preventive HIV Vaccine studies

e Served as Community Educator representative on the HVTN 505 protocol team

e Conducted trainings locally and nationally on HIV prevention strategies

o Liaison between SFDPH and local service providers

e Developed and implemented a community needs assessment regarding the HIV prevention needs of
gay men who live in underserved neighborhoods of San Francisco

e Led successful recruitment effort to increase membership in and diversify the Community Advisory

Group

Hired and led teams of neighborhood advocates who implemented HIV prevention strategies

Supervised recruitment team

Organized small and large scale community events and forums

Facilitated community organizing and dissemination of information about HIV prevention strategies

e Coordinated production of Rising Blackness, a television program about Black men who live in the
Tenderloin
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HIV Research Section
San Francisco Department of Public Health, San Francisco, California

Community Educator (2000-2007)

o Developed and conducted educational sessions to community based organizations throughout the
Bay Area

e Interviewed and scheduled volunteers for various HIV prevention studies

Developed protocol for recruitment of study volunteers at City Clinic of San Francisco

Led successful recruitment efforts directed at gay and bisexual men into HIV research studies

Assisted in the development of recruitment strategies for DPH studies

Facilitated monthly Community Advisory Group meetings

Promoted DPH efforts through one-on-one and group meetings

e Revised protocols for data tracking and collection

Intergroup Clearinghouse, San Francisco, California
Community Organizer (2001-2002)

e Developed and implemented community needs assessment strategies

Developed training guidelines and curricula for Hate Violence Prevention Initiative
Supervised team of Community Advocates

Conducted workshops and trainings on intergroup relations

Coordinated community-wide activities

Developed promotional materials

Black Coalition on AIDS, San Francisco, California
Program Coordinator (1999-2000)

e Conducted community and organizational retreats

e Organized and facilitated community forums and trainings

o Created the Leadership Advisory Committee and developed the Man2Man public awareness
campaign

o Created community organizing component to program services and managed program activities

e Developed and implemented periodic communication vehicles including an internet newsletter and
listserv bulletins

e Conducted training for youth outreach workers

Saint Columba Neighborhood Club, Project Fire 2, Newark, New Jersey
Program Coordinator (1998-1999)

e Developed and implemented a community needs assessment to determine the HIV prevention needs
of African American and Latino gay and bisexual gay men and transgendered women

e Served as a consultant to the New Jersey AIDS Education and Training Center

e Trained Community Health outreach workers

e Supervised, developed and implemented the Prevention Case Management Program
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e Advocated for and created Gay Men’s Committee for the Ryan White Council of the Newark Eligible
Metropolitan Area

National Taskforce on AIDS Prevention, San Francisco, California
Coordinator of Community Education & Training/Director of Technical Assistance and Training (1991 to 1998)

e Managed and coordinated NTFAP’s risk reduction component

e  Provided training to facilitators and trainers

e Coordinated national and regional conferences

e Developed and conducted community and organization needs assessments

e Created and implemented training guidelines

e Acted as a liaison and facilitator for departments of health and community based organizations

e  Provided technical assistance and training to over 40 community-based organizations and departments of
health

Planned Parenthood of New Jersey, Newark, New Jersey
Coordinator of AIDS Education Project (1988-1990)

e Authored Centers for Disease Control proposal to conduct risk education workshops and form Teen AIDS
Task Force

e Negotiated workshops in 25 schools in Newark

e Developed curricula for AIDS reduction workshops

e Conducted training for health educators and supervised development of the HIV/AIDS Knowledge,
Attitudes, Beliefs and Behaviors Survey

e Advised and counseled students on sexual health issues

e  Worked with school administrators and staff to promote health fairs and outreach programs

Education
e  Rutgers University 1988-1990
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Tanya Yared
1980 Allston Way Rm H-105, Berkeley, CA 94704-1463.

Experience
San Francisco Department of Public Health
Equity Intern (April 2020 — Present)

e Assists the Director of Office of Health Equity with presentations
e Assists in coordination of equity educational programming.

e Coordinates communication within the Office of Health Equity

e Reviews and analyzes equity data.

e Assist OHE team with communication tools and dissemination.

Collective Impact
Assistant Consultant (August 2019 to May 2020)

e Developed and disseminated community newsletter.

e Assisted with development of communication tools.

e Conducted community needs assessment and provided analysis of data

e Assisted in the writing of grant for health programing for youth and families.

AmeriCorps, Berkeley, Ca
Health Educator (August 2018 to May 2019)equity programs

e Facilitated workshops on equity and nutrition
e Assisted families meet nutrition, fitness and educational goals
e Assisted in the development of equity programs

Health Equity Institute
Equity Research Assistant July 2017 to June 2018)

e Conducted community engagement activities with SFSU students
e Facilitated trainings and workshops on health equity

Education
San Francisco State University

e MPH, May 2021
e BA, Urban Studies and Planning, 2018
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The following attachment is not included in the view since it is not a read-only PDF file.

Upon submission, this file will be transmitted to the Grantor without any data loss.

PPMR-G-CDC-Risk-Questionnaire.pdf
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Contract Accounting Review

A contract encumbrance request package from the Contracts Office requires
funding certification and full review in accounting prior to entering the data in
FAMIS Purchasing. A request typically includes a Contract Purchase Order Input
form and a signed contract boilerplate along with the applicable appendices.
Such review in Fiscal - Contracts Payable Unit (Fiscal) should entail:

a) Checking whether all required original signatures are present together with
the funding certification from the fund accountants,

b) Verifying vendor information and compliance, contract amount and terms
on the request, and matching them with the actual contract,

c) Reconciling Blanket Purchase Order (BPO) balance including applicable
contingency amount for contracts with multiple years. Unless otherwise
stipulated in the contract, contingency is normally computed at 12% of the
total contract amount and serves as a cushion for any unanticipated
increase in award amount to a contractor without going through the Health
Commission and/or Board of Supervisor’s approval process,

d) Comparing the contract encumbrance request by funding source with the
award letter,

e) Verifying mathematical accuracy and completeness of the contract and
appendices making sure that the contract encumbrance request, contract
budget (Appendix B) and the invoice templates (Appendix F) are
reconciled and the contract budget complies with the fringe benefit rate
and indirect cost rate policies and procedures,

f) Verifying accounting codes,

g) Checking insurance documents for required coverage or approved
insurance waiver, period covered should be current,

Any discrepancy should trigger a rejection of the package to the appropriate
contract analyst.

Contract Encumbrance

San Francisco Charter Article IX Section 9.118-b provides that “any contract or
agreement entered into by a department, Board or Commission having a term in
excess of ten years, or requiring anticipated expenditures by the City and County
of ten million dollars, or the modification or amendments to such contract or
agreement having an impact of more than $500,000 shall be subject to approval
of the Board of Supervisors by resolution.”

A contract usually covers multiple years and makes a provision for contingency,
requiring a blanket purchase order to be established in FAMIS Purchasing. Upon
review and approval of the contract and blanket purchase order by the Office of
Contract Administration (OCA), a purchase order (PO) is released where
payments are drawn.

2
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https://www.sfdph.org/dph/files/hc/HCRes/Resolutions/2014/HC%20resolution%20on%20contract%20contingency%20finala.pdf
https://www.sfdph.org/dph/files/CDTA/FringeBenefitRateIncreaseRequestPolicyProcedure.pdf
https://www.sfdph.org/dph/files/CDTA/IndirectCostRateIncreaseRequestPolicyProcedure.pdf
http://www.amlegal.com/nxt/gateway.dll/California/charter_sf/1996charter?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$sync=1

Additional encumbrance requests for contracts funded by general fund should be
submitted no later than the deadline enforced by the Office of Contracts
Administration normally set towards the end of May of the applicable fiscal year.
Moreover, additional requests for special project and grant funded contracts
should be submitted 7 business days prior to the expiration of the project or
grant.

Contract Blanket Purchase Order Set Up
Completing a BPO requires data in the following fields in FAMIS Purchasing:

e Purchasing Type — DPH uses purchasing type Contract Blanket (CB) for
its professional service contracts.

e Contract Amount — is the total compensation amount including applicable
contingency for the full term of the agreement.

e Effective and expiration dates — is the full contract period indicated in
the agreement.

e Discount term —term “net” should be used to indicate that contractual
services are not subject to any discount and all invoices are due and
payable upon receipt.

e BPOtitle — a short description of the contracted services.

e Department — use HMH for mental health and substance abuse services
and HCH for community health services.

e Buyer —the assigned OCA purchasing officer for DPH.

e Purchasing Authority — use the appropriate authority, most commonly
used for professional services contracts are as follows:

o Profserv-bid — for contracts selected through the Request for
Proposal (RFP) process.

o Profserv-nos — for non-competitively bid contracts where a sole
source waiver has been approved by the Contract Monitoring Division
(CMD, formerly Human Rights Commission) and OCA. A copy of the
waiver should be secured from the assigned contract analyst for audit
purposes.

o Profserv-10K — contracts less than $10,000 is exempt from the RFP
process.

o 21.42 - SF Administrative Code Chapter 21.42 authorizes the Health
Commission to designate as sole source professional services
contracts for health and behavioral health services and support, where
such services are provided by non-profit organizations and a sole
source designation is recommended by the San Francisco Department
of Public Health. A copy of the Health Commission approval should be
secured from the assigned contract analyst for audit purposes.

e BPO Department Security and Authorized Users — these fields enable
authorized users and departments to release a PO from the blanket.
(Note: If the contract includes other department or other division budget

3

PREVI EW Dat e: Jul 06, 2021 Wor kspace | D: W500737420 Fundi ng Opportunity Nunber: CDC- RFA-DP21-2111


http://sfcontroller.org/modules/showdocument.aspx?documentid=3628
http://www.amlegal.com/nxt/gateway.dll/California/administrative/administrativecode?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$sync=1

PREVI EW Dat e:

allocation, the BPO Department Security needs to be updated to enable
release(see sample on page 12).

Blanket Purchase Order detail entry — indicate the commodity code, unit
of measurement (U/M) and enter pertinent information such as the
description of services, contract term and compensation amount in the
specification information while unit cost should be left blank. Information in
this section is transposed to the purchase order upon release.

Notepad — all pertinent information should be indicated for audit trail
purposes: (see page 13 for sample of notepad language)

o short description of contracted services

o contract term and option to renew, if applicable

o total compensation which includes total contract amount and
contingency amount

o previous encumbrances affecting the BPO amount to be set up

o net BPO amount to be set up

For FAMIS Purchasing procedure, click here.

For reference purposes, Fiscal retains a mini subset copy of the contract
package after processing the request. The rest of the package is returned to
Contracts Office for further processing and review by OCA.

Contract Purchase Order Release

Once approval of the Contract Blanket PO and the contract package is secured
from OCA, a PO can be released to encumber the funds by completing the fields
described below in FAMIS Purchasing.

BPO ID - once the contract BPO is entered in the PO header screen, all
information such as the purchaser, vendor information and purchasing
authority are populated.

Purchasing Type - type “CT” should be used for any releases against a
contract BPO.

Match Type — match type “AB” or no tolerance should be used. This
means that total payments to contractors cannot exceed the PO amount.
PO title — a short description of the services to be provided by the
contractor.

Delivery date — ideally, is the start date when the services will be
rendered by the contractor. In some cases, the delivery date used is either
1 week after or the current date when the PO is released.

Expiration date — although contract POs are normally released on an
annual basis, this field is left open for payment purposes which may
extend beyond the applicable year of the PO.

Discount term — term “net” should be used to indicate that contractual
services are not subject to any discount and all invoices are due and
payable upon receipt.

Jul 06,
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e Accounting Distribution Method — “M” or multiple should be used. This
will facilitate creating various PO detail lines representing various funding
sources. It will also enable adding new funding source or PO detail line
during the applicable year through a PO change order process.

e PO detail entry — all information from the blanket detail entry will be
populated such as the commodity code and specification information. The
accounting codes are also entered in this screen based on the Contract
PO Input form submitted with the contract. A separate PO detail entry line
should be set up for each accounting code/index code indicated in the
form.

For FAMIS Purchasing procedure, click here.

Upon approval of the PO, Fiscal makes a print-out of the official PO, also known
as the water seal PO, and forwards it to the Contracts Office.

Contract Payment

An accountant issues a payment only after encumbering the funds and reviewing
an invoice that is duly approved by the program manager and/or the invoice
analyst.

The certified contract provides the invoicing methodology the contractor shall use
in recovering their costs.

e Cost Reimbursement — where actual costs are classified by expense
categories and line items set forth in the budget. Each expense category
and line items are detailed in the Contractual Services Invoice Procedures
Manual page 17.

e Fee for Service — where the contractor measures and bills services based
on contracted units of services and unduplicated clients delivered at a
particular period multiplied by a stipulated or approved negotiated rate.
Contracted units of services are budgeted by program and modality.

Payment may only be made upon verification that invoices are according to
appropriate departmental and city policies and procedures.

Review for payment of invoices requires that the:

a) Invoice is original (date-stamped upon receipt) and has been properly
approved by authorized signatories. Invoices stamped as “Electronic
Invoice” and submitted by an approved contractor are also considered
“original”.

b) Budget amount on the invoice matches the latest approved contract
documents by funding source.

5
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c) Amount invoiced does not deviate from budgeted amount, by program
and funding source according to the approved contract.

d) Personnel expenditures for cost-reimbursement invoices are supported by
details as required on Appendix F of the contract.

e) Invoice is free of mathematical errors.

f) YTD total does not exceed the budgeted amount by category or program,
subject to established threshold.

e For Cost Reimbursement invoice, threshold should comply with the
DPH Contractual Services Invoice Procedures Manual section X.

e For Fee for Service invoice, contractor may exceed the contracted
units of services (UOS) among program modalities as long as the
cumulative billing will not exceed the certified exhibit budget.

g) Initial payment, if applicable, is normally computed at 25% of the total
general fund and MHSA (Prop 63) portion of the current award amount
unless otherwise stipulated. This information is indicated in Appendix B,
Calculation of Charges. However, this amount may not exceed the
Fidelity Bond provided by the contractor.

h) Any invoice accruing against initial payment as well as cost report
settlement should be properly offset and reflected in the Payment Record
Worksheet. According to contract provision, an initial payment is
recovered in equal parts from October through March billing. In some
cases, it is recovered based on an approved repayment plan.

i) All required insurance coverage is current at the time the service was
provided. Expiration date should at least cover 2 weeks of the billed
month.

J) The program manager and/or invoice analyst should approve and indicate
whether a partial payment is being made on an invoice.

For FAMIS Purchasing procedure, click here.

Contract Modifications and Change Orders

Health Commission Contract Policy Directive #4 states that all material changes
in a contract for personal services shall be submitted in writing and subject to the
same approval process as the original contract. Non-material changes as
outlined in the Department of Public Health guidelines shall require written
approval of the Program Chief or Director of the services.

Modifications

Modifications to an existing contract, whether formal or informal, follow a strict set
of procedures.

Formal contract modifications (or contract amendments) are subject to the same
approval process as new and renewal contracts.

6
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Informal modifications (or internal contract revision) do not affect the total
contract compensation and contract terms, requiring approval only of the
Program Director or his designee. In some instances, these modifications are
effected by a revised award letter or funding notification.

Budget Revision is an informal change of an existing expense category to a
contract that does not change the total funding amount in the contract.

Complete definitions and policies are explained in the DPH Contractual Services
Invoice Procedures Manual Section X and IX.

Change Orders

Change Order is a systematic process of modifying or cancelling an accounting
document previously posted in FAMIS Purchasing. Details of the change order
are usually specified in the notepad for audit trail.

The following instances shall trigger a change order in FAMIS Purchasing.

For blanket purchase order:

e Contract modification to change the total contract compensation and/or
contract term,

e Change in department security to allow other DPH divisions (SFGH and
Laguna Honda) or other departments to release from the blanket pursuant
to the provisions of the contract, or

e Correction of errors in the contract or BPO.

For contract purchase order:

e Contract modification to revise the funding sources without affecting the
total compensation amount,

e Change in accounting codes,

e Cost settlement offsets,

e No cost contract modification and minor changes in the document not
affecting the encumbered amount (The purpose of the modification should
be indicated in the notepad for audit trail purposes.),

e Correction of errors in the document,

e A contract PO including all its lines is automatically cancelled or liquidated
upon indicating F (final) on the invoice payment

Contract Encumbrance and Payment Record Worksheet

Organized by fiscal year, this spreadsheet holds historical accounting data for
each provider/contractor, comprising of:

7
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Contract Blanket and Purchase Order numbers

Insurance information

Encumbrance period

Amount by funding sources and corresponding invoice exhibits
Initial payment and recovery, if applicable

Voucher and invoice payments

Cost report settlement, if applicable

Unpaid invoice amount

Journal entries

This worksheet helps Fiscal in adequately monitoring the balances and payment
activities for each contract. Detailed information on initial payment, cost report
settlement as well as the unpaid portion of the contractor’s invoice is not readily
retrievable from FAMIS. Any offsets and adjustments made on the contract are
not usually reflected on the FAMIS Purchasing document, requiring thorough
account reconciliation. Therefore, the worksheet is periodically updated to ensure
that FAMIS balances are well aligned with underlying contract transactions.

A contract database was created in fiscal year 2011-12 for this purpose.

CBHS Contract Payment Worksheet

Public Health Contract Payment Worksheet
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Cost Settlement

In a cost settlement, SFDPH reconciles actual provider billings that were paid
during the contract period with what was received from the State. The main
purpose of the settlement is twofold: a) to reconcile globally the actual units
delivered by the county to the State reimbursement, and b) to reconcile locally
the actual units delivered by a provider to DPH payment per contract. Final
settlement is applied against general fund and Prop 63 (Mental Health Services
Act) fund portion of the contract. For more detailed information click here.

The Cost Settlement process usually begins in October and ends in April of the
following year. The Cost Report Unit sends out the settlement letter to the
contractors and at the same time provides a summary of settlement of accounts
to Fiscal which shows the amount due (to) or from contractor, and also serves as
a basis for calculating the monthly deduction, normally made in equal parts as
offsets against July through September contract invoice billing depending on the
materiality of the amount. In some limited cases, cost settlement is recovered
based on an approved repayment plan (requests are approved by the Deputy
Chief Financial Officer). On the other hand, amount due to contractors are paid
upon receiving a settlement invoice normally due on the 315 of May.

On a quarterly basis, Fiscal prepares an accounting entry to reflect the correct
contract expenditures and available contract balance in FAMIS, after applying
applicable offset resulting from the cost report settlements.

Electronic Invoicing Policy and Electronic Approval

In September 2006, DPH implemented electronic invoicing for contractors based
on guidelines from the Controller’s Office. This will eliminate the requirement for
original hard copy documentation and facilitate timely review and approval of
invoices.

Contractors may submit electronic invoices for review and approval via email, fax
or COOL (Contracts Online). Back up documentation may be submitted
electronically. The complete list of approved contractors may be accessed
through the COOL System.

CBHS Contracts

Health Commission Contract Policy Directive #5 states that contract renewals
shall be based upon the submission of a new proposal by the contractor and that
the contractor applying for contract renewal shall be judged upon past
performance and any additional information which pertains to the new contract.

9
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POLICIES/DPH%20Policies/MH_SDMC'13-14_Training_f.pptx
file://///IN-FI102/1380%20Accounting%20Share/AP/APContracts/POLICIES/DPH%20Policies/DPH%20Electronic%20Invoicing%20Memo%20-Con%20Approved03.18.2014.pdf
http://dphnet/node/203

While CBHS contracts are selected through an RFP process, annual CBHS
contract negotiations are complex and require several months to complete. To
facilitate continuity of services to DPH clients as well as payment for those
services, Contracts Office assembles multi-year encumbrance (MYE) request
packages every year for continuing contracts to allow Fiscal to encumber funds
and issue payments on the interim while negotiations take place. The interim
encumbrance is computed at approximately 50% of the previous year’s certified
contract or the current fiscal year’s anticipated funding amount, whichever is less.
Additional interim encumbrances in excess of that established threshold through
a contract modification may be allowed on a case by case basis as long as the
final encumbered amount does not exceed the certified BPO and contingency
amount.

When negotiation is completed, the Contracts Office builds a full contract
encumbrance package, which prompts Fiscal to encumber the remainder of the
contract award of the current fiscal year.

10
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Guidelines

Controller’s Office Prompt Payment Guidelines
http://famis.sfqgov.org/controllerspolicies/001-07 PromptPaymentGuidelines.pdf

Controller’s Office Payment Processing Guidelines
http://sfcontroller.org/Modules/ShowDocument.aspx?documentid=2178

DPH Health Commission Contract Policies
http://dphnet/sites/default/files/contpols.pdf

DPH Policy on Advance (Initial) Payment
http://www.sfdph.org/dph/files/PoliciesProcedures/F$C4 AdvancePaymentPolicy

%20.pdf

Controller’s Office Policy on Advance (Initial) Payment
http://sfcontroller.org/Modules/ShowDocument.aspx?documentid=2071

CCSF Contractual Services Process Chart
http://famis.sfqov.org/contractquidelines/Overview/ProfessionalServicesFlowchar

t2011 06.pdf

Controller’s Office Accounting Policies and Procedures — 2015 Edition
http://sfcontroller.org/modules/showdocument.aspx?documentid=6828

References

Office of the Controller:

e Contracting Guidelines, http://famis.sfgov.org/contractquidelines/

¢ Electronic Payment Requests from Nonprofit Contractors,
http://mission.sfgov.org/DOCUMENT CENTER DOCUMENTS/DC1737.pdf

¢ Finance Guide for Nonprofit Contractors,
http://www.sfcontroller.org/Modules/ShowDocument.aspx?documentid=613

¢ Resources for Nonprofits, Citywide Nonprofit Monitoring and Capacity Building
Program, http://www.sfcontroller.org/index.aspx?page=50#FinanceGuide

e FAMIS System Information, http://sfcontroller.org/index.aspx?page=203

SF Legal Authorities:

e San Francisco Charter Section 9.118 (b) Contract and Lease Limitations,
http://library.municode.com/index.aspx?clientld=14131&stateld=5&stateName
=California

e San Francisco Administrative Code, Chapter 12B Nondiscrimination in
Contracts
http://www.amlegal.com/nxt/gateway.dll/California/administrative/administrativ
ecode?f=templates$fn=default.ntm$3.0$vid=amlegal:sanfrancisco_ca$sync=1
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http://sfcontroller.org/Modules/ShowDocument.aspx?documentid=2178
http://dphnet/sites/default/files/contpols.pdf
https://www.sfdph.org/dph/files/PoliciesProcedures/FSC4_AdvancePaymentPolicy%20.pdf
https://www.sfdph.org/dph/files/PoliciesProcedures/FSC4_AdvancePaymentPolicy%20.pdf
http://sfcontroller.org/Modules/ShowDocument.aspx?documentid=2071
http://famis.sfgov.org/contractguidelines/Overview/ProfessionalServicesFlowchart2011_06.pdf
http://famis.sfgov.org/contractguidelines/Overview/ProfessionalServicesFlowchart2011_06.pdf
http://famis.sfgov.org/contractguidelines/
http://mission.sfgov.org/DOCUMENT_CENTER_DOCUMENTS/DC1737.pdf
http://www.sfcontroller.org/Modules/ShowDocument.aspx?documentid=613
http://www.sfcontroller.org/index.aspx?page=50#FinanceGuide
http://sfcontroller.org/index.aspx?page=203
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Sample of BPO Department Security with other
division/department allocation

PCHL2341 V5.1  CITY AND COUNTY OF SAN FRANCISCO--NFAI
LINK TO: .... BPO DEPARTMENT SECURITY
BPO/CONTRACT ID : BPHC14000041 BPO AMOUNT :  3,099,936.00
SEL  DEPT DEPARTMENT NAME BPO ALLOCATION RELEASED ANT

. . HCH..... OMMU N Tx HE LTH S ..3,041,936.00 b

= . HLH..... AGUNA HONDA PI ..... 58,000.00

= N D

LINK TO:

BPO/CONTRACT ID : BPHC09000110 BPO AMOUNT :

SEL DEPT DEPARTMENT NAME BPO ALLOCATION RELEAS

BUILDING INSPECTIO ....593,475.47
COMMUNITY HEALTH S .562,924.53
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Sample of Notepad Language for Blanket PO

88 Netshurtie2 - RUMBA Mainframe Displ; i

file Edit View Connection Transfer Options Tools Help

PCHL91GO CITY AND COUNT
LINK TO: _ _ _ NIC

t2/10/20812
PM
07

FRANCISCO-
NOTE P 1:23
0F

BPHM1100

BPD HEADE

UNITY AWA

& Netshuttie2 - RUMBA Mainframe Displ = |

File Edit View Connection Transfer Options Tools Help
3 o) Al el 2

AND

CHLS 1080
INK TO:

COUNTY OF S NFAMIS
ELEC D

PO HEADE HM110008835
EMENT T0O
INTEGR HAVIORAL
INSTI IGH RISK,

YOUTH. R ADULTS.

HAVE UC
HEALTH
SERIOUSLY

1/730/10
OMMUNITY
ERVICES 0
ENTALLY

REQUES PPROVAL OF
Focus ( )] PROVIDE
REDUC NNECESSARY

IONAL AGED

BPHMI1

CONTING

TOTAL

T Netshuttie2 - RUMBA Mainframe Display [0 -

File Edit View Connection Transfer Options Tools Help

/2812
PM

03

ANCISCO
C NOTE 140

0F
MENT 6eE026

ITH INSTITUTO
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T Netshuttie2 - RUMBA Mainframe Display 0 T - e ——— = —— - e

file Edit View Connection Transfer Options Tools Help
Q & (= & 095 Al=E el g i
AND COUNTY

ER z ! HC12088001

REQUES 0 FOR CATHOLIC

ES CVYO

87/01/ cT : ,095,933.00

ITS KA P . ODESSA

E FOLLOWING OPTIONS TO

Fe-COPY LINE
7-PRIOR PG F8-NEX K F11-INS PAGE F12-DEL PAGE
PRIOR PAGE C

Ready Ri g TCPPIO78 OVR NUM W

T Netsnuttie2 - RUMBA Maintrame Display [
File Edit View Connection Transfer Options Tools Help

SCO--NFAMIS t2/10/2812
TE PAD 1:52 PHM
OF 83

1D BPHC120080851

N ON AIDS FOR THE PERIOD
1.008. INSURANCE CURRENT.
ERCISE THE FOLLOWING OPTIONS TO

F4-AUDIT F6-COPY LINE
F18-SAVE F11-INS PAGE F12-DEL PAGE

Ready Running TCPPIGTE OVR NUM W62
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T NetShuttie? - RUMBA Mainframe Display A

File Edit View Connection Transfer Options Tools Help
) =] - o e o = o [=]

CITY

AND COU N FRANCISCO--NFAMIS

RONIC NOTE

/2012
PAD 53 PM
OF 83

TO:

HEADER 2342 DOCUMENT BPHC 12008853
22/2011-REQUEST APPROVAL A BLANKET FOR
120000653 TO PROVIDE PROP GEMENT SERVICES AT THE BAYANIHAN, KNO
SABEL. NTE AMOUNT : $1 .00 TERM: 08/01/2011 - 06/30/2016.

TRACT DOCUMENTS ARE ochA APPROVAL. THANKS, ODESS

GP TODCO-INC.

FOR

NEXT PAGE

-HELP
/-PRIOR

F2-
F8-
5

F3-DEL LINE F4-AUDIT

F1B-SAVE

F5-TOP
F11-1INS

Fe-COPY
F12-DEL

LINE

PG PAGE PAGE

Running

TCPPIO78 OVR NUM W ™

aclyn Gimlan
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Introduction

Fiscal — Procurement and Accounts Payables Non-Contracts Unit developed this
Manual to provide fiscal and program staff with a comprehensive guide in
understanding the procurement and payable process in accounting. This manual
shares relevant procurement and payment provisions that are mainly required by
the Office of Contracts Administration (OCA) and the Office of the Controller.

The manual has been designed to describe the distinct characteristics of the
common purchasing/payment documents and explain how the requisite
provisions are followed in Fiscal in processing those documents. Integral to the
internal control framework, Fiscal maintains up-to-date communication of
relevant procedures to department staff.

Goals of Procurement and Accounts Payable Unit

The unit’s overall goal is to promote accurate and efficient processing of
procurement and disbursement requests with the following objectives in mind.

Perform error-free accounting

Comply with administrative policies and procedures

Process documents within the required timeframe

Accomplish audits successfully

Provide fiscal support to programs

Build strong relationship with Programs and other stakeholders

Policies and Procedures: Procurement

Overview

Departmental purchases are generally subject to all the procurement provisions
of the Charter, Administrative Code and City ordinances. This section is
intended to give you a summary of key requirements involved in processing
purchasing requests in fiscal.

Authorization Signature Policy

The Department of Public Health Fiscal Division keeps original authorization
signature cards and maintains its database. Compliance with the signature
authorization policy must be observed at all levels of management consistent
with the organizational structure of the department. Delegations are approved by
the Department Head downward to the next in line authority. In the absence of an
individual having primary responsibility, an authorized staff may serve as an
alternate approver.

A signature authorization is a delegation of authority and remains in effect until
canceled or the employee leaves the department. Fiscal staff reviews the
approver to ensure strict compliance to City and departmental guidelines, policies

2
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and procedures. Staff who approves Procurement and Accounts Payable
documents are accountable for the documents they approved.

Below is the step-by-step process:
1. Requestor fills out an authorization form with the Date, Employee Name,

Employee Civil Service Class #, Department/Program/Unit and Address and
checks the appropriate boxes for the applicable document types.

2. Authorized signatory approves/signs the authorization form then send the
original form to Fiscal, 1380 Howard, room 418. The approver should have a
valid authorization form on file with Fiscal.

3. Account Clerk date stamps, scans and updates the spreadsheet in the
“Active” tab for a summary of the following: Division, Section, Unit, Program,
Authorized Signatory, Authorized by, Effective Date, Class #, Address, Phone
and checks requested document types.

4. Accounts Payable/Procurement Assistant Manager verifies the approver and
hyperlink each authorization form and specimen signature to each authorized
staff data.

5. When an authorized staff leaves the department, the Accounts
Payable/Procurement Assistant Manager updates the spreadsheet and
transfer data from “Active” to “Separated” tab.

Vendor Compliance Requirements

In order to be compliant, a vendor needs to submit these mandatory forms
according to OCA. Check reference for a complete listing of the required vendor
forms.

1. Internal Revenue Service Form W-9 (Request for Taxpayer
Identification Number and Certification). This form provides the City
with the vendor’s taxpayer ID number, which is then used to assign a
Vendor Number in the City’s accounting system, Financial Accounting and
Management Information System (FAMIS). If a vendor has a different
name in the quote or invoice, the vendor must submit a W-9 for the
Controller to set up an alternate name.

2. Treasurer/Tax Collector Form P-25 (Business Tax Declaration). This
form is used to determine if the vendor is physically “doing business in
San Francisco” and therefore is required to pay business tax. For the City
to do business with a vendor, the vendor’s Business Tax Status must be

3
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http://sfgsa.org/index.aspx?page=4762
http://sfgsa.org/index.aspx?page=4762

current. Some vendors must register with the Tax Collector, and some
need not.

3. Human Rights Commission Form 12B-101 (Declaration:
Nondiscrimination in Contracts and Benefits) with supporting
documentation. This form is used by the City’s Human Rights
Commission (HRC) to determine if the vendor has employees and offers
benefits to these employees. If the vendor does, it must prove that equal
benefits (health, sick leave, retirement, etc) are offered to employees with
spouses and to employees with domestic partners by submitting copies of
its benefit plans and personnel handbook.

When a vendor provides service or performs service within City premises, the
vendor must provide a valid certificate of insurance documenting the specified
coverage and naming the department as the certificate holder. Please see OCA’s
requirement and sample.

See http://mission.sfgov.org/DOCUMENT CENTER DOCUMENTS/DC2392.doc
for instruction on how to look up vendor status information in FAMIS.

If a prospective vendor is not 12B-compliant, check if an approved sole source
waiver for a specific purchase request is on file in Contracts Online (COOL). To
request for waivers, contact Mark Laws at (415) 554-2839 at DPH Contracts
Office. The waiver information such as amount, period and approval date should
be indicated in the notepad.

Program units are responsible in making vendors comply with the above
requirements since they make decisions in dealing with the vendors. On the
other hand, Fiscal may provide some assistance in explaining the requirements.
If a vendor has alternate names, the Requesting unit needs to submit a W-9 for
vendor file update.

City Charter Section 3.105

The City and County of San Francisco Charter Section 3.105 states that:

All disbursements of funds in the custody of the Treasurer must be
authorized by the Controller. No officer or employee shall bind the City and
County to expend money unless there is a written contract or other instrument
and unless the Controller shall certify that sufficient unencumbered balances
are available in the proper fund to meet the payments under such contracts or
obligation as these become due.

Certification of available funds for all purchases, contracts, and other obligations
is done by posting an encumbrance transaction in the Controller’s citywide
financial and accounting system, FAMIS.

4
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After selecting a vendor in accordance with the City’s purchasing and contracting
procedures, departments must encumber funds in FAMIS before issuing a
purchase order, contract, or other commitment to a vendor. The encumbrance
process may not be applicable under certain justifiable situations, which are
discussed later in this manual.

FAMIS-Purchasing Encumbrances

Aside from Charter 3.105, Encumbrances are discussed in Administrative Code
Section 10.06. When making a request for materials, supplies, equipment or
general services, one of the following forms must be used:

1. For recurring order, Department Blanket Purchase Order and Release
Input Form (BPO form) serves any request for recurring and repetitive
type of materials or supplies and general services (e.g. courier services,
refrigeration services, etc.)

2. For one-time or non-recurring order, Requisition for Materials, Supplies,
Equipment and Services (Requisition form).

When processing any request, here’s a helpful guide that can be followed:

¢ We recommend checking the Virtual Warehouse before purchasing new
items, by going to the Available Items. All items in the Virtual Warehouse
are free. The Virtual Warehouse serves to implement the SF
Administrative Code Chapter 21.03(i) (Disposal of Surplus) and the SF
Environment Code Chapter 5 (Resource Conservation Ordinance).

e Ensure that the BPO form or Requisition form is filled out completely and
approved/signed by authorized personnel. Original signature cards are
maintained by Fiscal and an electronic version is at the Accounting
shared drive.

o Verify if the required vendor quote is valid as to expiration date, dollar limit
and negotiated terms. A valid vendor quote should be submitted on the
vendor’s letterhead with vendor signature or explanation why the vendor
cannot provide signature and should indicate the shipping terms. FOB
destination is preferred.

¢ Request for services should be accompanied by the vendor’s valid
Certificate of Insurance.

e Request should be approved by the designated fund accountant indicating
that enough funds are available.

e Double check the accounting codes: index code, sub-object, and project
code/project detail or grant code/grant detail.

¢ For grant-funded requisitions, the Grant procurement guideline should be
identified in the FAMIS Notepad, including the funding source and the
Grant Fund contact person who could answer any questions which OCA
may have regarding the grant restrictions and provisions. Please note that
OCA requires submitting grant checklist and grant funded documents at
least 90 days prior to the expiration date.

¢ Verify vendor status to ensure vendor compliance requirements are met.

5
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http://www.amlegal.com/nxt/gateway.dll/California/charter_sf/articleiiiexecutivebranch-officeofmayor?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$anc=JD_3.105
http://www.amlegal.com/nxt/gateway.dll/California/administrative/chapter10financetaxationandotherfiscalma?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$anc=JD_10.06
http://www.amlegal.com/nxt/gateway.dll/California/administrative/chapter10financetaxationandotherfiscalma?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$anc=JD_10.06
http://warehouse.sfenvironment.org/look-for-items/available
http://www.amlegal.com/nxt/gateway.dll/California/administrative/chapter21acquisitionofcommoditiesandserv?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$anc=JD_21.03
http://www.amlegal.com/nxt/gateway.dll/California/administrative/chapter21acquisitionofcommoditiesandserv?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$anc=JD_21.03
http://www.amlegal.com/nxt/gateway.dll/California/environment/chapter5resourceconservationordinance?f=templates$fn=document-frame.htm$3.0$q=$x=$nc=6347
http://www.amlegal.com/nxt/gateway.dll/California/environment/chapter5resourceconservationordinance?f=templates$fn=document-frame.htm$3.0$q=$x=$nc=6347

e Verify if vendor address on the quote is in the system.

e Check if tax computation is correct. For further guidance on California sales
and use tax, see http://www.boe.ca.gov/sutax/fagpurch.htm.

e For any change order request involving increase/decrease of the purchase
order amount, the proposed modification may either be accomplished on
the BPO form or through an email from the Requesting unit’s authorized
signatory.

. Before closing any Purchase Orders, verify that there is no outstanding
order from the Requesting unit or unpaid invoices to the Vendor. The
Office of Contracts Administration (OCA) requires an email from the
vendor confirming such and should be indicated in the FAMIS notepad

Depending on the nature and amount of purchasing request, the flowchart below
depicts how each of the possible request scenarios is processed in accounting.

6
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How to Buy Something in ADPICS

Color Coding:
Dept = #Gray
OCA = #Blue
ADPICS = #Green

Vendor =

Yes
Screen 2342 Screen 2360
No

DB less than 10K

Y l .
Screen 2360
No

Screen 2100

Office of Contract Administration 6-11
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Blanket Purchase Order (BPO)

Blanket Purchase Orders (BPO) do not encumber funds. They are used to
secure the approval of OCA for future anticipated purchases of certain
commodities from a vendor for specific time period and dollar limit. There are
two types of BPO:

1. Citywide BPOs also known as Term Contracts are negotiated by OCA to
offer departments common commodities that are competitively-priced.
See OCA'’s link for more on term contracts.

2. Departmental BPOs are more tailored to serve the needs of a unit or
group within DPH. Departmental BPOs are typically created for recurring
and repetitive services and must be more than $10,000 unless a
recommended vendor is a certified Local Business Enterprise, LBE. See
HRC'’s link for further information.

Before creating a Departmental BPO for a certain request, verify if there is
an existing Citywide BPO for the same. If there is, the Citywide BPO
should be utilized. Verify the effective and expiration date of the BPO.
Products or services ordered should be within the BPO period.

See the Controller’s Office link on how to process or modify a BPO,
http://sfcontroller.org/ftp/uploadedfiles/controller/intranet/FAMIS/BPO.pdf

Please note Fiscal accepts electronic or PDF copy of requisition form or DBPO
and Input Release form in lieu of original as long as it is signed by an authorized

signatory.

Releases from BPO

In all cases, before placing orders or issuing contracts, Fiscal must record an
encumbrance against the BPO. This is done in FAMIS Purchasing, using a
purchase order release. Prior to creating releases, the terms of the BPO such as
item description and pricing should be reviewed. Click here to view OCA'’s list of
term contracts.

See the Controller’s Office link on how to release a PO from a BPO,
http://sfcontroller.org/ftp/uploadedfiles/controller/intranet/FAMIS/DPO.pdf

Direct Purchase Order (DP)

Otherwise known as Prop Q, Delegated Departmental Purchasing Authority
(DDPA) allows DPH to purchase certain goods and non-recurring general
services up to $10,000 including tax and shipping without requiring approval from
OCA, per Admin Code 21.04. These purchases are handled in FAMIS
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purchasing by generating a Direct Purchase Order (DP). Specific to processing
a DP, here are some tips that can be followed:

e Ensure the completeness and propriety of quote. OCA and DPH
recommend that multiple quotes are obtained to ensure that resources are
being utilized wisely.

e Review if the proper Match type (determines one-time or progress payment)
and Purchasing authority are entered in the document.

¢ Check other requests from the Unit to ensure order splitting does not exist.

See the Controller’s Office link on how to process or modify a DPO,
http://sfcontroller.org/ftp/uploadedfiles/controller/intranet/FAMIS/DPO.pdf

Requisition and Standard Purchase Order

Requisition (RQ) is not an actual contract but merely a request to OCA to enter
into a contract for goods or services amounting to more than $10,000 for non-
technology items. When a requisition is entered into FAMIS Purchasing, the RQ
document pre-encumbers the funds. After OCA completes the bidding process
which typically takes three to six months, a Standard Purchase Order is issued
which in turn liquidates the RQ creating an encumbrance in FAMIS. Other
factors that should be considered when processing this type of request are:

¢ OCA may process request amounting to over $10,000 and below $400,000
through informal bidding, requiring only one quote. In rare situations, OCA
may require DPH to provide additional quotes to complete the request.

¢ RQ is also used for Computer Store and Information Technology (IT)-related
transactions regardless of amount as they require an approval path in
FAMIS Purchasing specific to Department of Technology (DT). Email
guote to DT for approval.

¢ RQs are normally for single orders; but in situations when recurring/multiple
orders are needed, it should be indicated in the requisition and FAMIS
notepad in order for OCA to classify the POs as recurring/multiple orders.

Novation

According to SF Admin Code, Section 15.104, “The Director of Health is hereby
authorized to apply and pay for membership of the Department of Public Health
in the University Health Systems Consortium and the University Health Systems
Consortium Services Corporation. The Director of Health is also authorized to
enter into and execute written agreements and execute purchase orders on
behalf of the City and County of San Francisco with suppliers of goods and
materials selected by the University Health Systems Consortium Services
Corporation through its competitive bidding process”.
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Staples Advantage

e OCA creates a City-wide BPO for “Miscellaneous Office Supplies” with a
dollar limit based on prior and estimated future usage.

e Each department will create a release against this City-wide BPO in the
amount of their budgeted spend for the time period.

e Departments will conduct a 3-way match between (1) the order summary
page printed by departmental order initiators, (2) the Priced Pack list which
will arrive with the package at the time of delivery and (3) the invoice.

e Program staff who received items should verify the Priced Pack List for
guantities and pricing accuracy against the order summary page. This
receiver should sign or initial on the Priced Pack List. If there are any
discrepancies between the order page and the Priced Pack list, program
staff should contact Staples dedicated customer service directly to resolve
the issue and request accurate Priced Pack list and invoices so payment
can be processed. For any issues with Staples Advantage orders, below
are the contact information:

» Dedicated Customer Service for CCSF: 888-438-4804
 Dedicated Email: CtyCntySanFran@staples.com
* For copies of priced pack slips email: cec.email.calnorth@staples.com

e Once the Priced Pack List got verified, the authorized signatory will sign to
approve for payment, and forward the Priced Pack List to Departmental
Accountants who will then process a progress payment for the amount of
the invoice against the previously created BPO release. The Priced Pack
List should be signed by the person who received the item and then by an
authorized payment (Staples Priced Pack List/Receiving Report) approver.
The receiver cannot be the same person who ordered the items, approved
the order or the person who approved the Priced Pack List for payment.

Policies and Procedures: Payables

Overview

Similar to the procurement process, payment for goods and services are
governed by the City’s Charter and Administrative Code, and the Controller's
Office instructions including the Prompt Payment Guidelines. This section
demonstrates how the payment process is accomplished in compliance with
those requirements.

When processing any payment requests, the following basic steps should assist
in verifying accuracy and completeness of supporting documentation. Please
refer to the Controller's Payment Processing Guidelines.
e Mark an invoice with the “receive date” and write initial or name of the staff
receiving the invoice.
e Match invoice to evidence of receipt of good.
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Examples of supporting document include:

» Goods — packing slip

» Office supplies — priced pack list

» Service — service call documentation, work order, job order, etc.

» Copier (Konica) - meter usage log

» Document storage (GRM) — log and workorder
These supporting documents should be acknowledged by the person who
received the items or service.

e Ensure that request for payment is approved/signed by an authorized
personnel, while matching original signatures with the current signature
card; or that the applicable payment request form is filled out completely.

e Verify vendor status to ensure vendor compliance requirements are met.

e Check if vendor payment address is accurate in the system.

¢ Ascertain that invoices are original or certified-original and payment
documents are complete and original.

e Check the mathematical accuracy of the form and/or supporting paperwork.

e Double check the accounting codes: index code, sub-object, and project
code/project detail or grant code/grant detail.

¢ Observe payment due dates stipulated in the contract/invoices to adhere to
contractual obligations and avail of vendor discounts. See Prompt
Payment Guidelines issued by the Controller’s Office for certain mandated
payment procedures.

e The detailed justification and corrective actions should be included in FAMIS
notepad when required.

Electronic Invoice

With the Controller’'s approval, DPH Fiscal accepts electronic invoices and keeps
records for audit purposes. Fiscal encourages vendors to apply for such method
to facilitate processing. To qualify, the vendor’s official representative should
submit a letter to DPH Procurement and Accounts Payable in advance,
requesting to use electronic invoice while indicating what electronic method will
be utilized (email or fax). Accounting will notify the vendor when to start sending
electronic invoice to 1380howardfiscal@sfdph.org.

Electronic Payment to Vendor

DPH encourages vendors to sign up with the Bank of America to get electronic
payments or ACH (Automatic Clearing House). The Controller makes daily
electronic payments and provides the same information currently printed on the
checks.

See the Controller’'s Office link on how to enroll in ACH Payments.

Electronic Approval
Due to the volume of invoices DPH receives, various program locations and
prolonged time to receive back approved invoices, the Office of the Controller
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approved DPH’s request for electronic approval for commodity vendors only. The
approver should be have an authorized signatory card on file and the email
approval should indicate the invoice number, amount, billing period, date
product/service received and PO number.

FAMIS Purchasing Payments

The City uses an encumbrance method of accounting to help ensure that
obligations are not incurred or expenditures made in excess of available funds,
allotments, or appropriations. This method of accounting requires that certain
department commitments be encumbered so that funds and/or spending
authority are reserved for the future payment of goods that have not been
received or for services that have not yet been rendered. In some cases where
terms are provided in the purchase order, the final payment may exceed the
encumbrance balance by $1,000 or 10% of the adjusted encumbrance amount
whichever is less. The documents in this section are only processed in
conjunction with the appropriate purchase order.

Voucher Payment (VC)

VCs are used for payment of goods and services encumbered through the
procurement process via a Purchase Order, either single or
progress/recurring/multiple orders.

Single Order Payment

Single Order Payments are non-recurring payments to vendors for work or
goods satisfactorily performed or delivered.

Progress Payment

Progress Payments are periodic payments to vendors for work or goods
satisfactorily performed or delivered within the period specified on the
purchase order agreement.

The payment process requires validation of receipt of goods or services and a
matching of the invoice details with the specifications on the purchase order.
Vendors should charge DPH units only for services at the rates specified in its
contract. In verifying a payment request, invoices should:

¢ Be original and approved by the authorized Program staff. The Program
staff is responsible to request the Department Head or the authorized
designee to certify a copy if it is used as original. Please email Faye
DeGuzman, Director’'s Executive Assistant for certification request with an
explanation of why the original is unavailable.

e Have been verified by Program staff as to the satisfactory receipt of
goods/services substantiated by a signed packing list, service
confirmation, copier usage log, tracking log, or other form of
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documentation. If an item is not in accordance with the PO
specifications/pricing, program staff dispute the invoice with the vendor
within seven (7) days and ask for a revised invoice or credit memo with
the current date. Invoice Dispute Notifications by email to vendors are
acceptable. The dispute should be documented and the prompt payment
clock starts after dispute resolution.

¢ Be signed by someone other than the program staff who placed the order
and who received the order. According to the Controller's Payment
Processing Guidelines, "Segregation of duties requires that different staff
have responsibility for different steps in the process. Ordering, receiving,
approving invoices and processing payment should not be done by the
same staff person"”.

e Show the date of Fiscal and program’s receipt, which is a required field in
FAMIS Purchasing.

e Indicate the correct purchase order number, verified by Program staff as to
the validity.

e Match the respective purchase order and packing slips or service
confirmation for appropriateness by both program and fiscal staff.
Packing slip and service confirmation should also indicate the correct PO
number and must be signed and dated (when items are received).

e Display that the date of the invoice is not prior to the date of the purchase
order. Receiving goods/services prior to issuance of a purchase order is
prohibited.

¢ Be processed timely or within 30 days upon receipt according to the Prompt
Payment Guidelines.

If the PO states “NOT LIMITED TO”, provide written order confirmation or quote
(please check term contract provision or purchase order specifications) to verify
invoice price.

When sending approved invoice to Fiscal, attach the supporting documents
(packing slip, service call documentation, job order, work order, copier meter
usage, courier waybill, etc.).

If sales tax appearing on the invoice is lower than the City & County of San
Francisco’s rate or out of state vendors do not include used tax at all, Fiscal
submits a journal entry to account for the difference to allow proper tax
remittance to the state. Program should have enough budget to post sales or use
tax.

Fiscal handles vendor credit memos by offsetting such amounts with outstanding
invoices for the same PO.

See the Controller’s Office link on how to process a voucher,
http://sfcontroller.orqg/ftp/uploadedfiles/controller/intranet/FAMIS/Voucher%282%

29.pdf
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Direct Voucher (DV)

Direct Voucher (DV) is used only in unusual situations where funds were not
encumbered first. When processing direct voucher in FAMIS Purchasing, here
are items you need to consider:

¢ The detailed justification and corrective action plan must be included on the
electronic notepad. The requestor should provide explanation to the
following questions as required by OCA and Controller:

1. If an error occurred when encumbering funds or making payments,
what happened?

2. If no error occurred, why were services or items obtained without
first having a certified contract or purchase order in place, and who
authorized this?

3. Why is the price reasonable, or is it close to a price provided in a
competitive process?

4. What procedures are being implemented by the department to avoid
a recurrence?

e Invoices must be original. If not, it must be certified by the Director of Public
Health, Barbara Garcia or authorized designee .

e Provide signed and dated packing list, acknowledgement of service or other
supporting documentation.

e Ensure that the direct payment request form is original, filled out completely
and approved/signed by authorized personnel.

¢ Request should also be approved by the designated fund accountant
indicating that enough funds are available.

e Double check the accounting codes: index code, sub-object, and project
code/project detail or grant code/grant detail.

e \Verify vendor status to ensure vendor compliance requirements are met.

See the Controller’s Office link on how to process a DV,
http://sfcontroller.org/ftp/uploadedfiles/controller/intranet/FAMIS/Direct Voucher.

pdf

FAMIS Accounting Payments

In contrast to FAMIS Purchasing payments, FAMIS Accounting payments are
accomplished for items that are exempt from the encumbrance mandate as a
matter of instructions from the Controller’s Office, nevertheless they are subject
to the established budget and appropriation control.

Direct Payment to Vendor (PR/RM)

Direct payment requests are used for specific type of non-encumbered
transactions that cannot be processed in FAMIS purchasing via direct vouchers.
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In other words, direct payments are made to vendors without an encumbrance or
purchase order. Unencumbered disbursements bypass OCA’s purchasing
system and should only occur where normal purchasing procedures for goods or
services are not available. Examples of DPH transactions in this category include
requests for:

¢ External training (conferences, workshops, classroom style, etc.)

e Official advertising — note, recurring advertisements are recommended to be
processed through the City’s purchasing procedure

e Membership dues approved by the Board of Supervisors per SF
Administrative Code, Chapter 16, Article 1, Sec 16.6.

e Subscriptions or renewal

e Garbage and refuse liens

e Interim Assistance Reimbursement Program

e Remittances to the State of California

e Payments to other government agencies

¢ Miscellaneous payments such as postages, judgment/claims, other
employee benefits with appropriate provision in the MOU and payments to
PPN providers

Garbage and Refuse Lien

Administered by DPH Environmental Health Section (EHS) with authority from
the Public Health codes, this program involves placing a lien on the properties of
San Francisco residents and businesses as a result of non-payment of garbage
charges.

As garbage collection vendors, Recology Sunset Scavenger Company and
Recology Golden Gate Disposal & Recycling Co. refer delinquent garbage
accounts to EHS, which in turn creates garbage and refuse lien list. That list
containing names, addresses, delinquent garbage fees and a minimal $50
administration fee imposed by DPH is submitted to the City’s Assessor/Recorder
Office for property lien processing whereby those charges are incorporated into
the next property tax billing.

In order to issue checks to Recology Sunset Scavenger Company and Recology
Golden Gate Disposal & Recycling Co. for the uncollected fees, Fiscal receives a
request for payment from EHS, together with a Letter of Certification from the
Director, a copy of the Garbage and Refuse Lien List, white copy of the original
invoices issued to residents and business owners, and funding certification page
showing the appropriate index code and project code/detail approved by the
project fund accountant.

Interim Assistance Reimbursement Program (IARP)

Managed by the Community Behavioral Health Services-Adult System of Care,
the purpose of IARP is to assist clients in obtaining placement into residential
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care facilities by paying for their residential care rent charges and monthly
incidental allowances while applying for entitlements such as Supplemental
Security Income or State Supplemental Program with the Social Security
Administration Office. IARP recovers funds from clients when they actually start
receiving their retroactive benefits. Program staff should monitor from setting up
the vendor to closing their file upon final payment. The fiscal process includes:

e Requesting the program coordinator to submit a letter applying for a new
client account set-up, the client’'s W-9 and a memo authorizing the
placement.

¢ Asking the Placement Team to request the vendor to be compliant

e Requiring the program coordinator to submit monthly payment request forms
and invoices approved by an authorized signatory to pay for the residential
care rent charges and the incidental allowances.

e Updating the client’s individual file to reflect all repayments received from
clients, and forwarding the repayment checks to the Cash Receipts Unit
for processing.

Remittance to the State

Remittance of the State’s share in San Francisco’s revenues includes amounts
from certified copies of birth and death certificate issuances, burial permits and
other fees collected in accordance with California Health and Safety Code and
Penal Code by the Office of Vital Records and other DPH units, which have been
processed by the Cash Receipts Unit.

Depending on the type of fees, Fiscal completes the remittance on a monthly or
guarterly basis upon receiving an approved Direct Payment Request form and by
sending a check to the State along with required state remittance form.

Payment to Other Government Agencies

Payments to other government entities are generally made based on prevailing
laws and are exempt from city’s compliance and purchasing requirements.

An example of this payment is the city’s share of expenditures incurred in the
California Children’s Services (CCS) program which is mandated by federal laws
as the funds pass through the state. Fiscal completes the payment upon receipt
of a bill from the state agency, which is verified and approved by the Cost
Reporting Unit responsible for the fiscal monitoring and financial reporting for this
program. The payment package should include:

¢ An approved Direct Payment Request from the Cost Reporting Unit,

e State Claim Cover Sheet,

e State billing invoice, and

e SF County Quarterly Expenditure Report as supporting documentation.
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Official Legal Advertising (OA)

This section pertains to official advertisement mandated by law, and other
advertising required by SF Administrative Code, Chapter 2, Article IX, Section 2.8
for meetings of the Board of Supervisors and its special or standing committees.

According to the provisions of Proposition J, ten percent (10%) of the amount
billed for legal advertisements placed after June 30, 1995 must be set aside for
advertisements in outreach periodicals such as San Francisco Bay View, Asian
Week, Small Business Exchange, Sing Tao Daily, World Journal, Bay Area
Reporter, El Reportero, etc. The Controller's Office has established an Outreach
Fund where the 10% of the DPH legal advertisement costs is posted using index
codes HCH2SGSFORF and HMH2SGSFORF for CHS and CBHS transactions
respectively.

Request for payment of legal advertisements should include an approved Direct
Payment Request Form, original invoice and a proof of publication. Payment
using document type OA in FAMIS includes:

e Line 01 — Direct Expenditure to Vendor (90% of the invoice amount).

eLine 02 — Increase expenditure as advertising expense (10% of the invoice
amount).

eLine 03 — Record 10% set aside as revenue in the outreach fund.

Revolving Fund Replenishment (RF)

Revolving Fund provides a payment mechanism for minor or non-recurring goods
and general services that are immediate and cannot be conveniently paid by the
issuance of a Controller’'s check. DPH revolving funds in the amount of $44,000
have been established and approved by the Board of Supervisors through
various ordinances as required by SF Administrative Code Chapter 10, Article
XV, Sections 10.154 and 10.154-1.

DPH follows the provisions of the SF Administrative Code Chapter 10, Article XV,
Section 10.125 through 10.131 and the Controller’s Office Guideline No. 003-
008, Revolving Fund Administration Guidelines in administering the revolving
funds, for the purpose of small purchases of non-recurring goods or services of
$200 or less from any single vendor and reimbursements to employees for minor
out-of-pocket authorized expenses less than $50.

DPH has partly used revolving funds in issuing stipend, recovery, emergency and
change funds for various programs based on approved protocol. In
administering a revolving fund account, Fiscal requires approval of the protocol
and any changes therein. A good protocol should adhere to the following:

e Use of funds should conform to the stated purpose of the account.

17

PREVI EW Dat e: Jul 06, 2021 Wor kspace | D: W500737420 Fundi ng Opportunity Nunber: CDC- RFA-DP21-2111


http://www.amlegal.com/nxt/gateway.dll/California/administrative/chapter2boardofsupervisors?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$anc=JD_2.80-1
http://www.amlegal.com/nxt/gateway.dll/California/administrative/chapter10financetaxationandotherfiscalma?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$anc=JD_10.154
http://www.amlegal.com/nxt/gateway.dll/California/administrative/chapter10financetaxationandotherfiscalma?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$anc=JD_10.154
http://www.amlegal.com/nxt/gateway.dll/California/administrative/chapter10financetaxationandotherfiscalma?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$anc=JD_10.125
http://www.amlegal.com/nxt/gateway.dll/California/administrative/chapter10financetaxationandotherfiscalma?f=templates$fn=default.htm$3.0$vid=amlegal:sanfrancisco_ca$anc=JD_10.125
http://famis.sfgov.org/ControllersPolicies/DepartmentGuidelines/Revolving_Fund_Administration.pdf
http://famis.sfgov.org/ControllersPolicies/DepartmentGuidelines/Revolving_Fund_Administration.pdf

¢ Custody of funds must be separate from the expenditure review/approval
function.

¢ The protocol should specify the appropriate disbursement and
replenishment procedures, record retention policy, and yearend and
closing instructions.

¢ Custodian should keep the funds in a secured place.

e A reconciliation of the account should be performed on a regular basis.

¢ Program Administrator should report changes in protocol immediately to
Fiscal Unit.

e Because of audit requirements, program should maintain adequate
documentation for a good audit trail.

Revenue Refund (RR/RD)

Revenue Refund allows the return of fees, or amounts imposed for licenses,
permits or penalties erroneously collected by the department. It is governed by
the SF Administrative Code Chapter 10, Article VI, Section 10.43.

Most DPH revenue refund requests originate from the Environmental Health
Services (EHS). EHS collects a deposit fee from applicants prior to any
inspection. At the completion of the inspection, EHS refunds any excess of the
deposit received after applying the amount based on the actual hours worked
and the applicable rate.

In order to process a revenue refund, Fiscal requires a duly authorized Claim for
Refund form from the requesting unit signed by the Claimant, a copy of the
official receipt issued by DPH, a charge slip showing the details of computation,
and other related refund documents that prove actual booking of revenues. Prior
to generating the actual revenue refund (RR/RD) in FAMIS, the receipt to which
the refund is being made must be verified to have cleared the bank.

One-time Payment (OT)

One-time Payment documents allow check disbursements in FAMIS for
authorized non-recurring and non-1099 reportable payments to one-time
vendors. It must not be used for employee reimbursements or purchase of
materials and supplies or services.

For further guidance, see the link to the Controller’'s Office Departmental
Guidelines No. 004-11.

To request for one-time payment, Units should submit an authorized Direct
Payment Request form; a memo explaining the nature and purpose of the

payment, the reason for using this payment method; and a documentation

evidencing the amount to be paid.
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Employee Reimbursement

These reimbursements represent costs incurred by employee while conducting
official business for the department. They include:

e Travel and training costs

e Local field expenses

¢ Professional license fees, certification fees and parking tickets as allowed by
MOU provisions

e Other non-recurring work-related expenses

In FAMIS, document type TT is used when processing travel and training
reimbursements, while document type TE is used for all other employee
reimbursements that are not related to travel and training. In order to process
reimbursement timely, employees should submit the completed original form
along with original receipts and required documentation within 10 business days
after travel or incurring the expenditure.

Travel and Training Reimbursement (TT)

DPH staff must adhere to Controller and DPH travel policy before a travel
expense reimbursement request can be processed in the Fiscal Unit. Travel
expenses will be reimbursed for employees traveling on official business that is
consistent with the mission of DPH. For the complete DPH travel policy, see
http://www.sfdph.org/dph/files/PoliciesProcedures/F$C1 TravelGuidelines.pdf.
Refer to Controller’s instructions on Travel & Official Business Reimbursements
for further guidance,

Employees should submit required documentation within 10 days after return to
DPH. Prior to submitting a TT — travel and training reimbursement requests (no
advance) in FAMIS, review these items for completeness and appropriateness:

e Travel must be pre-approved and supported by a Travel Authorization form.

¢ Request must be made in a properly approved Travel Expense Voucher.

e Original receipts should be attached to the request for each item of
reimbursement to demonstrate proof of payment.

e Transportation, lodging and other related costs should be made in the most
economical manner. Otherwise, an adequate justification with approval
from the supervisor should be forwarded to Fiscal Unit.

Request for reimbursement of conference or training registration fees occurring
within the nine bay area counties should be charged to training object 022. Any
employee reimbursement request for events outside the nine bay area counties
should be treated as travel expenses, chargeable to travel object 021.

When registration fees are payable directly to the vendor, expenses should be
charged to training subobject 02202 regardless of the location of the training.
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Local Field Expense Reimbursement (TE)

This type of employee request normally includes public transportation costs,
mileage, parking fees, bridge tolls, parking meters and telephone charges.

In accordance with Section 10.28-1 of the San Francisco Administrative Code,
the mileage rate for payments to officers and employees for use of privately
owned automobiles in connection with any official duty or service shall be at the
rate established by the Controller. Controller's Office adopts the standard rates
established by IRS for mileage reimbursement except for request funded by
grants where certain rates are specifically provided. For further guidance on the
Controller’s Office instruction, refer to
http://sfcontroller.org/Modules/ShowDocument.aspx?documentid=2173

Fiscal should also ensure that the following information is present in the request:

e Purpose and travel routes should be adequately explained and without the
use of abbreviations.

¢ Mileage should be reasonable and appropriately reflect the actual travel
routes. Beginning and ending odometer reading should be clearly
indicated.

e Field expenses should be approved by an authorized signatory.

e Work on weekends or holidays should be supported by a written approval of
the immediate supervisor.

¢ Meetings outside San Francisco should be supported by agenda and/or
email invitation.

e Parking within city limits can be reimbursed with an explanation why public
transportation could not be used.

If an employee is requesting solely for mileage reimbursement, the FAMIS
document should use the subobject 02301-auto mileage. However, if the request
includes other expenses, the subobject 02302-local field expenses should be
used.

Professional License Fee, Certification Fee and Parking Tickets (TE)

Employees may request reimbursement for these items provided that the current
Collective Bargaining Agreement (CBA) between the City and the employee’s
Labor Union stipulates such provisions. Payment request for license fees
typically includes:

e Professional License Reimbursement Request Form approved by the HR
manager or designee,

¢ Copy of the license/certification application or renewal form,

e Copy of the newly issued license or certificate,

¢ Proof of payment such as official receipt, cleared check or copy of the credit
card statement, and

¢ A copy of the CBA provision.
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Other Non-recurring Work Related Expense

Employees may also seek for reimbursement of minor non-recurring purchases
up to $200 from any single vendor provided that such expense is approved in
advance by authorized personnel. Required attachments to the payment request
are: original official receipt, a memo addressed to the Accounts Payable Unit
Head showing the purchase date, description of expense, business need and
purpose. Fiscal will deny any request without a prior approval including items
that should have gone through the normal procurement procedures.

Payment to Other Department

Parking Tickets and Transit Passes

According to DPH Policy, “When on official City business, DPH staff may park
City-owned vehicles or their privately-owned vehicles in metered spaces without
paying the meter fee when using a parking permit. Alternatively, employees may
be provided with pre-paid parking cards to pay the parking meter”.

Upon ordering from Municipal Transportation Agency (MTA), program staff
should provide parking permit application to Accounts Payable to support
payments to MTA.

Program staff may order clipper cards, MUNI passes or tokens for official City
business use or patient incentives. Every month, each program submits
requisition form approved by an authorized signatory. The form should have the
complete information including the purpose or specific staff using the transit
pass.

Programs should comply with the following Internal Control requirements:

(1) Expenditures must meet Program requirements;

(2) Expenditures must meet eligibility requirements;

(3) Requested items must be kept in secure place;

(4) Program must maintain logbook of how these items are distributed or used;

(5) Program must keep records and supporting documents onsite for 5 years and
maybe subject to audit.

Approval and Timelines

Fiscal — Procurement and Payables Unit ensures timely processing of
documents. Its goal is to initiate documents in FAMIS within 5 business days of
receipt unless there is a pending issue and to approve them within 5 business
days after input in FAMIS. Some documents go to the Department of
Technology, Office of Contract Administration and the Controller for final
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approval. To comply with Internal Control's segregation of duties, the document
initiator should not approve own documents.

Safety Vault

Valuable and sensitive documents and accounting records are kept in a safety
vault with limited access to assigned staff and a back-up. Safe combination is
changed every two years or when there is change in staff, whichever is first.

Incoming Documents

An assigned Account Clerk sorts and distributes incoming documents. All
incoming documents are stamped with receipt date to assist in tracking
compliance with the Controller’'s Prompt Payment Guidelines. Depending on the
document types, some are scanned and some are not.

Record Retention and Destruction Policy

Procurement and Accounts Payable documents are filed systematically for easy
access and later audits. DPH Record Retention and Destruction Policy has been
adopted pursuant to Chapter 8 of the San Francisco Administrative Code, which
requires each department head to maintain records and create a records
retention and destruction schedule.

The goals of this policy are to retain important documents for reference and
future use, to delete documents that are no longer necessary, organize important
documents for efficient retrieval, and ensure that employees know what
documents should be retained and the length of their retention.

Please refer to DPH link regarding records management policy that applies to
Fiscal Purchasing and Accounts Payable units.
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Appendix Section

Appendix A: Forms

Forms in this appendix are for the purpose of showing images but the latest
version can be retrieved using this web link http://dphnet/Documents.

¢ Authorization

¢ Departmental Blanket Purchase Order and Release

¢ Requisition for Materials, Supplies, Equipment and Services
¢ Direct Payment Request

¢ Claim for Refund Request

e Travel/Training Authorization

e Travel Expense Voucher

e Field Expense Report

¢ Checklist for Grant Funded Requisitions and Contracts

e Department CIO Review Technology Request
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PREVI EW Dat e:

City & County of San Francisco
Public Health - Population Health and Prevention

AUTHORIZATION

Date:
Printed Name: (LAST NAME, FIRST NAME)
CS Class # Signature
Department/Program/Unit
Address: Phone #:
DP DBPO PO PR
Invoices Field Expense  Travel Petty Cash
Staples Priced Pack List/Receiving Report Other-Pls. Specify:
el - e e Note ..........................................
DBPO = Departmental Blanket Purchase Order : Staff who act as buyer for your program
PO = Purchase Order  should not be designated as authorized
PR = Purchase Requisition of Materials & Supplies : signatories on Purchase Requisition.

o

| do hereby authorize the person whose signature appears above, to sign or approve, in my name,
documents mentioned above, for this department/program/unit.

**

Printed Name / Signature of Person Authorizing

(Do not write below this line.)

Date Cancelled

** 1. GREG WAGNER Central Admin
** 2. ROLAND PICKENS SF Health Network
** 3. TOMAS ARAGON Population Health

Note: This form supersedes previous authorization forms.
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PREVI EW Dat e:

ADPICS/FAMIS - FY

AND RELEASE INPUT FORM

CITY/COUNTY OF SAN FRANCISCO
DEPARTMENTAL BLANKET PURCHASE ORDER

= INSTRUCTIONS:
(1) COMPLETE BOX #1 OR #2
(2) COMPLETE ALL OTHER UNSHADED ITEMS

b

#1  Complete for Non-Term Contract TPA-type purchases

[®  |DEPARTMENT BLANKET PURCHASE ORDER (DBPO)

TOTAL ESTIMATED AMOUNT FOR PERIOD COVERED §

DEPARTVENT

JCEPARTHENT CONTROL 1o,

[orie [FAGE

oF

o

(MUST EQUAL SUM OF ACCOUNTING LINES)

RELEASE AGAINST DBPO

RELEASE (ENCUMBRANCE) AMOUNT §

42 Complete for Term Contract TPA-type purchases

¥ o

T —

PERIOD COVERED

[RELEASE AGAINST CITY TERM CONTRACT RELEASE ) AMOUNT § (MUST EQUAL SUM OF ACCOUNTING LINES)
VENoR DECvER 1o TiCATE T
VENDOR ¢ st
sooRess
FEINSSN No.
Phore ¢
[TERIS OF PAVHENT OB PONT CERTRAL DEPARTNENT USE
COMMODITY OR SERVICE CODE # DETAILED DESCRIPTION OF PRODUCT OR SERVICES
(REQUIRED WHEN BOX #11S CHECKED)
STAFF AUTHORIZED TO RELEASE AGAINST THIS BLANKET(For on-line Departments use only) [ATTACHMENTS - Please identify by title or description
NAME PHONE ~ FAMISID NAME PHONE FAMIS ID
: 5 3
2 4
PREPARED BY (Print) APPROVALS
Phone # Fax#
[APPROVED BY CHIEF ADMNISTRATIVE OFFICER MATERIALS, SUPPLIES, & SERVICES - PURCHASER
(Print Name & Sign) BOARD OR COMMISSION REAL PROPERTY LEASES & RENT -DIRECTOR OF PROPERTY
Document Number Project Grant
Suffix Amount Index Code Sub-Object User Code Project Project Detail Grant Grant Detail

Jul 06, 2021
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PUBLIC HEALTH

POPULATION HEALTH AND PREVENTION

1380 HOWARD STREET, RM 418, SAN FRANCISCO, CA 94103
REQUISITIONS FOR

MATERIALS, SUPPLIES, EQUIPMENTS & SERVICES

PO No. |

accounting use only

PO/DP NUMBER MUST APPEAR ON
ALL INVOICES AND DELIVERY DOCS.

Division:
Prepared by: Telephone # DATE
Quoted by: Telephone #
VENDOR INDEX CODE
SUB OBJECT
Project Code
Phase
Grant Code
Detail
HRC CODE # Vendor
No.
DELIVER TO | Remittance
Code
Purchasing
Authority
Vendor Status
Contract No.
Item Quantity Price Commodity
No. Unit Unit Code Description Amount
GROSS AMOUNT OTHER FREIGHT/HANDLING | 8.75% SALES TAX INVOICE TOTAL
$ $ $

Remarks (Any Special Requirements, Reference to Attached Forms or Samples, Previous P.O. #, or DPO #, etc.)

Unit/Section Head Approval (Print Name & Sign)

FOR INTERNAL USE ONLY

Division Head Approval (Print Name & Sign)

One-time purchase D

Revised January 2014

Public Health - PHP Purchasing

Recurring purchases D

Fiscal Head Approval

PREVI EW Dat e: Jul 06, 2021
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PREVI EW Dat e:

To:

ADPICS/FAMIS - EY:

CITY/COUNTY OF SAN FRANCISCO
DIRECT PAYMENT REQUEST FORM

Address:

Invoice Date

Date Received

Due Date

(Doc. Prefix)

(Document Number)

invoice#

EEEEEE

[IITTT]
[

Multiple Payees

Scheduled Payment

One-Time Vendor

DEPARTMENT

DPH-PHP

DEPARTMENT CONTROL NO.

DATE

00

COMMODITY OR SERVICE CODE #

Description:

PREPARED BY (Print Name and Sign)

APPROVALS (IF REQUIRED, SEE INSTRUCTIONS)

APPROVED BY (Print Name & Sign)

MATERIALS, SUPPLIES & SERVICES

DEPT. HEAD/BOARD OR COMMISSION PURCHASER CHIEF ADMINISTRATION OFFICER CONTROLLER
Ln. | Trans. Code Grant Project General Ledger Addendum
No. | Trans. | suf Amount Index Code Sub-Object User code Grant Detail Project Detail 6L Subsid. [Attached
Nos. of Pages
Jul 06, 2021 Wor kspace | D: W500737420 Fundi ng Opportunity Nunber:
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PREVI EW Dat e:

Controller’s Form Ordinance 100-61
500 Admin. Code 10-43

CLAIM FOR REFUND

Claimant makes this claim for refund of money paid the City and County of San Francisco.

1. Claimant’s name:

2. Claimant’s address:

3. Site address:

4. To whom payment was made:
(Give name of Department; If possible, attach copy of your receipt)

5. Purpose of payment: Describe generally (Example: Building Permit)
() For a permit
. { ) Foralicense

{ ) Asacost

e oo

. () Asa penalty

6. Amount Paid: Date Paid Check #: Receipt #

Refund Requested:

7. Refund is requested for the following reason:

a. () Duplicate payment

b. ( )Payment in excess of amount due

c. () Payment erroneously collected by reason of City clerical error

d. () Penalty payment collected by Central Permit Bureau and reduced in amount by action of the Board

of Permit Appeals

e. () Permit issued by Central Permit Bureau as provided in BUILDING CODE and NO WORK HAS
BEEN DONE. Project has been abandoned due to causes beyvond permittee’s control.

f. () Permit issued by Central Permit Bureau as provided in BUILDING CODE and permit has been
cancelled or denied by a department, board or commission having jurisdiction.

8. Describe any other facts surrounding your transaction and request for refund so as to permit an understanding of
the merits of your claim

(attach additional sheet if necessary)
This claim should be filed within SIX MONTHS after the last item of the account or claim accrued, with the head
of the department, board or commission originally receiving the money and the amount claimed is justly due,

IDECLARE (OR AFFIRM) UNDER PENALTY OF PERIURY THAT THE FOREGOING IS TRUE AND
CORRECT.

(Signature over printed name)

Place of Execution

(City, County, State where executed)

Date of Execution

(If signed by another, state refationship, name, address)

Form NOT to be used for refund of property taxes, real estate taxes, improvement taxes, personal property taxes,
special assessment district taxes.

To: Controller’s Office, Room 300 City Hall, 1 Dr. Carlton B. Goodlett Place, San Francisco, California 94102
I certify that the claim made above is legally allowable and recommended a refund of $
under authority of SF Administrative Code 10-43

Signed

{Department Head or designee)
Department;
Date:

Jul

06, 2021
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PREVI EW Dat e:

From:

CITY AND COUNTY OF SAN FRANCISCO
DEPARTMENT OF PUBLIC HEALTH

TRAVEL / TRAINING AUTHORIZATION

Date of Request:

Print Name
Work address: (Please include room#)

Civil Service Class

Travel/Training Authorization No.
Through:
Immediate Supervisor (print name and sign) Date  (Al)*
Through: (If Travel/Training [[Program Name
Manager (print name and sign) Date  Expense)*
Budget Codes:
Through: (If Travel/Training | IndexCode
Division/Deputy Director Date  Expense)* Fd Type/Fd/Sub Fd
Sub Object
To: (If Travel/Training | Grant/Proj Code
Barbara Garcia - Director of Health Date Expense >$500)* |[ Detail
Date/s of travel: Accounting Signature

Travel to:

Meeting/Conference Name:

Benefits to you and the Department:

How will this conference impact Community?

1 will provide a full report to my supervisor, and complete a travel expense voucher within 10 days of my return.

Requested by:

[Signature] [Telephone No.] [Date]
AIRLINE Date From (City) To (City)
Sub-total
CAR RENTAL COMPANY City No of Days Rate
Sub-Total
HOTEL/ACCOMMODATIONS City No of Days Daily Rate
Sub-Total
PER DIEM/ MEALS NOT REIMBURSABLE
OTHERS |
Sub-Total
(Conference/registration fee, local transportation, etc./amount)

Check as applicable

GRAND TOTAL $

*1 __ INSTATE; __ InCounty; __ Out of County; ___ No expenses other than salary or Field Expense.
Only required signature is that of Immediate Supervisor, who shall retain this form.

*2 __ INSTATE; __ Greater than $500. Submit this form to Accounting.

*3 __ INSTATE; __ InCounty; __ Out of County; __ Less than $500. Submit this form to Accounting.

*4 __ OUT OF STATE; ___ No expense other than salary; __ Less than $500; __ Greater than $500. Submit this form to Accounting.

PLEASE CHECK TRAVEL AGENCY BEING USED:

Airport Travel Agency
Clement Travel Services, Inc.
Orientex Travel, Inc.

Tel: (650) 877-0422; Fax: (650) 877-0285
Tel: (415) 386-2535; Fax: (415) 386-2580
Tel: (415) 788-1711; Fax: (415) 398-0465

Revised: January 2014

Jul 06, 2021
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Form: 319.xls
CITY AND COUNTY OF SAN FRANCISCO
TRAVEL EXPENSE VOUCHER
TRANSMIT ORIGINAL COPY TO CONTROLLER (WITH REQUIRED RECEIPTS ATTACHED)
DEPT: DATE:
DIVISION: TRIP TO:
PURPOSE: TRIP DATE:
RECEIPTS REQUIRED
DATE REGISTRATION AIRFARE/ PER DIEM OTHERS TOTAL
DESCRIPTION FEE HOTEL AUTO MEALS
TOTALS $ == = = $ - |8 =
AMOUNT
DATE: ADVANCE DOCUMENT NO.: TT# PR# ADVANCED
REFUND =] CR#
AMOUNT DUE [=] $ =
CERTIFICATION is hereby made that expenditures claimed hereon are true and correct, and were incurred according to law and in connection with
official business of the City and County of San Francisco.
DEPT. HEAD APPROVAL: EMPLOYEE SIGNATURE:
Print Dept. Head Name: Print Employee Name:
COMPLETE SECTION BELOW FOR DEPARTMENT ACCOUNTING INFORMATION:
PROJECT PRJ OR
INDEX CODE: SUBOBJECT: OR GRANT: GRNT DTL:
LEGALITY
VERIFIED: ORDINANCE NO. RESOLUTION NO.
APPROVED BD. OR
FOR COMMISSION
PAYMENT: RES. NO.: AUTHORITY:
PREVI EW Dat e: Jul 06, 2021 Wor kspace | D. WS00737420 Fundi ng Opportunity Nunber:

CDC- RFA- DP21- 2111



PREVI EW Dat e:

Form 300.xls
CITY AND COUNTY OF SAN FRANCISCO SHEET NO.
FIELD EXPENSE REPORT
Dept: Date: , 20
Reimbursement is requested for field expense on official business for month of: , 20
OTHER
RT | ODOMETER PARKING CAR- TELE- (Receipt

DATE PURPOSE TRAVEL (From-To) Y/N READINGS MILES METER FARE PHONE Required)
Subtotal Parking Meter, Carfare, Telephone & Other $ -1 $ -1 $ $ -
Total of last four columns above $ =
Make and Rate
Model Car License Number Total Miles 0 Per Mile $0.500 -
THE UNDERSIGNED HEREBY CERTIFIES that the above is a true statement of travel mileage and expense incurred in
official business of the City and County of San Francisco. GRAND TOTAL $ -

Manager/Immediate Supervisor (signature over printed name) Employee's Signature
Expense incurred by (print name of employee)
Civil Svc class no: Phonet#:
Dept. Head or Authorized Signatory (signature over printed name)
Clinic/Unit:
INDEX CODE: Work Address
SUBOBJECT:
Jul 06, 2021 Wor kspace | D: W500737420 Fundi ng Opportunity Nunber: CDC- RFA-DP21-2111



Checklist for Grant Funded Requisitions and Contracts

Instructions: All City Departments are required to submit a completed checklist for all grant funded requisitions and
contracts. Attach this completed form and the supporting documents for grant funded requisitions and contracts and

submit

Be e,

12,
13.

15,

1s.

via email to: dem_grants@sfgoy.org

D Project/Requisition Summary (please limit to 3-5 sentences):

[ requisition/Blanket &
[ enter ECD coding in the department field of the 2100 requisition header screen (ECDFIR for the Fire
Departrent, for axarmple)
[[] Grant code and grant code detail is entered in the accaunting line of the requisition (Mot applicable for
blankets)
[J Far technalogy related requisitions, change the doc type ta RT on the 2100 requisition header screen and
submit for DT CIO review. For both requisitions or blankets include the transaction number in the message line of
the email, attach supporting documents, include a brief summary of your request and send to following email
address: L10.Review@sfgov.org
[ name of Grant:
DT'.'pe of grant (Federal, State, Local or Private): Choose an item.
[] Federal catalog er CFOA number:
[ Grant Year: Choose an item

. ) Grant/Project expiration date: Click hare to enter a date.
Flease note: Gran nded requisitions and con

least & months prior to the grant expiration date. Any requests submitted less than B0 days prior to the grant
expiration date may result in the loss of the grant funding due to inadequate time for processing.
. D For multiple grant funding sources complete Attachment 1 = Multiple Grant Worksheet
[ 4kl (Authorized Equipment List Nurber):
[ mMaU {Memoranda of Understanding) or LOA (Letter of Agreement)
i D Performance Bond. Departments MUST obtain a Performance Bond for any egquipment item over 5250,000 or
any wehicle, aircraft or watercraft, financed with homeland security dollars.
[[] Grant guidance or grant procurement guidelines electronically attached or web address provided. Web
address:
DGrlnt terms and conditions, forms or attachments to be included in the bid solicitation. Please include details
below.,
E D
b.
.
. [Jvender's quetation or pricing proposal attached
. [ 1= this a sole saurce? If yes, please attach the fallowing:
a. Approval of sole source contract by the granting agency (This may not be required if the cumulative
amount of the project will not exceed 5100,000 within the specific grant and grant period)
b.  HRC sole source waiver
£ QLA sole source waiver
d. Departmental justification memo
. [ Financial Management Warkbook

Page 1of 2
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Attachment 1 - Multiple Grant Worksheet

Instructions: All City Departments are required to submit Attachment 1 - Multiple Grant Worksheet for all grant funded
that utilize multiple grant funding sources. Plaase note: For procurement and awditing purposes, the combined
requirements for all grants that are combined intoe multiple grant funding sources will apply to the procurement and any
resulting contract. Departments are advised that this may result in complications in the procurement process and
fulfillment of the grant requirements by the department.

Grant 82
L. [ Hame of Grant:
2 Type of grant (Federal, State, Local or Private); Choose an item,

3. Federal catalog ar CFOA number:
4, Grant Year; Choose an item
5. Grant/Project expiration date: Click here to enter a date

Grant 83

L. [ name of Grant:

2. [ Tvpe of grant [Federal, State, Local or Private): Choose an item
3. [] Federal catalog or CFOA number:

4. [[] Grant Year: Choose an item.

5. D Grant/Project expiration date: Click here to enter a date

Grant 84

L. Name of Grant:
2. [ Tvpe of grant [Federal, State, Local or Private): Choose an (tem.
3. Federal catalog or CFDA number:

4. Grant Year: Choose an item.

5. Grant/Project expiration date: Click here to enter a date
General Funds

1. [ Total amaount of general funds:

2- Index code:

3. Sub-object code:

4. Project code (if applicable):

5. Project code detall (if applicable):

Page 2of2
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PREVI EW Dat e:

Department CIO Review Technology Request
Complete this form and forward to the CIO.Review@sfgov.org.

Department: Date Submitted
Requisition:

Blanket PO:

Requestor: Telephone #: (415) ___ -

Describe in detail the Equipment/ Software/ Services to be purchased:

Detail the intended use of the equipment/software/services described above:

Specify the intended use: [ | New Service/Activity [_| Enhancement [_| Replacement
[_] Support/Maintenance Existing System

Is this a COIT approved project? [ Yes [ ] No

Is this request a component of an ongoing project?

Yes. identify the project
No

Estimated cost of the equipment/software/services described above: §

Request Information for Funding: Index Code: Project Code:
Department Head Signature:
Department Head Date
Finance [ Approved
Contracts L] Approved
Department of Technology/CIO Date
34
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Appendix B: Checkilists

Fiscal developed a series of checklists for selected accounting documents to
guide requesting units in completing the forms and submitting the required
information. Checklists in this appendix are for the purpose of showing images
but the latest versions can be retrieved using this web link
http://dphnet/Documents by searching the form or checklist name. Each form has
a checklist on a separate tab of the Excel file.

e Vendor Compliance

e Term Contract or Citywide Blanket Purchase Order Release
e Departmental Blanket Purchase Order and Release

¢ Requisition for Materials, Supplies, Equipment and Services
e Direct Purchase Order

e Staples Advantage

e Invoice Payment

e Direct Voucher

e Direct Payment Request — Vendor Payment

¢ Claim for Refund Request

e Direct Payment Request — Employee Reimbursement

e Travel/Training Authorization

e Travel Expense Voucher

e Field Expense Report

VENDOR COMPLIANCE CHECKLIST

1. VALID BUSINESS TAX CERTIFICATE OR NO SF PRESENCE (Per FAMIS screen 9560)

[ T2 HBC&HBN-"YES COMPLIES" per FAMIS screen 9560

IF VENDOR IS NON-COMPLIANT, APPROVED SOLE SOURCE WAIVER (per COOL-
Contracts on Line)

[ 4 VALIDINSURANCE CERTIFICATE (for services) ON FILE WITH FISCAL

IMPORTANT REMINDERS
Please check if the vendor information is set up in FAMIS. If not, refer to the mandatory forms per OCA website
http://sfgsa.org/index.aspx?page=4762
For sole source waiver, please contact Mark Laws @ 554-2839
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http://dphnet/Documents

PREVI EW Dat e:

TERM CONTRACT OR CITYWIDE BLANKET PURCHASE ORDER RELEASE CHECKLIST
A term contract is a contract bid by the Office of Contracts Administration (OCA) and used by one or more City departments. The term
contract allows the department to order as much of the commodity or senice as it wants, whenever it wants, limited only by the term
contract’s duration and dollar limit.

\:|COMPLETED DEPARTMENTAL BLANKET PURCHASE ORDER AND RELEASE INPUT FORM
- All required fields filled out
- Approved/signed by the ordering unit's authorized signatory
- Certified/signed by the designated Fund Accountant.
- Verified accounting codes: index code, sub-object, and project code/detail or grant code/detail.
- Indicated the BPO number or indicated this is a release from Citywide BPO
- Indicate if one-time or recurring order

IMPORTANT REMINDERS
PDF copy of complete documents email to DPH-1380 Howard Fiscal/DPH/SFGQV is acceptable.
If your program has an account number with the vendor, please include it.
Please refer to the list of term contracts thru this website: http://www.sfgsa.org/Modules/ShowDocument.aspx?documentiD=11323.

DEPARTMENTAL BLANKET PURCHASE ORDER (DBPO AND PO RELEASE)

DBPO is a non-encumbrance request of more than $10,000 to secure approval from Office Contracts & Administration (OCA) for
future anticipated purchases of certain commodities from a vendor that are recurring in nature for specific time period and dollar
amount. Before requesting a DBPO, \erify if there is a Citywide BPO or term contract.

A RELEASE is used to request an encumbrance against DBPO.

[ 1. CHECK VENDOR COMPLIANCE (Refer to Vendor Compliance Checklist)

COMPLETED DEPARTMENTAL BLANKET PURCHASE ORDER AND RELEASE INPUT

FORM
- All required fields filled out
- Approved/signed by the ordering unit's authorized signatory
- Certified/signed by the designated Fund Accountant.
- Verified accounting codes: index code, sub-object, and project code/detail or grant code/detail.

2.

I:rS. VALID QUOTE FROM THE VENDOR

- Quote's term (beginning and end date)
- Quote submitted on vendor's letterhead
Vendor's signature on the quote or a printout of the email/fax confirmation from the vendor with the quote
" as attachment
- Indicate if there are taxable and non-taxable items (if applicable)
- FOB destination is preferred
- Shipping/freight, if justifiable, should be indicated
- Indicate whether the freight charges are taxable or not

\:"4. |FOR KONICA CONTRACTS, attach properly filled out CopySmart form

IMPORTANT REMINDERS
PDF copy of complete documents email to DPH-1380 Howard Fiscal/DPH/SFGOQV is acceptable.
Fiscal combines program request if more than $10K to set up a blanket.
OCA will not accept departmental blankets below $10K unless the vendor is an LBE-Local Business Enterprise.
If your program has an account number with the vendor, please include it.
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REQUISITION (RQ) FOR MATERIALS, SUPPLIES, EQUIPMENT & SERVICES

RQ is used to procure materials, supplies, equipment, and general senices non-recurring in nature. This form is also used for
computer stores and IT related transactions regardless of amount.

[ 1. CHECK VENDOR COMPLIANCE (Refer to Vendor Compliance Checklist)

2. COMPLETED REQUISITION FORM

- All required fields filled out completely, with adequate and plain descriptions of each items requested
- Ordered by a program staff (other than the approver and receiver)

- Approved/signed by the ordering unit's authorized signatory

- Certified/signed by the designated Fund Accountant

- Verified accounting codes: index code, sub-object, and project code/detail or grant code/detail

- Indicated if one-time or recurring purchases

3. VALID QUOTE FROM THE RECOMMENDED VENDOR (Standard Requisition Only)

- Quote's expiration date has not ended
- Quote submitted on vendor's letterhead
Vendor's signature on the quote or a printout of the email/fax confirmation from the vendor with the quote
" as attachment
- Indicate if there are taxable and non-taxable items (if applicable)
- FOB destination is preferred
- Indicate shipping/freight, if any
- Indicate if freight & handling charges are taxable or non-taxable items

4. VALID QUOTE FROM THE RECOMMENDED VENDOR - (IT Related Requisition)

- Quote will not end within 3 weeks of Fiscal received date
- Quote submitted on Technology Store Form and signed by the vendor
- Quote approved by DPH IT staff or Department of Technology
If item is $10K or over, OCA may conduct either informal or formal bidding depending on the dollar amount of the
= requisition and complete the process of PO generation
- Indicate if there are taxable and non-taxable items (if applicable)
- FOB destination is preferred
- Indicate shipping/freight, if any
- Indicate whether the freight charges are taxable or not

5. Department CIO Review Technology Request (IT Related Requisition)

6. SIGNED OR STATEMENT OF WORK, |E FOR SERVICE

7. CIVIL SERVICE APPROVAL BY LOCAL 21, |[F FOR SERVICE

8. GRANT CHECKLIST, |[E GRANT FUNDED

IMPORTANT REMINDER
PDF copy of complete documents email to DPH-1380 Howard Fiscal/DPH/SFGOV is acceptable.
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DIRECT PURCHASE ORDER (DPO-PROP Q) REQUEST CHECKLIST

Otherwise know as Prop Q, Delegated Departmental Purchasing Authority (DDPA) allows departments to purchase goods and non-
recurring general services up to $10,000 including tax and shipping without approval from the Office of Contracts Administration
(OCA). DPO is used to encumber or set aside funds. Order splitting is prohibited to stay below the $10,000 limit.

1. CHECK VENDOR COMPLIANCE (Refer to Vendor Compliance Checklist)

COMPLETED DEPARTMENTAL BLANKET PURCHASE ORDER AND RELEASE INPUT FORM
2. (PROGRESS PO) or REQUISITION FOR MATERIALS, SUPPLIES, EQUIPMENT AND SERVICES

FORM (ONE-TIME PO)
- All required fields filled out
- Approved/signed by the ordering unit's authorized signatory
- Certified/signed by the designated Fund Accountant
- Verified accounting codes: index code, sub-object, and project code/detail or grant code/detail

3. VALID QUOTE FROM VENDOR

- Quote's expiration date has not ended

- Quote submitted on vendor's letterhead

_ Vendor's signature on the quote or a printout of the email/fax confirmation from the vendor with the quote
as attachment

- Indicate if there are taxable and non-taxable items (if applicable)

- FOB destination is preferred

- Shipping/freight, if justifiable, should be indicated

- Indicate whether the freight charges are taxable or not

- OCA and DPH recommend obtaining multiple quotes to ensure wise use of resources

IMPORTANT REMINDER
PDF copy of complete documents email to DPH-1380 Howard Fiscal/DPH/SFGOV is acceptable.
If your program has an account number with the vendor, please include it.
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Staples Advantage Encumbrance, Ordering & Payment

Office of Contract

Administration

+ Sets up Blanket Purchase
Order in FAMIS
Purchasing (ADPICS) for
“‘Miscellaneous Office
Supplies from Staples”

+ Monitors Staples’ pricing,
invoicing and order
fuffilment on a monthly or
quarterly basis

Ordering
Department

+ Authorized user places
order online using
Staples portal, and
prints Order Page for
authorized signatory to
approve and sign

Forwards the original
Order Page to Dept.
Accounting for approval

Adifferent person other
than the ordering user
and authorized signatory
receives delivery and
verifies goods on Priced
Pack List with Order
Page, and sign or initial
as ‘the receiver’

Authorized signatory of
Staples Priced Pack List
signs itto approve

Forwards the authorized
original Priced Pack List
to Dept. Accounting

Department
Accounting

+ Creates PO release
against OCA's BPO
for anticipated spend
on office supplies

* Receives approved
Order Page from the
Program and approves
order using Staples
portal

* Receives original
invoice from Staples

* Receives signed and
approved Priced Pack
List from Program
authorized signatory/
Approver

+ Perform matching of
quantity and amount of
each invoice with the
order page and Priced
Pack List

+ Keys the invoice into
FAMIS Purchasing and
creates a voucher

Controller’s

Office

+ FAMIS Accounting
produces electronic
payments to Staples

Jul

06, 2021
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INVOICE PAYMENT CHECKLIST

1. CHECK VENDOR COMPLIANCE (Refer to Vendor Compliance Checklist)

2 INVOICE

- Mark with received date (Program and Fiscal)

- Write initial or name of the person receiving the inwice

- Should be original

- A copy is acceptable ONLY if it is certified as original by the Department Head

- Electronic inwoice is acceptable ONLY if the vendor is pre-approved by Fiscal

- Approved/signed and dated by the ordering unit's authorized signatory. Approval thru email is acceptable.
- Verified sales tax calculation using the rate applicable to San Francisco County

3. PACKING LIST OR SERVICE CONFIRMATION

- Date stamped
- Signed and acknowledged by the receiver other than the person who placed and approved the order

4. THREE-WAY MATCH

- Inwoice (1), packing list or senice confirmation (2) and PO specification or order confirmation (3) should match

5. VALID PURCHASE ORDER NUMBER

_ Indicate valid PO # on the inwice and should match with the evidence of receipt of item or senice.
(If no valid PO number, inwice will be returned)

IMPORTANT REMINDERS
Purchase Order should be set up or funds encumbered before processing payments.
Check Blanket PO expiration, if release from a blanket.
Program should have enough budget for sales tax not included on the inwice.
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DIRECT VOUCHER (DV) REQUEST CHECKLIST

DV is used only in unusual situations where funds were not encumbered first or relevant PO was closed. It should not be used for

recurring purchases.
Please note that Direct Payment Request form is used for Direct Voucher payment.

[ T1. CHECK VENDOR COMPLIANCE (Refer to Vendor Compliance Checklist)

|:r2. ORIGINAL COMPLETED DIRECT PAYMENT REQUEST FORM
- All required fields should be filled out completely
- Approved and signed by the ordering unit's authorized signatory
- Certified/signed by the designated Fund Accountant.
- Verified accounting codes: index code, sub-object, and project code/detail or grant code/detail

[ T3. INvOICE

- Mark with received date (Program and Fiscal)

- Write initial or name of the person receiving the invice

- Should be original

- A copy is acceptable ONLY ifit is certified as original by the Department Head
- Electronic inwice is acceptable ONLY if the vendor is pre-approved by Fiscal

- Approved/signed and dated by the ordering unit's authorized signatory

4. PACKING LIST OR SERVICE CONFIRMATION

- Date stamped
- Signed and acknowledged by the receiver other than the person who placed and approved the order

WRITTEN DETAILED JUSTIFICATION (Required by OCA-Office of Contracts Administration

and Controller)

- If an error occurred when encumbering funds or making payments, what happened?
_ If no error occurred, why were senvices or items obtained without first having a certified contract or purchase order in

place, and who authorized this?
- Why is the price reasonable, or is it close to a price provided in a competitive process?
- What procedures are being implemented by the department to awid a recurrence?

IMPORTANT REMINDERS
DV amount that exceeds $1,000 is subject to review by OCA and Controller.
Transactions that are not justified (to the satisfaction of OCA or Controller ) will be returned.
Provide other supporting documents such as quote/s, expired PO, etc.
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DIRECT PAYMENT REQUEST (DPR) CHECKLIST

DPR is used for requesting payment of the following: conference registration fees, training fees, non-recurring advertisements, legal
adwertisements, interim assistance reimbursement program (SSI) payments, subscription renewal, and membership fees approved by
the Board of Supenisor, payment to government agencies, revolving fund replenishments and all other payments that do not normally

go through the procurement procedures.

Submit original and completed DPR form duly approved by an authorized signatory with appropriate
attachments.

[ 1. CHECK VENDOR COMPLIANCE (Refer to Vendor Compliance Checklist)

Attachments for conference registration fees and training fees:

COPY OF TRAVEL/TRAINING AUTHORIZATION FORM (pre-approved and completed prior to the travel
date)

3. ORIGINAL INVOICE or COPY OF FULLY ACCOMPLISHED REGISTRATION FORM

4. CONFERENCE/TRAINING INFORMATION (such as invites, announcements, email confirmation, etc.)

Attachments for non-recurring advertisements and legal advertisements:

1. ORIGINAL INVOICE (A copy is acceptable only if it is certified by the Department Head)

2. PROOF OF PUBLICATION

Attachments for other payment requests ( subscription, membership, SSI payments, RF, remittances, etc):

ORIGINAL INVOICE, BILLING OR RECEIPTS (A copy is acceptable only if it is certified by the Department

" Head)
- A monthly statement is not acceptable as a substitute for original invoice

2. OTHER VENDOR REQUIRED ATTACHMENTS

IMPORTANT REMINDER
For rewolving fund, please check program's protocol.
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CLAIM FOR REFUND FORM (RR) CHECKLIST

Claim for Refund form is used to request a refund for any excees payment of fees, or amounts imposed for permits and licenses, or
penalties, costs or deposits erroneously collected by the department. Refunds will be processed in accordance with SF
Administrative Code Chapter 10, Article VI.

ORIGINAL and COMPLETED CLAIM FOR REFUND FORM (signed by claimant and approved by
authorized signatory)

2. COPY OF CHARGE SLIP (to support the amount due and amount refundable to payee)

3. COPY OF RECEIPT ISSUED BY DPH (If no OR, other proof of payment)

4. OTHER REQUIRED SUPPORTING DOCUMENTATION

- FAMIS print out of Cash Receipt document number (e.g. CRHC14000050 06)
- EHS Vector Housing Program: copy of check log batch print out, notification letter to clients

IMPORTANT REMINDER

Provide W-9 for recurring refunds to set up a permanent vendor number (if not yet set up in FAMIS).
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DIRECT PAYMENT REQUEST (DPR) CHECKLIST

DPR is used for employee reimbursement requests for certification, professional license fees and parking tickets if specifically provided in
the MOU. EMPLOYEES MUST NOT PROVIDE THEIR SSN in the form.

Submit original and completed DPR form duly approved by an authorized signatory with appropriate
attachments.

Attachments for employee reimbursement for certification, professional license renewal (with MOU provision):

1. PROFESSIONAL LICENSE REIMBURSEMENT REQUEST FORM (duly Approved by HR Manager)
- The form is available in DPHNET: http://dphnet/node/773

2. COPY OF LICENSE RENEWAL FORM

3. COPY OF NEWLY ISSUED LICENSE/CERTIFICATE

4. PROOF OF PAYMENT (official receipt, front and back copy of cleared check, or copy of credit card statement)

5. COPY OF THE CURRENT MOU PROVISION stating that the City shall reimburse employee for such
payment (Please attach only the page that states the provision.)

Attachments for employee reimbursement request for parking tickets (with MOU provision):

1. REQUEST FOR PARKING TICKETS REIMBURSEMENT FORM (approved by supenisor)
- The form is available in DPHNET: http://dphnet/node/108

2. ORIGINAL NOTICE OF PARKING CITATION

3. PROOF OF PAYMENT (official receipt, front and back copy of cleared check, or copy of credit card statement)

COPY OF THE CURRENT MOU PROVISION stating that the City shall reimburse employee for
" such payment (Please attach only the page that states the provision.)

44

PREVI EW Dat e: Jul 06, 2021 Wor kspace | D: W500737420 Fundi ng Opportunity Nunber: CDC- RFA-DP21-2111



TRAVEL/TRANING AUTHORIZATION (TTA) CHECKLIST

TTA is completed prior to travel or training when employees will be requesting reimbursement for business related expenses after traveling to
conferences and trainings on official city business. You do not need a TTA when seeking reimbursement for mileage and field expenses. If
there are no other costs associated with travel, please submit a Field Expense Report.

PLEASE DO NOT INCLUDE YOUR SSN.

1. COMPLETED TRAVEL/TRAINING AUTHORIZATION FORM

- All required fields should be filled out completely

- List all expense items on form with an estimate of the associated cost

- Complete budget code information

- Must have signature section completed up to Deputy Director if total is $500 or less and up to the Director of Health if over $500

2. ATTACH AIRLINE QUOTE FROM CITY-APPROVED TRAVEL AGENCY

- Must obtain Trawvel/Training Authorization number in order to book the flight through the City Approved Travel Agent.
- If purchasing air fare from a non-city approved agency, staying additional days, choosing alternate airport or choosing to drive,
provide written comparison quote from the City approved travel agency to verify savings or show any price difference.

3. ATTACH CONFERENCE INFORMATION

4. IF PLANNING TO RENT A CAR, IT MUST BE JUSTIFIED AND PRE-APPROVED ON TTA

Written justification to demonstrate that this chosen mode is the most efficient, direct and economical mode of transportation.
- The city is self insured so no reimbursement for insurance

5. ATTACH HOTEL RESERVATION INFORMATION

- Lodging is reimbursable only up to the maximum Federal per-diem GSA (General Senices and Administration) rate, unless
documentation of the conference hotel rate is provided.
For lodging details, please refer to page 6 and 7 of the Controller's Business Travel Reimbursement Guidelines at
http://sfcontroller.org/Modules/ShowDocument.aspx?documentid=2174.

6. SUBMIT TO APPROPRIATE ACCOUNTING UNIT

- If funded by a grant, submit to grant accountant @ 1380 Howard, 4th Floor

- If funded by a workorder or special revenue fund, submit to 101 Grove Room 110

- If funded by general fund, submit to Accounts Payable @ 1380 Howard room 418 - only need to submit to accounting before
travel if TTA # is needed for airfare.

NON-REIMBURSABLE TRAVEL/TRAINING EXPENSES

* Meals per diem allowance unless it is approved as an exception by the department head or expressly stated in employee's MOU
¥ Items not supported by original or certified receipt, except for toll, bart, MUNI, parking meter and public telephone

# Cancellation fees/charges resulted from unjustified cancelled or modified travel arrangements

* Auto/Flight insurance

# Tips and gratuity

When combining personal travel with official business travel, there is no reimbursement for lodging, meal per diem, or any other
expense incurred before/in between/after the conference/ official business starts /concludes.
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TRAVEL EXPENSE VOUCHER (TEV) CHECKLIST

TEV is used for requesting reimbursement of business related expenses when traveling to conferences and trainings on official city
business. Please use the Field Expense Report when seeking reimbursement for mileage and field expenses if there are no other costs
associated with travel.

PLEASE DO NOT INCLUDE YOUR SSN.

1. TRAVEL/TRAINING AUTHORIZATION FORM (pre-approved and completed prior to the travel date)

2. ORIGINAL and COMPLETED TRAVEL EXPENSE VOUCHER

- All required fields should be filled out completely; and the form must be signed by the requestor and approved by the
authorized signatory.

3. CONFERENCE /TRAINING /MEETING AGENDA OR SCHEDULE

4. CONFERENCE REGISTRATION FEE - PROOF OF PAYMENT

5. ORIGINAL ITEMIZED HOTEL RECEIPT

6. TRANSPORTATION: AIRFARE, if using non-city approved agency where savings can be documented.

- Written price quote from one of the City-approved travel agencies ( Orientex / Clement Trawvel / Airport Travel Agency ) to
verify the savings
- Original Receipt with complete and detailed itinerary indicating the amount paid

TRANSPORTATION: CAR RENTAL (pre-approved by Dept. Head):

- Original receipt with detailed rental agreement indicating the amount paid, along with written justification to demonstrate that
this chosen mode is the most efficient, direct and economical mode of transportation available.
- The city is self insured so no reimbursement for insurance

TRANSPORTATION: using PERSONAL VEHICLE when air transportation option is not economical:

Written price quote from one of the City-approved travel agencies ( Orientex / Clement Travel / Airport Travel Agency ) to
verify the savings

- Written justification for use of personal vehicle approved by authorized personnel

The form should indicate the starting point and destination, odometer readings, vehicle make, model and license number.

7. ORIGINAL RECEIPT FOR ALL OTHER REIMBURSABLE EXPENSES

- Luggage fees (limited to first-checked bag per person)

- Transportation costs: to and from airport - shuttle, public transportation, cab (up to $50 each way to and from

home airport, subject to Controller's change)

Parking at airport (maximum of $18 Per Day, up to $120 full duration of travel, subject to Controller's change)

Parking at hotel (should be lowest cost parking available)

- Reasonable business related costs: telephone calls, copying, fax, internet charges (purpose and necessity must be
indicated).

QUICK GUIDELINES: TRAVEL and TRAINING REIMBURSEMENT REQUEST

ACCEPTABLE FORM OF RECEIPT
I+ Original receipt from the vendor; OR
¥ Copy of receipt from the vendor CERTIFIED and SIGNED by DEPT. HEAD as TRUE and NOT SUBMITTED PREVIOUSLY ; OR
Ras Copy of a bank-cleared check showing purchase information such as date, amount paid and description of item; OR
* Copy of bank or credit card statement (account number, and/or personal information BLOCKED) showing payment information.
¥+ For conference registration fee, email from the conference host showing conference host name, email address, payment date and
description and payment amount may be accepted by Fiscal in lieu of original receipt.

NON-REIMBURSABLE TRAVEL/TRAINING EXPENSES
¥* Meals per diem allowance unless it is approved as an exception by the department head or expressly stated in employee's MOU
¥+ [tems not supported by original or certified receipt, except for toll, bart, MUNI, parking meter and public telephone
3t Ccancellation fees/charges resulted from unjustified cancelled or modified travel arrangements
¥ Auto/flight/travel insurance
¥+ Personal telephone calls
¥ Parking and moving violation tickets or similar penalties
¥+ Vehicle repair and maintenance costs
¥+ Tips and gratuity

IMPORTANT REMINDERS
¥ TEV must be submitted within ten (10) business days after the last date of travel.
R Mileage is not reimbursable when using city car.
¥ Lodging is reimbursable only up to the maximum Federal per-diem GSA (General Senices and Administration) rate, unless
documentation of the conference hotel rate is provided.
¥+ LODGING is not allowed within the nine (9) Bay Area Counties unless pre-approved by the department head.
3 Submit your reimbursement request with the required documentation on the checklist within 10 business days after travel or
incurring expenditure to:
Accounts Payable and Procurement Section, San Francisco Department of Public Health
1380 Howard Street, Room 418, San Francisco, CA 94103

¥+ For additional reference, please \visit the following weblinks:
DPH Travel Policy, http://dphnet/dphpolicies/Policies/TravelPolicy Revli02007.pdf
Controller's Office Department Instruction, http://sfcontroller.org/Modules/ShowDocument.aspx?documentid=2174
Federal rates, http://www.gsa.gov
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FIELD EXPENSE REPORT (FER) CHECKLIST

FER is used for reimbursable expenses (i.e. mileage and other field expenses) when attending meetings and conducting official
business functions when there are no registration, hotel or other expenses involved.

PLEASE DO NOT WRITE YOUR SSN.

1. ORIGINAL and COMPLETED FIELD EXPENSE REPORT

- All signatures (employee, supenisor, authorized signatory) must be original, NO stamped signature.

- Description in the "PURPOSE" column must be comprehensible. NO ABBREVIATIONS.

- For each route, provide legible beginning and ending odometer reading, and the starting (i.e. worksite or home, whichever
is the closer of the two) and destination point.

- Write the vehicle make, model, and license number

- Write the funding source: index code and, if applicable, the grant code and detail or project code and detail

2. AGENDA OR SCHEDULE, BROCHURES, EMAIL CONFIRMATIONS

- For meeting outside of San Francisco, submit email invitation, schedule, confirmation, or minutes
- For training outside of San Francisco, submit agenda, brochures, and/or completion certificate???

WRITTEN justification, approved by the supervisor, IE submitting a LATE Monthly Field
Expense Report
- Reports should be received by Accounting no more than 30 days after the expense

4. WRITTEN approval from the supervisor, IE reimbursement request involves weekend or
holiday work

WRITTEN explanation on why public transportation could not be used |E requesting
reimbursement for parking within City limits

IMPORTANT REMINDERS
Submit one combined FER for the month
Paking within city limits is reimbursable with explanation why public transportation could not be used
Mileage rate is established by the controller
Mileage is reimbursed when using personal vehicle, fuel is not reimbursed.
Personal expenses such as private vehicle repair and maintenance are not reimbursable.
Parking violations, moving violations and towing charges are not reimbursable under any circumstances.
Bridge tolls, parking meters, pay phones and public tranporation will be reimbursed without reciept
All passengers in the vehicle must be on official business

For additional reference, please visit the following weblinks:
Controller's Office Department Instruction, http://sfcontroller.org/Modules/ShowDocument.aspx?documentid=2173
Federal rates, http://www.gsa.gov
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1 | OVERVIEW

1.1 | Purpose of this Document

This Controller’s Office Accounting Policies & Procedures is established by the Office of the Controller,
Accounting Operations and Systems Division (AOSD) to provide general guidelines to City departments
on how to properly process accounting transactions. Departments can use this document when creating
the more specific and detailed policies and procedures required for their operations. All department
accounting guidelines must be submitted to AOSD for review through the annual internal control
questionnaire (ICQ) process. All policy exception requests must be approved by the Director of AOSD or
designee.

This document does not provide all the detailed instructions for entering transactions into the financial
system. Please see Controller’s Office — FAMIS Accounting, Executive Information System (EIS), Purchasing,
and Grants Training for further information:

1.2 | Roles and Responsibilities

This policy and procedure manual is an important reference for department administrators, and it is
intended to be supplemented by documents issued by other City control entities, including but not limited
to the following:

= AOSD ( )
The AOSD is responsible for ensuring that the City is in compliance with generally accepted
accounting principles (GAAP) and standards (GAAS), applicable pronouncements established by
Governmental Accounting Standards Board (GASB) and by Financial Accounting Standards Board
(FASB), and internal control policies. The AOSD acts as the City’s main coordinator and liaison
with auditors and the City's contracted independent Certified Public Accountant (CPA).

AOSD’s primary mission is to oversee the financial activities of the City. The division certifies
contracts, pays vendors, approves personnel requisitions and reviews, monitors, controls, and
projects department expenditures on a continuous basis to assess overall fiscal condition. The
division assists departments to achieve fiscal compliance, accuracy, timeliness and meaningfulness
for the resulting financial information. The division is also responsible for producing the City's
annual audited financial statements, including the Comprehensive Annual Financial Report (CAFR),
the Single Audit Report, and other reports required by federal, state, and local regulations. Other
functions include developing and maintaining City-wide financial systems, system policies,
procedures, training, security, and documentation.
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= GSA: Office of Contract Administration ( )
The General Services Agency (GSA) maintains the Office of Contract Administration (OCA).
Guidelines issued by the OCA specify the rules to follow when City departments are ordering,
contracting, purchasing, or bidding goods and services; see the OCA website for more
information: . The OCA supports City departments with the contracting and
procurement of material, equipment, and services that are essential to providing government
services. The OCA works with departments to ensure compliance with the City's legal
requirements, while upholding the highest ethical and professional standards.

= GSA: Contract Monitoring Division ( )
GSA's Contract Monitoring Division (CMD) implements and enforces the Chapter 12B Equal Benefits
Ordinance, the Chapter 14B Local Business Enterprise Ordinance, and the Chapter 14C Benefit
Corporation Discounts Ordinance adopted by the Mayor and the Board of Supervisors to protect
the public interest in equality throughout the City & County of San Francisco’s government
contracting process.

= GSA: Office of Risk Management ( )
The Office of Risk Management provides services to City departments by assisting them in
managing their risks of injury to people (including employees and the public at large) and City
property. This program purchases insurance on behalf of, and acts in an advisory capacity to,
City departments with respect to workers' compensation, public liability, City property, and City
contracts. Risk Management is also active in bond and insurance matters to facilitate small-
business contracting with the City.

= GSA: Office of Labor Standards Enforcement ( )
The Office of Labor Standards Enforcement (OLSE) enforces labor laws adopted by San Francisco
voters and the San Francisco Board of Supervisors. OLSE ensures that public works contractors

comply with prevailing wage regulations, enforces the Minimum Compensation Ordinance and
Health Care Accountability Ordinance, and administers the City's Sweatfree Contracting Ordinance.
OLSE also enforces labor laws of general application, including the San Francisco Minimum Wage
Ordinance, Paid Sick Leave Ordinance, the Health Care Security Ordinance, the Family Friendly
Flexible Workplace Ordinance, and the Fair Chance Ordinance.

= OEWD ( )
The Office of Economic Workforce Development (OEWD) oversees activities and programs
related to business attraction and retention, workforce development, international business,
development planning, and neighborhood commercial revitalization.

=  Treasurer-Tax Collector’s Office ( )
The Treasurer manages all City funds in order to gain the maximum return with low risk and high
liquidity, including investing the City’s portfolio of pooled funds. The Treasurer works with all City
departments to ensure that funds are received, deposited, and reconciled as quickly and
accurately as possible, so as to provide maximum interest and investment returns for the people of
San Francisco. The Treasurer administers and monitors the deposit accounts and wire transactions
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of all City agencies and contracts with banks for financial services. The Treasurer also disburses
payments on the City’s General Obligation municipal bonds.

= City Departments

City departments are responsible for providing efficient and effective services to the public. To
do so, they are responsible for adhering to all City rules and regulations, and for documenting
their department-level policies and procedures. Department procedures must follow City policies
and incorporate internal controls that are appropriate to the department’s operations,
organizational structure, and risks. Departments must regularly communicate these policies and
procedures to all staff who have a role, responsibility, or authority in the process.

Department internal policies and procedures that represent exceptions to City policies and procedures must be
documented and then reviewed and approved by the Department Head and Office of the Controller.

Refer to Section 1.6 Exceptions to This Policy for information regarding how a City department can
request an exception to these policies and procedures.

1.3 | General Principles

The City & County of San Francisco is responsible for safeguarding taxpayers’ money and making the
best use of its financial resources. It must comply with significant legal restrictions on its use of public
funds specified by external resource providers—such as federal and state grantors—and embody the
restrictions in the appropriated budget. It is important that City departments ensure and demonstrate
compliance with all legal restrictions in using taxpayers’ money and financial resources. City departments
have a special responsibility to demonstrate:

e Fiscal accountability—we can justify that our actions in the current period have complied with
public decisions concerning the raising and spending of public money

e Operational accountability—we can report on the efficiency and effectiveness of public programs.

These Controller’s Office Accounting Policies & Procedures have been developed to provide City
departments with guidelines on how to conduct their accounting operations in a manner that will achieve
fiscal and operational accountability. In addition to these specific guidance contained in this document,
City department personnel should exercise common sense and good judgment when conducting their
accounting-related activities. Common sense considerations include:

e s this activity reasonable and necessary?
e |s there an appropriate audit trail?
e Will this activity pass audit review, or public scrutiny?

e Has this accounting transaction complied with basic principles of separation of duties and internal
controls?
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Any doubt to these, or other, considerations should lead to further discussion or questions with
management for clarity. City departments should understand that it is important that they comply with
both the letter and the spirit of this document.

1.4 | Governing Laws, Rules, and Regulations

These accounting policies and procedures have been issued under the Controller’s authority under the
following:

e San Francisco City Charter

e San Francisco Administrative Code

e San Francisco Ordinances

e US Internal Revenue Services (IRS) Regulations

e California State Franchise Tax Board Regulations

e California Civil Code

e Governmental Accounting Standards Board (GASB) “Blue Book” of Generally Accepted Accounting
Principles

® American Institute of Certified Public Accountants (AICPA) Audit Guide of State and Local

Government Units.

Refer to each section of these Controller’s Office Accounting Policies & Procedures for citations of the
specific governing laws, rules, and regulations that affect a particular functional area.

1.5 | Revisions and Updates

The Controller’s AOSD will be conducting annual updates to these Policies & Procedures. Interim
notifications to City departments will be issued electronically and posted on the Controller’s Office
website.

1.6 | Exceptions to this Policy

Department requests for exceptions or addendums to this policy as they relate to a specific department’s
needs and Charter requirements can be made by contacting the Controller’s Office and submitting the

following in writing:

e An explanation of the business need or other circumstance(s) necessitating an exception to these
Controller’s Office Accounting Policies & Procedures
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e A description of how the department policy and procedure is more restrictive and places greater
control on department operations than what is specified in these Controller’s Office Accounting
Policies & Procedures

e An explanation of how the department policy and procedure satisfactorily meets all control
objectives specified in these Controller’s Office Accounting Policies & Procedures.

e The full language of the department policy and procedure that differs from these Controller’s
Office Accounting Policies & Procedures

e The Department Head’s signature on the exception request.

The Controller’s Office will review and respond to requests for exceptions on a case-by-case basis.

1.7 | Internal Controls

City Department Heads are accountable for the funds and assets entrusted to them. They have to ensure
that assets and funds are used effectively and efficiently for stated purposes. To discharge this
responsibility, they must establish and maintain an adequate internal control structure and documentation
that provides reasonable assurance of fiscal and budgetary accountability.

The City uses the “COSO Internal Control Integrated Framework” as its internal control framework. All
departments shall maintain effective internal control systems as an integral part of their management
practices. City departments must establish and maintain policies and procedures with department-
specific details supplementing the framework described here. All such policies and procedures are
subject to Controller’s Office review.

Effective internal control should provide management with reasonable, but not absolute, assurance that
assets are safeguarded from unauthorized access, use or disposition; transactions are executed in
accordance with management’s authorizations; financial and statistical records and reports are reliable;
applicable laws, regulations and policies are adhered to; and resources are efficiently and effectively
managed. Controls help us run our operations efficiently, report information and comply with laws and
regulations. Control systems shall be continuously evaluated and weaknesses, when detected, must be
promptly corrected. A satisfactory system of internal control shall be built to achieve, but not be limited
to, the following:

e Control Obijectives
o Operational Objectives
o Safeguarding of Assets
0 Reporting Objectives
o Compliance Obijectives
e Control Environment
o Supportive Attitude
o0 Integrity of Competent Personnel
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O Supervision and Accountability
o Providing discipline and structure
e Risk Assessment
o Specifying objectives with clarity
o Identifying risks to achievement of objectives
o Fraud awareness and prevention
e Control Activities
o0 Authorization, execution, and recording of transactions
o Segregation of duties
e Information and Communication
o Documentation of system
®  Monitoring Activities
o Performing ongoing evaluations/monitoring
o Communicating deficiencies in a timely manner for corrective action

Control Objectives

Control objectives in the areas of operations, reporting, and compliance are to be identified or
developed for each organizational activity. Objectives are connected to goals and should be
measurable.

Safeguarding of Assets

Access to City assets should be limited to authorized personnel who require these assets in the
performance of their assigned duties. Access can be defined as both direct physical access and indirect
access through the preparation or processing of documents that authorize the use or disposition of
resources.

Supportive Attitude

Executives, managers, and employees should maintain a supportive attitude towards internal controls.
They should establish standards of conduct and address deviations in a timely manner.

Integrity and Competent Personnel

Key personnel should have high standards of integrity, and be competent through education, training, or
experience to accomplish their assigned duties.

Supervision and Accountability

Qualified and continuous supervision shall be provided to assure that approved procedures are followed
and are operating as intended. Lines of personal responsibility and accountability should be clear.
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Supervision should be competent and continuing so as to ensure the achievement of internal control
objectives.

Risk Assessment

Risk assessment involves a dynamic and iterative process for identifying and analyzing risks to achieving
the entity’s objectives, forming a basis for determining how risks should be managed. Management must
consider possible changes in the external environment and within its own business environment that may
impede its ability to achieve its objectives.

Segregation of Duties

Assuming that the department has complied with the City’s rules and regulations for ordering of goods
and services, the process for receiving, reviewing, and approving payments must follow good internal
controls. This involves certifying that all transactions are valid, legal, and properly authorized. Also
required is a segregation of duties for each part of the payment process and that all transactions and
supporting documents are accurately and properly recorded on the documents and records.

Departments shall develop a plan of organization that provides segregation of duties appropriate for
proper safeguarding of the City’s assets. Key duties such as authorizing, approving or recording
transactions, issuing or receiving assets, making payments, and reviewing or auditing shall be assigned to
separate individuals to minimize the risk or loss. A satisfactory internal control system depends largely on
the elimination of opportunities to perpetrate and then conceal errors or irregularities. This, in turn,
depends on the assignment of work in such a fashion that no one individual controls all phases of an
activity or transaction.

Authorization, Execution, and Recording of Transactions

A system of authorization and record-keeping procedures is needed to provide effective accounting
control over assets, liabilities, revenues, and expenditures. Independent evidence shall be maintained to
document that authorizations are issued by persons acting within the scope of their authority and that
transactions conform to the terms of the authorizations. Documentation shall provide an adequate audit
trail. Transactions shall be accurate, timely, properly recorded, and properly classified. Computer
system controls should be utilized to safeguard records and preserve data integrity.
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ACCOUNTING POLICIES & PROCEDURES

A department may have many levels of approval for internal control purposes. It is important to have the
signatures documented and a copy submitted to the Controller’s Office any time there are changes in
approvers.

Signature cards for employees authorized by their department to approve financial
documents, either hard copy or in FAMIS must be submitted to the Controller’s Office.
These will be checked in post-audits conducted by the Controller’s Office. Contact
your department’s designated Controller’s Fund Accountant for the Signature
Authorization Form.

Because only the Department Head has authority and responsibility to approve transactions, the
Department Head must sign each signature card delegating approval authority to others. For FAMIS
approvers, this is done separately from the FAMIS profile setup. Ensure your department’s Signature
Authorization Forms (Figure 1-1) are on file with the Controller’s Office by contacting your designated
Fund Accountant. To find your designated Controller’s Fund Accountant, go to the Accounting Operations
and Grants Contacts link:

Page 28

PREVI EW Dat e: Jul 06, 2021 Wor kspace | D. WS00737420 Fundi ng Opportunity Number: CDC RFA-DP21-2111


http://sfcontroller.org/modules/ShowDocument.aspx?documentid=2286

City & County of San Francisco — Office of the Controller
ACCOUNTING POLICIES & PROCEDURES

FIGURE 1-1. SIGNATURE AUTHORIZATION FORM

Office of the Controller Signature Authorization Card

Department Name

Section |. Declaration of Department Head

I, , am the department head for the above named city department. As such, | am
authorized to sign all documents used to conduct city business.

De@nmtnr Head Signanme Da_tel
Section Il. Authorize a Designee
| hereby authorize ; ’.
(Print or Type Name) (Title) (Job Class)

Whose signature appears below, to sign and/or approve for my department/division:

O Employees Travel & Training Reimbursement Requests O Invoices

J Purchase Orders [J Certify Copy Invoices As Originals

J Journal Entries [J Retrieve Checks

J Revolving Fund Reimbursements [J Other Documents: (please explain in the space below)
Signature Of Designee Date

Section Ill. Cancel a Signature Authority

Effective Date of Cancellation Department Head Signature Date

Controller
Use Only:

Approved By Date

Please use this form for authorizing a designee to sign documents or retrieve checks from the Controller’s Office on their behalf. This

signature authority will be used to verify proper authorization during our Post Audit process.

Section | — Declaration of Department Head

e This section is to be signed by the department head. Only the department head has the authority to delegate signature authority for

departmental activities.
e This section is also used by the Controller to have the department head’s signature on file.

Section Il — Authorize a Designee
e The name, title, and job code of the person authorized to sign documents on behalf of the department head.

e Leaving the department/division field blank will authorize for all department’s documents. Only complete the department/division

if you wish to limit the authority for the person.

e Checking the box in each category gives the designee the authorization to sign those particular documents or to retrieve checks from

the Controller’s Disbursement Unit.
e  Only check which categories of documents the person is authorized to sign.
e Please include initials if the authorized designee uses their initials to sign documents.

Section Il — Cancel a Signature Authority

e Date of the cancellation or revocation of signature authority. This must be signed by the department head and cannot be delegated.
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Documentation of System

All departments should have an established system of policies and procedures to be followed in the
performance of duties and functions. Such a system shall include, but not be limited to, documentation of
internal controls, accountability for resources and recording of financial transactions, and such
documentation shall be communicated and made available to all employees and auditors.

Monitoring Controls

An effective system of internal review by both the department and the Controller’s Office should be
established and documented. Managers should periodically monitor that internal control procedures are
complied with and documented. The results of the periodic monitoring findings should be communicated
to staff so that any deviations from policy may be corrected. Communication of results of periodic
monitoring should be documented.

Reasonable Assurance

Internal control systems shall provide reasonable, but not absolute, assurance that the internal control
objectives will be achieved. This standard recognizes that the cost of internal controls should not exceed
the benefits derived therefrom, and that the benefits consist of reductions in the risks of failing to achieve

the stated objectives.

1.7.1 | Internal Control Questionnaire

Each year, departments are asked to complete an internal control questionnaire (ICQ). The ICQ must be
signed by the department Chief Fiscal Officer (CFO). The ICQ is part of the Controller’s internal control
monitoring activities, and is used to design the post-audit procedures for each year.

TABLE 1-1. INTERNAL CONTROL QUESTIONNAIRE TEMPLATE

Department/Division: | Date:

Prepared by: Title: Phone No.:
Reviewed and confirmed by: Title: Phone No.:
Controller's review by: Title: | | Phone No.:
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Please provide detailed responses to the following internal control questions. If the relevant specific controls are described
in your department's policies & procedures, please cite the section and page number. Cells that are greyed out are not "yes
or no" questions, please include your answer in the "Explanation" column. Please note that department review and
confirmation by the CFO are required above.

Yes No Explanation

ADMINISTRATION AND GENERAL

1 Department accounting procedures:

a. How are they communicated to employees, and how
often?

b. How are they periodically compared to actual practices in the department?

c. The procedure categories marked with "Yes" are on file with the Controller's Office. If you have procedures for the categories
that are marked "No" please forward them to us, otherwise please provide an estimated date of completion in the "Explanation”
column. (Some categories may be N/A)

1. Cash Handling

. Revenue

. Purchasing & Payables

. Payroll

. Journal Entries

. Budget Entries

. Debt

2
3
4
5. Grants
6
7
8
9

. Fixed Assets

10. Inventory

11. Trustee accounts

12. Claims

2 Are valuable and sensitive documents and accounting records physically safeguarded in areas with limited access?

a. Who has access? Is backup considered? Please provide names and titles.

b. How often are the combination/keys changed?

c.  Where in the department's procedures is this
documented?

3 Has the fiscal leadership or key fiscal personnel in your department changed in the past 12 months? If so, please describe. Please
provide your most updated fiscal organizational chart.

4 Do you have a record retention policy in place that satisfies legal and program requirements? If yes, please provide the latest copy.

5 How does the department ensure that only appropriate staff have access to electronic information and software/systems?

How does your department track changes in relevant legal and program requirements? Do managers periodically monitor compliance
with requirements?

7 How does the department ensure that only appropriate staff are permitted to authorize all types of transactions: payroll, cash receipts,
accounts payable, etc.?

8 Have you received any audit findings from any auditor or government agency in the past 12 months? If so, describe.
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9 Is your department responsible for a source of funds not part of the City budget or financial statements (such as a facilities district or
financing district)? If so, explain.

Yes No Explanation

| CASH HANDLING

10 | Does the department collect any cash? Cash includes coins, currency, checks and money orders.

11 | Provide names and titles of ALL persons performing the following duties:

- Collecting cash

- Recording cash receipts

- Revolving fund custodian(s)

- Revolving fund reconciliation(s)

- Banking and account maintenance

- Transmitting collections from satellite offices to the department's main accounting office? Please note the frequency of such
transactions or N/A.

12 | a List all City Treasury or other bank accounts that the department deposits to and their frequency (daily, weekly, monthly)?

b.  Are cash collections verified daily by someone other than the cashiers? Please provide the names and titles.

c.  Give names and titles of those who account for cash overages and shortages.

d. How are cash collections documented (cash register tapes, pre-numbered receipt forms)? Are pertinent information (date,
payer, means of payments, teller’s ID, account distribution, etc.) recorded?

13 | Controller's Office guidelines require that checks are endorsed immediately upon receipt and are deposited by the next business day.
Do you have any cash collection points where deposits are not made daily? If so, please provide reason in the Explanation section or
provide the pertinent procedures.

14 | Are unidentified receipts regularly monitored to ensure that they are reclassed into the proper revenue or general ledger accounts
within 15 business days?

15 | Does your department deposit any cash collections as an abatement of expenditures instead of revenue? If so, please provide
explanation and examples.

16 | Does your department prohibit cashing of checks against cash collections? If not, please explain. | |

17 | Where and how are undeposited collections physically safeguarded? Provide names and titles of persons responsible.

18 | Provide list of all revolving fund / imprest cash / change fund accounts, along with last reconciliation as of 12/31/2014 for all accounts.
Please include the location of the revolving fund, amount, and custodian of the fund.

Il | REVENUE | Yes No Explanation

19 | Who in your department is responsible for monitoring revenue?

20 | Do you have any new funding sources or sources of revenue this year?

Il | PURCHASING AND PAYABLES | | Yes | No | Explanation

21 | Inthe procedures provided to the Controller's Office please provide the page numbers where the following explanations for non-
professional services procurement can be found:

a.  Bid procedures and the thresholds your department follows for procurement of commaodities, general services, and professional
services.

b.  Receipt of goods or services (e.g. how packing slip, delivery receipt are verified)?

(o Processing vendor invoices including ensuring only original invoices are submitted for payment.
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22 | Inthe procedures provided to the Controller's Office please provide the page numbers where the following explanations for
professional services procurement can be found:

a.  Civil Service Commission approval

b.  Request for Proposal process to select the vendor

c. Determining if contractor meet the IRS definition of a non-employee

d. Ensuring the department does not buy equipment or supplies under professional service contracts.

23 | Provide names and titles of people who perform the following duties:

a.  Approving goods or services for order, and their approval limits if applicable.

b. Approving purchases and invoices for payment (should have signature card on file with Controller).

c. Signing for goods received. |
24 | Provide names and title of people authorized to do Prop Q purchases, and dates they last attended Prop Q classes.

25 | Before committing unencumbered funds, how does staff verify that they are sufficient to meet the proposed expenditures?

26 | Does your department purchase from out of state vendors? If so, please provide procedures for accruing sales tax.

27 | a Who is the department’s equal benefits liaison with the Contracts Management Division (12B Compliance)?

b.  Does this liaison have written procedures to follow?

28 | a. Does your department have a policy or program on the use of DBE vendors?

b.  Ifyes, is there any documentation of this policy or program?

29 | Has your department had an emergency that necessitated the purchase of a commodity or service in the last year? If yes, describe
the procedure used to make the emergency purchase and please provide any declarations.

30 | For all professional services: |

Does your department get Civil Service Commission approval?

a
b.  Does your department conduct a Request for Proposal process to select the vendor?

c. Does the department use a contract purchase order? |

d. Does the contractor meet the IRS definition of a non-employee?

e. Does your department follow the checklist provided by OCA — Purchasing?

31 | Does the department have approval from the Controller's Office on procedures for accepting electronic invoices (fax, e-mail) from
vendors? If so, please provide a list of vendors and personnel authorized to accept them for processing.

v PAYROLL Yes No Explanation

32 | Please attach any updated electronic version of the department's payroll processing policies/procedures since the last audit. If a
control procedure already for exists in these policies, please reference it by giving section and page number. If no written policy
exists, please attach a written description of how the department accomplishes the control objective asked about.

33 | Does the department ensure that field employees, whose time is not closely supervised, are actively engaged in assigned duties? If
s0, how is this accomplished?

34 | Are salary and benefits costs by appropriate funding source and sub-object for each pay period reconciled between the department's
systems that record actual hours by pay period, and total expenditures by funding source and sub-object in FAMIS?

35 | For terminating employees, are final payment calculations reviewed and approved by the CFO or his/her designee?

36 | If employees are not directly supervised by the person who authorizes timesheets, are there procedures in place for verifying time
worked and leave taken during each pay period?

37 | If employee pay is charged to more than one funding source, how does the department ensure that actual wages and benefits are
charged to funding agencies based on actual time spent on the funding objective?
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38 | Are Acting Assignments, Suspension of Z, Exemplary Pay, and Extended Range reviewed and approved by finance before approval
by HR? Are the spending impacts of these approvals included in the department's spending projection?

\ GRANTS Yes No Explanation

39 | Does your department receive government or private grant funds?

40 | a. Does the department follow grants-related guidance issued by one or more funding agencies?

b. Please provide list of these funding agencies and internet links to any such guidance.

41 | a. Does the department have written instructions for how to set up grants in FAMIS?

b. Please provide documentation for any rules governing the pattern of grant details, including required relationships to projects or
other codes. If in accounting procedures, please indicate where.

42 Is authorization to perform grant accounting in FAMIS restricted to designated staff?

a
b. Please provide names and job class for authorized staff.

c. Do grants accounting staff receive specialized training?

d. Please provide documentation of any grants training.

43 | a. Are all grant funded positions included in the ASO or supported by accept and expend authority?

b. If so, please provide a list of grant funded positions for the post audit period.

44 | Are all grants received set up as grants in FAMIS? If not, please provide the grant information.

45 | a. Do any of the department's grants require funding agency approval for budget modifications? If so, which ones?

b. Please provide copies of Board notifications for any grant budgets that had line item increases over 15% during 2014.

46 | Do you include indirect costs in all of your grant budgets? If not, please explain why, and indicate whether an appropriate waiver was
included in the Accept and Expend resolution/ordinances, if used.

47 | a. What is the departments' indirect cost rate for grants?

b. How is the indirect cost rate determined? Please provide supporting documentation.

c. Are indirect costs recovered from grants on a timely
basis?
48 | Do any of your grants require matching funds? If so, how do you reflect them in FAMIS?

49 | For recovering grant funds expended: |

a. Are reimbursement requests submitted according to a schedule?

b. Does the department ensure they receive the funds requested?

c. Does the billing cycle match the grantor's requirements? |

50 | a. Are grantor's budgetary spending controls reflected in FAMIS?

b. What controls are in place to ensure expenditures are in compliance with grantor's provisions?
51 | Does the department retain documentation of all staff time worked on grants?

If time not recorded on functional time sheets, how are allocated hours and benefits documented?

52 | Have you received any communication from a funding agency that reports the results of a desk audit, site visit, fiscal or program
monitoring, or grant/program audit? If so, please provide copies.

53 | Has the department taken all corrective actions agreed to for any and all audits by funders, external auditors, and the Controller's post
audit from the past two years? Please document.

54 | Has the department refunded any revenue to grantors? If so, why?

55 | a. Does the department pay grant funds to sub-recipients?

b. If so, are sub-recipients monitored? Please provide documentation of monitoring
activities.
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56 | a. Are periodic and final grant reports reviewed by a supervisor prior to submission?

b. If so, how is review documented?

|

57 | a. Aregrants reconciled by the department at least
quarterly?
b. Was the most recent quarter's grant reconciliation sent to the Controller's Office?

58 | Does the department ensure that grant funded purchases are made in compliance with grantors' requirements? Please describe how.

59 | Has the dept. received any gifts or bequests in the calendar year? If so, were they reported to the Board of Supervisors? If so, please
provide a copy of the letter to the Board.

\Y| JOURNAL ENTRIES (including all adjusting doc types BA, JE, PJ, RE, RA, RT). Yes No Explanation

60 | List the employees who initiate, review, and approve Journal Entries?

61 | What are the usual reasons Journal Entries are initiated? Correction of errors, routine transactions that require journal entries, or
closing?

62 | What are the key transaction cycles or reconciliations used to initiate or generate journal entries?

VIl | BUDGET Yes No Explanation

63 | Who are the employees responsible for:

Developing your AAO budget?

Obtaining supplemental appropriations?

Initiating and reviewing Budget changes or reallocations?

Determining what budget authority will be used in requesting a change, and that the proposed change is within the scope of that
authority?

64 | How do you determine a budget entry is needed? (example: quarterly projections, unable to process a transaction)
65 | Does your department internally monitor budget-to-actual performance in any way? Please explain.

66 | What are the key transaction cycles or reconciliations used to initiate or generate journal entries?

1

67 | Are there budget authorities that you cite specific to your department? Please cite AAO, Code, or Charter section.

Vil | DEBT |Yes |No |Exp|anation

68 | Is your department directly responsible for paying debt or bondholders? (most likely through a trustee or financial institution)
69 | If yes, who are the key employees responsible for debt accounting?

70 | Are there any other significant debt-like or debt-related transactions in your department (e.g. capital leases or indirect payments of
debt through another department)?

IX | FIXED ASSETS |Yes |No |Exp|anation

X INVENTORY Yes No Explanation

71 | Who are the key employees responsible for fixed asset accounting and/or capitalization of assets?
72 | Is your department a FAACS department? Online or offline?

73 | Who are the key employees responsible for inventory accounting?

74 | Do you perform regular physical inventory counts?
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Xl | TRUSTEE ACCOUNTS | Yes | No | Explanation

75 | Does your department have custody over or expend funds which are not on deposit with the Treasury (other than petty cash or
revolving funds)?

76 | If you have trustee accounts, do you have trustee accounts for the repayment of debt and required by bond agreements?

77 | If you have trustee accounts, do you have accounts to be used for expenditures other than debt payment (e.qg., project expenditures)?

78 | If yes, what are the funding sources for these accounts? What agreements require the funds to be held outside the treasury?

Xl | CLAIMS Yes No Explanation

79 | Does your department make claims?

80 | Who are the key employees responsible for initiating and approving claims? ;
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2 | BUDGETING & APPROPRIATIONS

2.1 | Overview

This section provides an overview of the City’s budgeting and appropriations process, and its practical
implications for accounting and financial reporting.

2.2 | Budgeting*

In the City & County of San Francisco, the Board of Supervisors and then the Mayor are responsible for
approving the budget, which dictates spending by City government. Through the budget, the Board of
Supervisors decides the City’s spending priorities for the next fiscal year by setting aside money for
programs, projects, or services. The Mayor’s Office and City departments are then responsible for
administering programs within the specific funding decisions contained in the budget. San Francisco
Administrative Code, Chapter 3: Budget Procedures sets forth the parameters for the budgeting process.

Two components to the City & County’s budget are controlled differently:

e Operating budget—adopted annually, the operating budget is a detailed estimate of how much
the City needs to spend in its fiscal year to meet its ongoing financial obligations and provide
programs and services. It establishes a spending cap that management may not exceed without
special authorization.

e Capital budget—because capital construction normally takes place over more than one fiscal
period, capital budgets are generally adopted on a project-length basis. The capital budget is
money set aside for buying or building fixed assets such as buildings, equipment, vehicles, water
and sewer facilities, and land. Refer to San Francisco Administrative Code, Chapter 3, Section
3.20—Capital Expenditure Plan for more information.

2.3 | Appropriations*
The Budget and Appropriation Ordinance (Budget Ordinance) document is the final City & County budget
as approved by the Board of Supervisors. It reflects the City’s budget at the beginning of the fiscal year

on July 1. The Budget Ordinance is recorded in the general ledger through the use of budgetary
accounts in order to facilitate control over revenues and expenditures during the year.
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2.3.1 | Automatic Appropriations
2.3.2 | Supplemental Appropriations

2.3.3 | “De-Appropriation” of Capital Projects-

2.4 | Cost Allocation*

2.5 | Surplus Transfers

This section addresses the policy and procedures of allowable expenditure budget transfers as
established and approved by the voters and/or the legislative body of the City & County of San
Francisco. These guidelines are issued according to the applicable provisions of the San Francisco
Administrative Code and Budget and Appropriation Ordinance (Budget Ordinance).

The governing provision for surplus transfer is Administrative Code, Section 3.18 which states:

The Controller, upon request of the Mayor, other officials, boards, or commissions of the City & County,
may transfer any unused balance or portion thereof from previously appropriated funds to augment
existing appropriations as long as the transfer is within the same fund and governmental unit. The
Controller shall notify the Mayor and the Board of Supervisors of any transfer of funds made pursuant to
this section which exceeds ten percent (10%) of the original appropriation to which the transfer is made.
No such transfer of funds shall be made to an appropriation which was previously reduced by action of
either the Mayor or Board of supervisors in their review of the budget for the current or prior fiscal year.

2.5.1 | Controller’s Office Surplus Transfer Guidelines

City departments may need to request expenditure budget transfers under certain circumstances. It may
be necessary to transfer funds from one activity or project to another to reflect realignment of priorities,
duties, or reorganization. Transfers among major objects of expenditure within a department also may
be needed to adjust budget estimates to meet actual operating realities. The guidelines on surplus
transfer include:

[ ] Cumulative transfer requests to the Controller’s Office should not exceed ten percent (10%) of
the original appropriation. Requests exceeding the threshold must be properly justified and
approved by the Controller.
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The 10% threshold applies to the sub-fund /project/character (depending on the Budget
Ordinance appropriation control level) to which that appropriation is being transferred. For
annual funds, the 10% calculation is based on the current fiscal year original appropriation and
any Board-approved supplemental appropriation within budgetary control level. For continuing
funds such as capital projects, the 10% calculation is based on the total multi-year original
appropriation and any Board-approved supplemental appropriation amounts (i.e., the total of
original and supplemental appropriation for each fiscal year from year 1 through the current
fiscal year). For projects funded by multiple funding sources, the 10% threshold is based on the
total Board-approved appropriation of all funding sources. If multiple transfers were made
during the year, the individual transfer as well as the cumulative transfer must not exceed the
10% threshold.

[ ] Transfers must not be made to an appropriation reduced by action of either the Mayor or Board
of Supervisors. If the Mayor or Board reduction was made to a specific sub-object,
appropriations cannot be transferred to other sub-objects within the character. This, however,
does not apply to reductions to work order sub-objects (081XX). Refer to Section 2.5.6 Surplus
Transfers FAQs for more information.

Exceptions to this guideline must be approved by the authority that reduced the appropriation,
i.e., Mayor’s Budget Office or Board of Supervisors.

[ ] During the period of the interim appropriation ordinance and interim salary ordinance, no
transfers shall be permitted without approval of the Controller, the Mayor’s Office, and the
Board of Supervisors.

[ ] Appropriations carried forward from prior year(s) cannot be used for surplus transfer.
Carryforward appropriations are not surplus and must be used for the purpose originally
budgeted and approved for carryforward.

[ ] The following types of surplus transfer require additional approval from the Mayor’s Office and
notification to the Board of Supervisors:

e Transfers involving salaries
e Transfers involving new equipment budget. Upon approval of the surplus transfer request,

departments may obtain equipment number(s) from the Controller’s Office Budget & Analysis
Division (BAD).

[ ] Equipment can only be purchased using appropriations specifically for equipment. Transfers of
non-equipment budget for equipment purchases must be approved by the Mayor’s Office and
the Controller. Note that such transfers can only be from non-salary appropriations.
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[ ] As dictated by Administrative Code, Section 3.18, transfers should be within the same fund and
governmental unit. Transfers such as between annual and continuing funds are not allowed and
exception requests must be approved by the Mayor’s Office.

[ ] Transfers from professional services contract to salaries require additional approval from the
Human Resources Director, the Mayor’s Office, and the Controller’'s Office Budget and Analysis
Division.

[ ] Transferring department budgets for services of other City departments to other spending
categories requires approval from the requesting or performing department.

2.5.2 | How Departments Request Surplus Transfer

The City department that is seeking to complete a surplus transfer will complete the following steps:
[ ] Analyze unanticipated needs, plan funding, and consolidate requests whenever possible.

[ ] Verify that the adjustment is a surplus transfer and not a reclassification/realignment. Transfers
of expenditure appropriation among items specified in the appropriation ordinance are
considered surplus transfers. For example, movement of funds between characters in operating
accounts and between projects is a surplus transfer. Transfers between sub-objects within the
same object and /or character of an operating fund are reclassifications or realignments. For
example, expenditure overruns in data processing supplies offset by a surplus balance in other
office supplies is allowed, as the two sub-obijects fall under the same character of expenditure.
Refer to Table 2-1 for more information.
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TABLE 2-1. WHEN TO USE DOCUMENT TYPE “SU” FOR TRANSFERS/REALLOCATION OF FUNDS

SURPLUS BUDGET TRANFERS
(Document Type SU)

RECLASSIFICATION / REALIGNMENT
(Document Type JE or BA, or others)

Transfers between Budget and Appropriation
Ordinance level (character / project) within the
same fund and governmental unit

Transfers between sub-objects and index codes in
operating funds within the same Budget and
Appropriation Ordinance level; transfers between
characters within a project (BA or JE)

Budget allocations between projects within same
fiscal entity (sub-fund)

Work order budget set-up (BW document and
prefix)

Transfer of appropriated professional service
contracts to salaries per Section 10.2
Administrative Provisions of the Budget Ordinance

Contingency set-up (JE)

Grant budget reallocations (GE)

Release of reserves (BA)

Direct charge between departments within the
same fiscal entity (sub-fund) and project (JE)

Budget realignment of technical changes between
characters (BA)

System appropriation carry-forward reallocations
or reallocations from unallocated master projects
to sub-projects (JE)

Reallocations from UNA or General City
departments (BA)

Transfers between different fiscal entities (CAFR
reporting levels) are done through transfer in and
out process using document types RA and RT

Transfers from non-equipment to equipment
budget within the same budget ordinance control
level such as project (BA). Note:

1. The transfer must be from non-salary
appropriations

2. The transfer must be approved by the
Mayor’s Office

3. Upon approval of the BA, departments
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SURPLUS BUDGET TRANFERS RECLASSIFICATION / REALIGNMENT
(Document Type SU) (Document Type JE or BA, or others)

may obtain equipment number from BAD.

[ ] Complete the Surplus Expenditure Budget Transfer Request online at .
A screenshot of the online form is shown below in Figure 2-1. Follow the guidelines in Table 2-2
closely when completing the request. State the reason it was not in the original budget and
verify that the funds are truly a surplus. Attach supporting documents and/or provide
additional explanation as needed.
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FIGURE 2-1. SURPLUS EXPENDITURE BUDGET TRANSFER REQUEST

New Transfer Request

General Information:

Requested Date: 2018-01-22
Transfer From:
sub Fund
Transfer To:
Sub Fund
Feason Transfer Fommat .
Hesded:
Reason Surplus Funds Fommat .
Avaliabie:
cartification: Format .
Ingert Certification
Actlon Save
Comment
Confirm Action
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TABLE 2-2. GUIDELINES TO COMPLETE THE SURPLUS TRANSFER REQUEST FORM

DATA INPUT REQUIREMENT
Date Date of Request
Department Initiating Department; select from the dropdown list
Transfer From Sub-fund Enter Fund Type/Fund/Sub-fund; e.g., 1 GAGFAAA from which funds

are being transferred.

Transfer From Project If project-related surplus transfer, enter Budget Ordinance level
project code within the same fund and governmental unit from which
funds are being transferred.

Transfer From Index Code Enter index code that points to the Budget Ordinance level cost
center from which funds are being transferred.

Transfer From Sub-object Enter a specific sub-object under the character from which funds are
being transferred out.

Transfer From Amount Enter amount being transferred from the source account.

Transfer To Sub-fund Enter Fund Type/Fund/Sub-fund; e.g., 1TGAGFAAA to which funds
are being transferred.

Transfer To Project If project-related surplus transfer, enter Budget Ordinance level
project code within the same fund and governmental unit to which
funds are being transferred.

Transfer To Index Code Enter index code that points to the Budget Ordinance level cost
center to which funds are being transferred.

Transfer To Sub-object Enter a specific sub-object under the character to which funds are
being transferred in.

Transfer To Amount Enter amount being transferred to the receiving account.

Reason Transfer Needed Detailed and specific justification of need is required to support the
transfer request. Description such as “transfer from non-personal
services to materials and supplies” is neither detailed nor
descriptive. Justification should also address the reason why it is not
included in the budget submission, or why it cannot wait until the
next budget year.
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DATA

INPUT REQUIREMENT

Reason Surplus Funds Available

For example, “funds initially budgeted in XXX for the purpose of
xxx, due to xxx, as a result, xxx.” Demonstrate how the “surplus” is
achieved or that the “unused balance” is truly a surplus that will last
until fiscal year-end. ldentify the original need and its funding
amount and explain why the need no longer exists.

Certification

(1) Certify that the transfer is in accordance with the provisions of
Section 3.18 of the Administrative Code.

(2) Give details to show that the transfer amount is within the 10%
threshold of the original appropriation to which the transfer is
made.

(3) If multiple transfers were made at different times of the year,
make an additional certification that the cumulative transfers do
not exceed the 10% threshold of the original appropriation.

(4) Certify that presently no supplemental appropriation is
anticipated in these sub-objects.

(5) Demonstrate or certify that the “new” need is not for an
appropriation reduced by action of either the Mayor or Board
of Supervisors in the current or prior fiscal year.

If the department is inaccurate in any of the above certifications,
the surplus transfer request will be rejected. Using the online form,
departments can choose to insert the Certification Template.

[ ] Submit the completed online request for approvals.

The required authorization includes approvals from the Department Head /CFO or designee,
Controller’s Office AOSD Fund Accountants, and AOSD Director. Controller, Mayor’s Budget
Office and Board of Supervisor approval may also be required if the transfer involves the
situations and /or exceptions described in Section 2.5.1 Controller’s Office Surplus Transfer

Guidelines.

Approvers can approve, reject, or disapprove the online request. If rejected, the request will be
sent back to the initiator for revision. If disapproved, the request is denied.

[ ] If and when the surplus transfer request is completely approved, the department submits
surplus transfer journal entry in the financial system. For step-by-step illustrations on how the
surplus transfer entries are completed, refer to Section 16 - How-To & Screenshots.
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2.5.3 | Controller’s Office Review of Surplus Transfers

Upon receipt of Surplus Transfer Request Form (Figure 2-1), the Controller will complete the following
review steps.

[ ] Verify Department head or authorized signatory signature against signature card on file with
the Controller’s Office

[ ] Verify Mayor’s approval for requests related to:
Labor
New Equipment budget
Exceptions such as transfer between annual and continuing fund sources, e.g., between AAA and
ACP

[ ] Verify completeness of information and reasonableness of justification

[ ] Verify funding availability and appropriateness (e.g., budget carried forward from the previous
fiscal year cannot be the funding source of a surplus transfer)

[ ] Verify department certification on transfer is within the 10% threshold

[ ] Verify department certifications on transfer is not adding back to appropriation previously
reduced by Board or Mayor

[ ] Verify the accurate use of the accounting codes, e.g., index codes, sub-objects
[ ] Return to department if request is being rejected or requires substantial changes
[ ] If approved, notify the department to submit the FAMIS entry

[ ] Review FAMIS entry for accuracy of data based on approved surplus transfer request. The
data elements (index code, sub-object, project code) must match the data on the surplus transfer
request in both transfer to and transfer from lines. Approve or reject based on review

2.5.4 | Reporting of Surplus Transfers

At fiscal year-end, the Controller shall notify the Mayor and the Board of Supervisors of any transfer of
funds made pursuant to Section 3.18 of the San Francisco Administrative Code which exceeds 10% of the
original appropriation to which the transfer is made. If multiple transfers were made at different times
of the year, the individual transfer as well as the cumulative transfers exceeding the 10% threshold will
be reported.

The Controller’s Office also recommends departments to track surplus transfer requests using the tracking
sheet as shown in Figure 2-2.
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FIGURE 2-2. CONTROLLER'S SURPLUS TRANSFER TRACKING SHEET

SUMMARY OF SURPLUS TRANSFER REQUESTS
DEPARTMENT:

FISCAL YEAR:

SUBFUND:
PROJECT:

XXXXXX XXXXXXX

KXXXK-XXXX

TRANSFER FROM:

OBJECT:

‘001
021
‘040
060
‘081

TOTALS

INDEX CODE ORIGINAL BUDGET TRANSFER AMT  PRIOR TRANSFER(S) YTDTOTAL  YTD%

TRANSFER TO:

OBJECT:

‘001
021
'040
060
‘081

TOTALS

INDEX CODE ORIGINAL BUDGET TRANSFER AMT YTD TOTAL YTD %

2.5.5 | Related Administrative Provisions of the Budget Ordinance

The following are important considerations specified in the Budget Ordinance.

Section 4 — Administrative Provisions of the Budget Ordinance (Interim Budget Provisions)

Doc. No.

No new position may be filled in the interim period with the exception of those positions which in the

discretion of the Controller are critical for the operation of existing programs or for projects previously
approved by the Board of Supervisors or are required for emergency operations or where such positions
would result in a net increase in revenues or where such positions are required to comply with law. New
positions shall be defined as those positions that are enumerated in the Mayor's budget for the current

fiscal year but were not enumerated in the appropriation and salary ordinances for the prior fiscal year,
as amended, through June 30 of the prior fiscal year. In the event the Mayor has approved the
reclassification of a position in the department's budget for the current fiscal year, the Controller shall
process a temporary or “TX" requisition at the request of the department and subject to approval of the
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Human Resources Director. Such action will allow for the continued employment of the incumbent in his or
her former position pending action by the Board of Supervisors on the proposed reclassifications. If the
Budget Committee of the Board of Supervisors recommends a budget that reinstates positions that were
deleted in the Mayor’s Budget, the Controller and the Director of Human Resources shall have the
authority to continue to employ and pay the salaries of the reinstated positions until final passage of the
budget by the Board of Supervisors, and approval of the budget by the Mayor.

Section 7.2 — Administrative Provisions of the Budget Ordinance (Equipment Defined)

Funds for the purchase of items of equipment having a significant value of over $5,000 and a useful life
of three years and over shall only be purchased from appropriations specifically provided for equipment
or lease-purchased equipment, including equipment from capital projects. Departments may purchase
additional or replacement equipment from previous equipment or lease-purchase appropriations, or from
citywide equipment and other non-salary appropriations, with approval of the Mayor’s Office and the
Controller.

Section 9 — Administrative Provisions of the Budget Ordinance (Interdepartmental Services)

The Controller is hereby authorized and directed to prescribe the method to be used in making payments
for interdepartmental services in accordance with the provisions of Section 3.105 of the Charter, and to
provide for the establishment of interdepartmental reserves which may be required to pay for future
obligations which result from current performances. Whenever in the judgment of the Controller, the
amounts which have been set aside for such purposes are no longer required or are in excess of the
amount which is then currently estimated to be required, the Controller shall transfer the amount no longer
required to the fund balance of the particular fund of which the reserve is a part. Provided further that
no expenditure shall be made for personnel services, rent, equipment and capital outlay purposes from
any interdepartmental reserve or work order fund without specific appropriation by the Board of
Supervisors. The amount detailed in departmental budgets for services of other City departments cannot
be transferred to other spending categories without prior agreement from both the requesting and
performing departments. The Controller, pursuant to the provisions of Charter Section 3.105, shall review
and may adjust charges or fees for services that may be authorized by the Board of Supervisors for the
administration of the Computer Store. Such fees are hereby appropriated for that purpose.

Section 10.1 — Administrative Provisions of the Budget Ordinance (Position, Funds, and Transfers for
Specific Purposes)

(i) For purposes of defining terms in Administrative Code, Section 3.18, the Controller is authorized to
process transfers where such transfers are required to administer the budget through the following
certification process: In cases where a character of expenditure or project expenditure is reduced during
the Board of Supervisors phase of the budget process, the Chair of the Budget Committee may certify
that such a reduction does not reflect a deliberate policy reduction adopted by the Board. The Mayor’s
Budget Director may similarly provide such a certification regarding reductions during the Mayor’s phase
of the budget process.
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Section 10.2 — Administrative Provisions of the Budget Ordinance (Professional Services Contracts)

Funds appropriated for professional service contracts may be transferred to the account for salaries on
the recommendation of the Department Head for the specific purpose of using City personnel in lieu of
private contractors with the approval of the Human Resources Director and the Mayor and the
certification by the Controller that such transfer of funds would not increase the cost of government.

2.5.6 | Surplus Transfers Frequently Asked Questions (FAQs)

Q: What is meant by “for an appropriation reduced by action of either the Mayor or Board of
Supervisors in the current or prior fiscal year”?

A: The term “reduced” refers to reduction of submitted budget amount from the department by:

(1) reduction during the Mayor’s phase review or, (2) reduction in the Finance Committee review or, (3)
reduction during the Board of Supervisors phase review. This does not apply to changes made only
during the “technical phase” of the budget process.

Q: If the Mayor’s or Board of Supervisor’s reduction was made to a specific work order sub-object
081XX, can transfers be made to other sub-objects in Character 081 (i.e., work order budget for other
performing departments)?

A: Yes. The budget control for work orders is at sub-object level both in the Budget Ordinance and in
FAMIS.

Q: Can a department transfer funds between a 2S fund type and a 1G fund Type?

A: No. Only transfers between Budget Ordinance level (i.e., character/project) within the same fund and
governmental unit, e.g., 1GAGF to 1GAGF, 2SXXX to 2SXXX, efc.

Q: How is the 10% threshold calculated?

A: The 10% threshold is based on the total cumulative budget enacted by the Board and the Mayor
through the Budget Ordinance and supplemental appropriations. It is calculated on the amount in the
funding source that is being transferred to.
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Q: Can transfers exceeding the 10% threshold be submitted for approval?

A: Yes, although such requests need stronger justification and will be reviewed and approved directly by
the Controller.

Q: Can | use appropriations carried forward from prior year(s) for surplus transfer requests?

A: No. Appropriations carried forward from prior year(s) are not surplus and need to be used for the
purpose originally budgeted and approved for carryforward.

Q: We have a fixed two-year budget. Do transfers within the budget process count towards the 10%
threshold of transfers?

A: Yes, these are surplus transfers that are counted toward the threshold for each fiscal year.

Q: What specific documents can be used to support the transfer amount needed?

A: Some examples of detailed justification would include quotes, estimates on planned procurement or
draft MOU.

Q: Can add-backs and district allocations by the Board of Supervisors be transferred to other funding
sources?

A: Add-backs and district allocations must be used for the purposes that the Board specified and,
therefore, should stay in the funding source originally approved by the Board. Budget can only be
transferred when the scope is the same, e.g., a transfer from Character 038 to Character 081 is allowed
as long as the work order performing department is using the budget for the same purposes.

Q: What are the common reasons for surplus transfer requests being declined?

A: Reasons include:

e Partial or inaccurate certification on the transfer request form
e Insufficient or lack of details on the reason for the transfer
e |Insufficient justification that surplus funds are available for the transfer

e Transfers of carried-forward funds
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e Funds requested to be transferred not sufficient or on reserve

e Transfers may cause inaccurate accounting, e.g., work authorization vs. work order for capital
related funds.

2.6 | Reserves*

2.6.1 | Release of Reserves

2.7 | Budget Corrections*

2.7.1 | Budget Correction vs. Surplus Transfer

2.8 | Midyear Actions*

2.8.1 | Budget Cuts

2.9 | Reporting*
2.9.1 | Calculation of Fund Balance

2.9.2 | Negative Fund Balance
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3 | CONTRACTS & ENCUMBRANCES

3.1 | Overview

This section provides the Office of Contract Administration’s contracting guidelines pursuant to San
Francisco Administrative Code, Chapter 6 and Chapter 21, and sets out guidelines for the encumbrance
process. Contracting rules and regulations are an important part of having an accountable, transparent,
and ethical government procurement process.

Section 3.2 provides guidelines for contracting in compliance with Administrative Code, Chapter 6; Section
3.3 provides guidelines for Administrative Code, Chapter 21.

The encumbrance of funds is an important and usually last step in any ordering or contracting process.
Encumbrance is a formal commitment of funds, recorded against a department’s budget in the financial
system. An encumbrance is required before an order or contract is issued, and there are very, very few
exceptions. Refer to City Charter, Section 3.105 and Administrative Code, Section 10.06 for encumbrance
requirements.

3.2 | Contracting Rules & Regulations, Admin. Code Chapter 6*

This section provides guidelines that departments must follow in order to comply with San Francisco
Administrative Code, Chapter 6.

3.2.1 | General Contracting Procedures

San Francisco Administrative Code, Chapter 6 governs outside temporary professional design,
consultant or construction management services and construction services. Refer to Section 17.5 Admin.
Code Chapter 6 for full text of Chapter 6. All other contracts are subject to the requirements of
Administrative Code, Chapter 21.

Departments may contract for construction and consulting services under the following circumstances:

e The services to be provided include special qualifications that are not available from Civil
Service classifications.

e The work to be performed would temporarily increase the department's workload beyond
available resources and would substantially interfere with routine or ongoing projects. The Civil
Service Commission has rules that identify when a professional service may be contracted while
classifications exist to perform the work.
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e The services can be practically performed by private contractor(s) for a lower cost than similar
work performed by City employees (Charter Section 10.104(5)). This type of contract was
formerly known as a Prop J contract and is subject to the approval of the Board of Supervisors.

e Professional Services contracts in accordance with the requirements cited in Administrative

Code, Section 6.40.

e Construction services in accordance with the requirements cited in Administrative Code, Section
6.20(A) above and Administrative Code, Section 6.20(B); Administrative Code, Section 6.60;
Administrative Code, Section 6.61; Administrative Code, Section 6.62; Administrative Code,

Section 6.63; Administrative Code, Section 6.64; and Administrative Code, Section 6.65.

3.2.2 | Consultant Contract Requirements Guide

The following table lists criteria with which consultants must comply and the portion of the Administrative

Code (or other ordinance) that specifies relevant requirements.

TABLE 3-1. CONSULTANT CONTRACT REQUIREMENTS

ITEM ADMIN. CODE OTHER
SECTION(S) ORDINANCE
Authorized City Contracting Departments 6.2 & 21.05
Minimum Competitive Amount- RFP/RFQ 6.40
CMD Compliance 65041 & [B) &
148
14B.7(A)(3) &
Legal Advertisement 14B.13(A)(3) &
21.2
Distribution & review of proposals
(CMD review) 6.5(B)
Rejection or Cancellation of RFPs 6.41(B)
Award of Contract 6.411C)
Contract Processing
Number of Agreements Executed 6.3(D) & 21.18
Certification of Contract (Encumbrances) 6.3(C) & Charter 3.105
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ITEM

ADMIN. CODE
SECTION(S)

OTHER
ORDINANCE

6.41(C)

Notice To Proceed

Modifications

6.42(E) &
14B.13(A)(11) &

(a2)

Charter 2.118

3.2.3 | Formal Construction Contract Requirements Guide

The following table lists criteria with which construction contracts must comply and the portion of the

Administrative Code (or other ordinance) that specifies relevant requirements.

TABLE 3-2. FORMAL CONSTRUCTION CONTRACT REQUIREMENTS

ITEM ADMIN. CODE OTHER
SECTION(S) ORDINANCE
Authorized City Public Works Contracting 6.2
Departments
Threshold Amount—Requires Formal Bid 6.1(M)
Preparing Bid Documents & Review by Contract
Prep
Cost Estimates 6.20(C)
CMD Compliance 6.5(A) & (B) &
148
Legal Advertisement 6.21(A)1) &
14.13(A)(3)
Addendum issued 72 hrs. prior to bid opening PCC 4104.5
Fees for Plans & Specifications 6.21(A)(5)
Public Bid Opening
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ITEM ADMIN. CODE OTHER
SECTION(S) ORDINANCE
Bid Securities 6.21(A)(4)
Distribution & review of bids (CMD review) 6.5(B)
Bid Protest 6.21(D)
Rejection of Bids 6.21(C)

Negotiation of Bid if only one or none received

6.23(C)(1) & (2) &

(3) & (4)
Time for Award 6.6(A) & 6.20(E)
Award of Contract 6.1(B)(1) & (2)
Contract Processing & Execution of Contracts 6.3(D)
Certification of Contract (Encumbrances) 6.3(C) Charter 3.105

Notice To Proceed

Change Orders

6.3(D) & 6.22(H) Charter 9.118

&
14B.13(A)(11) &
(12)
Exemptions From and Alternatives to Competitive | 6.61 & 14B.19
Bidding - Design/Build
Exemptions From and Alternatives to Competitive | 6.62
Bidding - Job Order Contracts
Exemptions From and Alternatives to Competitive | 6.68 & 14B.19

Bidding -Integrated Project Delivery
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3.2.4 | Formal Construction Contract Processing Timeline

The following table lists actions with which formal construction contracts must comply.

TABLE 3-3. FORMAL CONSTRUCTION CONTRACTING TIMELINES

MINIMUM | MAXIMUM
ACTION REQUIREMENTS DAYS DAYS

Advertising For Bids Publication in newspaper of general | 1 1
circulation

Addendum Issued 72 hours before Bid Opening | 3
or delayed by at least 72 hours

Bid Opening Calendar days advertised before 10
Bid Opening

CMD 14B Recommended for Good Faith 10 15
Efforts (GFE) requirements

CMD 12B Compliance After bid opening, must file with 14
CMD if not compliant

Debarment Affidavit After opening, must submit for all 14
subs & suppliers bidding >$25,000

Bid Withdrawal Written notice demonstrating 5
clerical error (working days)

Contracting Department Review claim of error & issue

Review written findings

Bid Protest Timely receipt (working days) 5

Response to Protest Reply from protested bidder after 5
receiving protest

Review & Findings CMD, City Attorney & contracting
department review & issues findings

CMD Review Complete review of bids for 60
discounts & goals, issue written
findings
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ACTION

REQUIREMENTS

MINIMUM
DAYS

MAXIMUM
DAYS

Award Notice

Contracting department issues
award notice

90

Review

Contracting Department

Verifies funding

Check Contractor's License for
current & active status or Joint
Venture license per Business &
Professions Code Section7029.1

Check for CMD recommendation of
award

Check 12B Compliance in the
financial system or contact CMD

Check for 1st Source Hiring
Submittal with bid & send to 1st
Source Hiring Administrator

Prepare Award of Formal
Construction Contract

Prepare contract agreement, bonds,
& insurance documents

Contractor Response to Award

Return executed agreements, bonds
insurance & sub-contractors' licenses,
business tax & worker's comp
insurance information

10

Review

Contracting Department

Review executed agreement, bonds,
for notarized signatures

Review bonds & insurance for
correct amounts & coverage &
verifies Bond & Insurance
Companies admitted to do business
in California & company financial
rating
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ACTION

REQUIREMENTS

MINIMUM | MAXIMUM
DAYS DAYS

Check all sub-contractors' licenses,
business taxes & worker's comp
insurance

Check 1%t Source Hiring submittals
after award & forward to 1st
Source Hiring Administrator

Routing for City Execution

Contracting Department Head

City Attorney as to form

City Administrator

Posting Contract

Enter contract into contract
management system for electronic
approval (posting /certification) if
applicable

Notice to Proceed (NTP)

Sends contractor NTP & executed
Contract Documents

3.2.5 | Informal Construction Contract Requirements Guide

The following table lists criteria with which informal construction contracts must comply and the portion of

the Administrative Code (or other ordinance) that specifies relevant requirements.

TABLE 3-4. INFORMAL CONSTRUCTION CONTRACT REQUIREMENTS

ITEM A?EAQ!I'TOIC‘I(()SI))E OTHER ORDINANCE
Authorized City Public Works Contracting 6.2
Departments
Threshold Amount- Informal Bid 6.1(M)
Micro-LBE Set-Aside Program 14B.7(K)
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ITEM A?E%:’TO;%?E OTHER ORDINANCE
Preparing Bid Documents & Review by Contract
Prep
Cost Estimates 6.20(C)
CMD Compliance 6.5(A) & (B) &

14B

Legal Advertisement 6.21(B)
Addendum issued 72 hrs. prior to bid opening PCC 4104.5
Informal Construction Bidders 6.20(B)

Public Bid Opening

Bid Securities 6.21(A)(4)

Distribution & review of bids (CMD review) 6.5(B)
Bid Protest
Rejection of Bids 6.21(C)
Negotiation of Bid if only one or none received | 6.23(C)(1) &
2) & (3) & (4
Time for Award 6.6(A) &
6.20(E)
Award of Contract 6.3(A)
Contract Processing & Execution of Contracts 6.3(D)
Certification of Contract (Encumbrances) 6.3(C) Charter 3.105
Notice To Proceed
Change Orders 6.3(D) & Charter 2.118
6.22(H) &

14B.13(A)( 11) & (12)
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3.2.6 | Informal Construction Contract Processing Timeline

The following table lists actions with which informal construction contracts must comply.

TABLE 3-5. INFORMAL CONSTRUCTION CONTRACTING TIMELINES

MINIMUM | MAXIMUM
ACTION REQUIREMENTS DAYS DAYS
Advertising For Bids 3-Day Notice Publication on Purchaser's 3 3
website
Addendum Issued 72 hours before Bid Opening or 3
delayed by at least 72 hours
Bid Opening Informal quotes may be publicly opened 3
CMD 14B Recommended for Good Faith Efforts (GFE)
requirements
CMD 12B Compliance After bid opening, must file with CMD if not 14
compliant
Debarment Affidavit After opening, must submit for all subs & 14
suppliers bidding >$25,000
Bid Withdrawal Written claim of clerical error
Contracting Department Review claim of error & issue written
Review findings
Bid Protest Timely receipt
Response to Protest Reply from protested bidder after receiving
protest
Review & Findings CMD, City Attorney & contracting
department review & issues findings
CMD Review Complete review of bids for discounts & 60
goals, issue written findings
Award Notice Contracting department issues award notice Q90
Contracting Department Verifies funding
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ACTION

REQUIREMENTS

MINIMUM
DAYS

MAXIMUM
DAYS

Review

Check Contractor's License for current &
active status or Joint Venture license per
Business & Professions Code Section 7029.1

Check for CMD recommendation of award

Check 12B Compliance in the financial
system or contact CMD

Check for 1st Source Hiring Submittal with
bid & send to 1st Source Hiring
Administrator

N/A

N/A

Prepare Award of Formal Construction
Contract

Prepare contract agreement, bonds, &
insurance documents

Contractor Response to Award

Return executed agreements, bonds
insurance & sub-contractors' licenses,
business tax & worker's comp insurance
information

10

Review

Contracting Department

Review executed agreement, bonds, for
notarized signatures

Review bonds & insurance for correct
amounts & coverage & verifies Bond &
Insurance Companies admitted to do
business in California & company financial
rating

Check all sub-contractors' licenses, business
taxes & worker's comp insurance

15t Source Hiring

N/A

N/A

Routing for City Execution

Contracting Department Head

City Attorney as to form
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MINIMUM | MAXIMUM

ACTION REQUIREMENTS DAYS DAYS

City Administrator

Posting Contract Enter contract info contract management
system for electronic approval
(posting /certification) if applicable

Notice to Proceed (NTP) Sends contractor NTP & executed Contract
Documents

Refer to Section 4.4.1 Prompt Payment to Vendors for more information on City’s prompt payment
guidelines.

3.3 | Contracting Rules & Regulations, Admin. Code Chapter 21*

The Office of Contract Administration (OCA) promulgates rules and regulations pursuant to Chapter 21 of
the San Francisco Administrative Code. Each contracting department shall cooperate to the fullest extent
with OCA in the acquisition of commodities and services. Refer to the OCA website at

for the complete and most updated
procurement rules and regulations.

3.3.1 | Scope

Chapter 21 governs the acquisition of commodities and services. Chapter 21 does not apply to contracts
for public works or improvements or to contracts for the purchase, sale or lease of any interest in real
property. Although Chapter 21 sets forth detailed procedures for procurement, there are sections in
Chapter 21 that require further guidelines by the Purchaser. This section sets forth the rules and
regulations for the following sections in Chapter 21:

e 21.03(a): General Authority of the Purchaser of Supplies: Approval of Purchases
e 21.03(e)(3): Dollar Limit for Optional Equipment in Vehicles

e 21.03(e)(5): Definition of Specialized Vehicles

e 21.03(j): Information Technology (IT) Purchases

e 21.05(b): Procurement of Professional Services

e 21.06(c): Other Electronic Transactions

e 21.3(b): Competitive Sealed Bidding: Bid Opening

e 21.3(d): Correction, Withdrawal, or Rejection of Bids: Cancellation of Awards
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e 21.3(g): Additional Purchases

e 21.3(i): Bid Protests

e 21.5(a): Other Purchases: Commodities and Services Less Than $50,000
e 21.5(b): Sole Source

e 21.5(c): Perishable Foods

e 21.5(d): Proprietary Articles

e 21.5(e): Pilot Project

e 21.6: Multiple Low Offers

3.3.2 | Definitions

Definitions set forth in Chapter 21, Section 21.02 Acquisition of Commodities and Services, are
incorporated as follows:

e Bid shall mean a bid, quotation, or other offer, other than a Proposal, from a person or entity to
sell a commodity or service to the City at a specified price.

e Bidder shall mean any person or entity which submits a bid.

e City shall mean the City & County of San Francisco.

e COIT shall mean the Committee on Information Technology of the City & County of San Francisco.

e Commodity shall mean products, including materials, equipment and supplies, purchased by the
City. “Commodity” shall specifically exclude legal and litigation related contracts or contracts
entered into pursuant to settlement of legal proceedings, and employee benefits, including,
without limitation, health plans, retirement or deferred compensation benefits, insurance and
flexible accounts, provided by or through the City's Human Resources Department or the
Retirement Board.

e Technology Marketplace shall mean the City-wide, multiple award term contract for the
procurement of certain Commodities and Services, which is administered by DT for the benefit of
City departments, awarded pursuant to the “Request for Proposal for Computer Hardware,
Software, Peripherals and Appropriate Network, Consulting, Maintenance, Training and Support
Services,” and any successor contracts thereto.

e Contractor shall mean any corporation, partnership, individual, sole proprietorship, joint venture or
other legal entity which enters into a contract to sell commodities or services to the City.

e Contracting Officer shall mean the City employee who is authorized to execute a contract, which
may be either the Department Head or a person designated in writing by the Department Head,
board or commission as having the authority to sign contracts for the department. A designation
of authority to sign contracts on behalf of a department may specify authority to sign a single
contract, specified classes of contracts, or all contracts entered into by a department.

e DT shall mean the Department of Telecommunications.
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e Local Business Enterprise (LBE) shall mean a business that is certified as an LBE under Section
14B.3. LBEs are either Small-LBEs or Micro-LBEs, and are also either MBEs, WBEs, or OBEs.

e Electronic shall mean electrical, digital, magnetic, optical, electromagnetic or other similar
technology for conveying documents or authorizations, excluding facsimile.

e General Services shall mean those services that are not Professional Services. Examples of
General Services include: janitorial, security guard, pest control, parking lot attendants and
landscaping services.

e OCA shall mean Office of Contract Administration.

e Offer shall mean a Bid or Proposal submitted to the City in response to an Invitation for Bids (IFB)
or a Request for Proposals (RFP). “Offer” may include a response to a Request for Qualifications
(RFQ) if no further ranking prior to Contractor selection is contemplated by the procurement
process.

e Offeror shall mean a person or entity that submits an Offer to the City to provide commodities or
services.

e Professional Services shall mean those services which require extended analysis, the exercise of
discretion and independent judgment in their performance, and/or the application of an
advanced, specialized type of knowledge, expertise, or training customarily acquired either by a
prolonged course of study or equivalent experience in the field. Examples of professional service
providers include licensed professionals such as architects, engineers, and accountants, and non-
licensed professionals such as software developers and financial and other consultants.

e Proposal shall mean a response to a RFP issued by the City for commodities or services, or a
response to a RFQ if no further ranking prior to contractor selection is contemplated by the
procurement process.

e Proposer shall mean a person or entity that submits a Proposal in response to a RFP issued by the
City.

e Purchase Order shall mean an authorization document designated as such by the Purchaser for
the procurement of commodities or services, whether issued in a paper or electronic format,
including blanket purchase orders for purchases involving multiple payments.

e Purchaser shall mean the Purchaser of Supplies of the City & County of San Francisco, or his or
her designee(s).

e Quotation shall mean a bid for commodities or services which is acquired without the use of
advertising to solicit bids.

e Responsible shall mean a responsible bidder or supplier is one who: (1) meets the qualifying
criteria required for a particular bid, including without limitation the expertise, experience, record
of prior timely performance, license, resources, bonding and insurance capability necessary to
perform the work under the contract, and (2) at all times deals in good faith with the City &
County and shall submit bids, estimates, invoices claims, requests for change orders, requests for
contract modifications or requests of any kind on a good faith and honest manner.
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e Responsive shall mean a responsive bidder or supplier is one that complies with the requirements
of the subject Advertisement for Bids without condition or qualification.

e Services shall mean Professional Services and General Services. “Services” shall specifically
exclude agreements making a grant of City funds to private entities for the purpose of providing
a benefit to the public, which may include incidental purchases of commodities; legal and
litigation related services or contracts entered into pursuant to settlement of legal proceedings;
and services related to employee benefits, including, without limitation, health plans, retirement or
deferred compensation benefits, insurance and flexible accounts, provided by or through the
City's Human Resources Department or the Retirement Board.

e Solicitation shall mean an IFB, Request for Quotations, RFQ, or RFP issued by the City for the
purpose of soliciting bids, quotations, or proposals to perform a City contract.

3.3.3 | Reg. 21.03(a): General Authority of the Purchaser of Supplies:
Approval of Purchases

Administrative Code, Section 21.03(a) empowers the Purchaser to delegate signature authority within the
Purchasing Division of OCA for contracts as provided in Section 21.03. The delegation levels and limits
can be found in Purchasing’s Procurement Manual, Section 2.05. Only the Purchaser and the delegated
personnel in Purchasing are authorized to purchase the commodities or services required by City
departments and offices of the City, except as otherwise stated in the City Charter and Municipal Code of
San Francisco.

In addition to the above, the Purchaser has the authority to delegate signature authority to departments
(“Delegated Departmental Purchasing”) up to the dollar amount stated in regulation 21.5(a). (Currently
$10,000 including tax and shipping.) In order to continue to use Delegated Departmental Purchasing
authority, the following requirements must be met:

1. Departments must submit a roster of employees in the department who are authorized to
purchase goods and services using delegated purchasing authority.

2. The roster must list employee name, Civil Service classification, address and telephone number.
OCA may restrict the delegated authority to certain Civil Service classifications as appropriate,
upon a review of the information submitted.

3. All designated employees are required to attend a Purchasing training class. The roster must
indicate the date training was completed.

4. All employees who exercise delegated Purchasing signature authority must adhere to the
Principles and Standards of Ethical Purchasing Conduct promulgated by the OCA and must sign a
statement attesting thereto.

5. All designated employees shall file Form 700, Statement of Economic Inferests annually as
required by Article Ill, Chapter 1, of the San Francisco Campaign and Governmental Conduct Code.
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The following items may not be purchased using delegated Purchasing authority unless specifically
exempted and allowed by the Purchaser:

e Unbudgeted equipment

e Commodities and services on Master or Multi-Year contracts

e Commodities and services on City Blanket Purchase Orders (Term Contracts)
e Equipment for lease purchase

e Tropical hardwoods and products

e Video Display Terminals (VDT) and related products

e Computer equipment and supplies

e Telecommunication equipment and wiring

e Cars, trucks, and vehicles

Order splitting and using non-compliant vendors are not allowed under any circumstances. Departments
are required to follow and adhere to all other City laws, regulations, rules, ordinances, or any commission
requirements of the department. Departments are encouraged to obtain bids when cost savings could be
achieved in doing so, and should use “good faith efforts” in using LBEs and apply bid discounts as
certified by the Contract Monitoring Division.

Department purchases are generally subject to all the procurement provisions of the Charter,
Administrative Code, and City ordinances. The department use of this authority will be audited annually
by the Controller and OCA.

The delegation of purchasing authority may be rescinded at any time if a department does not meet the
above requirements, or has been found to be in violation of any of the Purchasing procedures or rules
and regulations cited above.

Departments have the option to use Delegated Departmental Purchasing authority or may continue to

send their requirements to Purchasing.

3.3.4 | Reg. 21.03(e)(3): Dollar Limit for Optional Equipment in Vehicles

If a department requests optional equipment that is not part of the Purchaser’s group of options and that
would cost $1,000 and less, it shall be the Purchaser’s policy that the department must justify in writing to
the Purchaser that the optional equipment is necessary in the course of the regular operation of the
vehicle by the officer and/or employee using the vehicle.

If the requested item costs in excess of $1,000, the department must satisfy the rules set forth in the
Administrative Code, Section 21.03e(3)(A) or Section 21.03e(3)(B) as follows:
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e ltemize the equipment in the description of the vehicle itself when the vehicle purchase is reviewed
as part of the City’s annual budget process, and obtain the Board’s approval of the vehicle as
equipped; or

e Obtain the approval of the Mayor’s Budget Office before submitting a requisition to the
Purchaser.

3.3.5 | Reg. 21.03(e)(5): Definition of Specialized Vehicles

Specialized Vehicles are hereby defined as “vehicles other than passenger vehicles as described in
Administrative Code, Section 21.03(e)(1).” Passenger vehicles, as listed under this code, include passenger
cars, passenger vans, sport utility vehicles, cargo vans and pickup trucks up to and including one ton in
payload.

3.3.6 | Reg. 21.03(j): Information Technology (IT) Purchases

All contracts for the acquisition of Information Technology (IT) commodities or services shall be made by
the Purchaser, under the general direction of the San Francisco Committee on Information Technology
(COIT). The Purchasing Policies and Procedures on IT purchases are available on the intranet at

http:/ /intranet/ under OCA then Technology Store. IT Purchasing Policies and Procedures are also
available from the Information Technology Procurement Group in OCA at (415) 554-6743.

3.3.7 | Reg. 21.05(b): Procurement of Professional Services

All departments must attach the P-500 or P-501 Checklist to the Professional Service Contract (P-500 or
P-501) when the contracts are routed to the City Attorney’s Office and to OCA. OCA updates the
Checklists and the model contracts periodically as new laws or requirements are mandated. Departments
must use the most updated Checklists and model contracts posted on the intranet at http://intranet/ under
Forms.

P-500 and P-501 are downloadable on the City’s Intranet Document Center under Office of Contract
Administration (OCA) | Model Contracts:

3.3.8 | Reg. 21.06(c): Other Electronic Transactions

The Purchaser supports the use of technology to reduce the cost of procuring commodities and services
and to streamline the procurement process.
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All departments must obtain Purchasing approval prior to implementing any system that uses technology
or electronic methods to procure commodities or services.

The Purchaser may allow appropriate business-to-business systems that meet City-wide information
technology standards as promulgated by COIT and DT. All electronic technology systems must also be
approved by COIT and DT.

The Purchaser may require independent verification that the applications meet City-wide standards.

The use of electronic methods to procure commodities or services does not excuse the department from
meeting Administrative Code requirements that would normally be in effect if the procurement were made
by traditional methods. The department must continue to adhere to Administrative Code requirements with
any technology solution or electronic procurement that is implemented, including but not limited to Chapter
12B (Nondiscrimination in Contracts), Chapter 14B (Local Business Enterprise Utilization), Chapter 12G
(Prohibition on Use of Public Funds for Political Activity by Recipients of City Contracts, Grants, and
Loans), Chapter 12P (Minimum Compensation Ordinance (MCQ)), Chapter 12Q (Health Care
Accountability Ordinance (HCAQ)), Chapter 21 (Acquisition of Commodities and Services), and

Chapter 83 (First Source Hiring Program).

3.3.9 | Reg. 21.3(b): Competitive Sealed Bidding: Bid Opening

For commodities and general services in excess of $50,000, pursuant to Administrative Code, Section
21.3(b), the Contracting Officer shall publicly open bids, which were received on or before the submittal
deadline, at the time and place designated in the IFB in the presence of all Bidders and interested
parties who attend. Additionally, it shall be the Purchaser’s regulation that all bids must be dated and
time stamped upon receipt. Bids that are received after the submittal deadline shall be marked as
“Late” and shall not be opened at the bid opening and shall not be considered for award. The
Contracting Officer shall record the following information at the bid opening:

e Date/time of opening

e Bid number (if available)
e Bid ftitle

e Bidder names

e Other bid document requirements as appropriate (i.e. Bid Security, 14A, date and time bid
received, efc.)

o Name of employees who opened bids.
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3.3.10 | Reg. 21.3(d): Correction, Withdrawal, or Rejection of Bids;
Cancellation of Awards

Correction or withdrawal of inadvertently erroneous bids before or after award, or cancellation of
awards or contracts based on such bid mistakes, under Administrative Code, Section 21.3(d), shall be
permitted in accordance with the following regulations:

General

The Contracting Officer shall maintain complete and sufficient written records of bid corrections,
withdrawals, or rejections and cancellations of award to ensure that there is no abuse of the bidding
process. All such written records shall be retained in the bid file. The Purchaser may reject any and all
bids at any time prior to award.

Every bid subject to award shall be carefully examined to ensure compliance with the written
specifications and confirm submission of all required documents. Any bid that materially deviates from
the bid document shall be rejected.

Correction of a Bid Before Bid Opening

The Contracting Officer shall allow any bidder to amend its bid before the submission deadline by
submitting an amended bid on or before the bid submission deadline.

Correction to a Bid Before Award

The Contracting Officer may waive any informality, irregularity, immaterial defect or technicality, in any
bid received. A bid variation that has either no effect, or only a trivial effect, on price, quantity, quality
or delivery is immaterial. Failure to furnish the requested number of copies of bid, corrections of
typographical errors and grammatical mistakes, the omission of or mistakes in unit price extension,
transposition errors, and mathematical mistakes are common examples of trivial or immaterial bid
variations. Any bid variation that affects price, quantity, quality or delivery in any manner that is more
than trivial, is material and cannot be waived.

Withdrawal of a Bid Before Award

The City may allow the withdrawal of a bid prior to award upon written request of the bidder. The
written request must include the circumstances and the reasons for the request. The City must evaluate the
bidder’s reasons for withdrawal, the requirements of the bid, and the impact of such withdrawal to the
City. Withdrawal of a bid, if properly justified, should not unreasonably be denied.
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Correction of a Bid After Contract Award

The Contracting Officer may allow post award bid correction by a contract modification if correcting the
mistake is in the best interests of the City and does not change the essential requirements of the bid
specifications, or compromise the integrity of the initial bidding process.

Cancellation of the Award or Contract at the Request of the Bidder Based on Bid Mistakes

If a contractor requests the cancellation of the contract after award, the contractor must submit a written
justification with the reasons and circumstances for cancellation. The City may review the request and
make a decision in the best interests of the City.

3.3.11 | Reg. 21.3(g): Additional Purchases

It shall be the Purchaser’s regulation for Administrative Code, Section 21.3(g) that additional purchases of
the same or like commodities or general services provided under the original contract are allowed under
the following circumstances:

Same ltems

1. Additional purchases at the award price or a lower price may be added by mutual agreement of
the parties.

2. All requests to make additional purchases must be submitted by City departments in writing to
Purchasing for approval.

3. All additional purchases shall be memorialized in a written contract modification or a purchase
order. The new purchase order must reference a previous competitive bid and cite Administrative
Code, Section 21.3(g) as the authority.

4. Additional purchases must be made within one year after original award.

New ltems (Term Contracts)

1. Additional items may be added to a term contract by mutual agreement of the parties.

2. Aggregated cost of all items added to the contract during the contract term shall not exceed 20%
of the total estimated value (cost) of the original contract or a maximum accumulative dollar
amount of $50,000, whichever is less.

3. All requests to add additional items to the contract must be submitted by City departments in
writing to Purchasing. All requests must include complete specifications, estimated quantities for
the remainder of the contract period and a price quotation provided by supplier, for each item.
Price must be competitive and will be reviewed by Purchasing.

4. All additional items added to the contract shall be approved through issuance of a contract
modification.

5. In the event the aggregated cost of the contract increases by more than 20% of the total
estimated value of the original contract, or the increase totals more than $50,000, the excess of
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these limits shall be bid in accordance with Standard Purchasing Procedures. The resulting bid
award shall be added to the contract (or separate contracts), through a contract modification and
include Contractor’s name and information, complete item description (brand name and number, if
applicable), and delivery and pricing information.

6. The contract term for the additional items added to the contract after the initial award shall be
the remaining term of the existing contract and any extension thereof.

3.3.12 | Reg. 21.3(i): Bid Protests

Bid protests of contracts awarded under Section 21.3 of the Administrative Code for purchases of
commodities or general services in excess of $50,000, shall be submitted and responded to in
accordance with the following requirements:

General Requirements

All protests shall be in writing, dated, and state in detail each and every ground asserted for the protest.
Each protest must cite the law, rule, local ordinance, procedure or bid provision on which the protest is
based. To expedite the handling of protests, the envelope (or facsimile sheet if the invitation for bids
allows protest by facsimile) containing the protest shall be marked “PROTEST.” Failure to file a protest
within three (3) working days shall waive all rights to protest. Protests shall be made to the Contracting
Officer. The Contracting Officer shall notify the protester in writing of the decision regarding the protest.

Protest of Bid Requirements

Protests based on the bid specifications or requirements must be received by the Contracting Officer
requesting the bids no less than three (3) working days prior to the deadline for submission of bids.
Bidders who fail to protest by the deadline shall waive all rights to protest the bid based on
specifications or requirements.

Protest of Non-responsive and Non-responsible Bidders

If the Contracting Officer determines that the apparent lowest bidder is either non-responsive or non-
responsible, the Contracting Officer shall reject the bid. The Contracting Officer shall notify the bidder in
writing that the bid has been rejected, and state the basis for the rejection. The bidder may protest the
Contracting Officer’s decision. The protest must be in writing and received by the Contracting Officer
within three (3) working days of the issuance of the Notice of Non-responsiveness and/or Non-
responsibility. If a bid and a subsequent protest are rejected for non-responsibility, the Contracting
Officer must inform the bidder that it shall have an opportunity for a hearing on the issue of non-
responsibility if requested. There is no appeal on the denial of a protest based on a non-responsive bid.
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Protest of Award

A bidder may protest the Contracting Officer’s award of a contract to an apparent lowest responsive

and responsible bidder. The protest must be in writing and received by the Contracting Officer within

three (3) working days of issuance of a notice of intent to award the contract. The Contracting Officer
will review the protest and respond in a timely manner.

3.3.13 | Reg. 21.5(a): Other Purchases: Commodities & Services Less Than
$50,000

In reference to Administrative Code, Section 21.5(a), the following are regulations for the acquisition of
commodities, general services and professional services where the total amount of the transaction is less
than $50,000.

Department heads and their designees who have complied with Regulation 21.03(a) and have been
delegated by the Purchaser may purchase commodities and general services up to $10,000 (including
tax and shipping).

Commodities

For procurement of commodities over $10,000, departments must submit a requisition to OCA. Purchasing
approval is required to authorize purchases; and transactions for these amounts are covered by
regulations delegating signature authority to Purchasing staff.

Formal competitive bidding is required for any amount over $50,000, unless otherwise exempted under
Chapter 21.

General Services

General services are those services that are not professional services. Examples of general services per

Administrative Code, Section 21.02(k) include: janitorial, security guard, pest control, parking lot

attendants and landscaping services.
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$0 - $10,000 — no bidding is required. However, departments are encouraged to solicit
written bids or written price quotations especially from LBEs and select the lowest
responsive and responsible bidder.

Over $10,000 but less than $600,000 — Purchasing conducts informal bidding in
accordance with Purchasing and Contract Monitoring Division requirements.

$600,000 or more — Purchasing conducts formal bidding in accordance with
Purchasing and Contract Monitoring Division requirements.

Professional Services

Professional services are those services which require extended analysis, the exercise of discretion and
independent judgment in their performance, and/or the application of an advanced, specialized type of
knowledge, expertise, or training customarily acquired either by a prolonged course of study or
equivalent experience in the field. Examples of professional service providers per Administrative Code,
Section 21.02(n) include architects, engineers, software developers, attorneys, consultants, physicians and
dentists.

0 - $10,000 - no solicitation is required. However, departments are encouraged to
solicit written bids or written price quotations especially from LBEs and select the
lowest responsive and responsible bidder.

Over $10,000 but less than $110,000 — informal solicitation is required. Departments
are to follow the informal bidding rules established by the Contract Monitoring
Division under Section IV.D of its rules and regulations.

$110,000 or more — a formal solicitation is required. Departments are to follow the
formal bidding rules established by the Contract Monitoring Division as set forth in the
definition of “Good Faith Efforts” of a contract awarding authority (see Administrative
Code Chapter 14B.7).

3.3.14 | Reg. 21.5(b): Sole Source

Administrative Code, Section 21.5(b) provides that commodities or services available only from a sole
source shall be procured in accordance with the Purchaser’s regulations. It shall be the Purchaser’s
regulations that if a department needs a commodity or service that is unique and known to be provided
by only one vendor/contractor, then only one price quotation is solicited from the single

vendor /contractor. The requesting department must submit documentation to Purchasing justifying the
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transaction as a sole source. From time to time, Purchasing may conduct a formal bid to determine the
continuing validity of the sole source determination.

Sufficient Documentation

In submitting Sole Source Waiver Requests, use the following Figure 3-1 as an example:
FIGURE 3-1. SAMPLE SOLE SOURCE WAIVER REQUEST FORM
(Sample only, please use the most updated form from the Intranet, under Forms.)

Sole Source Waiver Request
Administrative Code Section 21.5(b) provides that commodities or services available only from a sole source
shall be procured in accordance with Purchaser’s regulations. Purchaser’s regulations provide that, “If a
department needs a commodity or service which is unique and which is known to be provided by only one
vendor, then only one price quotation is solicited from the single vendor. The requesting department must
submit documentation to the Purchaser justifying the transaction as a sole source. From time to time, the
Purchaser may conduct a formal bid to determine the continuing validity of the sole source determination.”
(Procurement Instruction 12.06, Exhibit A, Section IX.D, dated April 28, 1989)

Directions: Use this form to justify a sole source transaction. The department requestor must complete the
information below and attach a written memo with appropriate supporting documentation to justify this
request. The memo must provide specific and comprehensive information that explains why the requested
transaction should be considered a sole source. Departments are encouraged to consult with the Human Rights
Commission and the City Attorney prior to submitting this request.

Department: Date Submitted:

Contact: Phone:

Vendor Name: Vendor #

Type of Commodity Professional Service Non-Professional Service
Contract: Other

Amount: $ ADPICS Doc #:

Describe the product or service:

Has the Human Rights Commission granted a sole source waiver on this transaction?
If yes, when was the sole source granted? Please attach a copy of the HRC Waiver.

Check the appropriate statement. Attach a memo and documentation to address the questions following each
statement.

Goods or services are available from only one source.
Explain why this is the only product or service that will meet the City’s needs. Why is this the only vendor or
contractor that can provide the services or products¢ What steps were taken to verify that the goods or
services are not available from another source? Explain what efforts were made to obtain the best possible
price. Why do you feel the price to be fair and reasonable? How was this vendor chosen? How long has the
vendor been providing goods or services for your department?
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Only one prospective vendor is willing to enter info a contract with the City.
Explain why no other vendors are willing to contract with the City. If there are compliance issues, what have
you done to get other possible sources to become compliant? Have you contacted HRC2 Have you received a
waiver from HRC?

Item has design and/or performance features that are essential to the department, and no other source
satisfies the City’s requirements.
Explain why the design/performance features are essential. 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.

Licensed or patented good or service.
Provide proof that the license or patent limits the availability of the product or service to only one source.

Other:

INSTRUCTIONS:

The Sole Source request must be approved before the department makes a commitment to the vendor, and
before funds are encumbered. If the Sole Source request is denied, the department will be advised to conduct
a competitive process to select the vendor /contractor. If the Sole Source request is to extend an existing
professional service contract, attach a copy of the original contract and any prior sole source determinations
made by HRC or Purchasing. When processing professional service contracts and modifications for signature,
attach the approved sole source waiver form to the contract documents.

This form is required for every transaction, contract, or contract modification that the department wishes to
be treated as a sole source. For additional information call the Purchaser assigned to your department.

The Department Head must sign this request before it is sent to OCA-Purchasing.
This Sole Source request is being submitted by:

Department Head Signature: Date:
Name of Department:

OCA Review and Approval:
Sole Source Approved: Sole Source Denied:
Reason for Determination

OCA Staff: Date:
OCA Staff: Date:
OCA Director: Date:

The requesting department must provide a written memorandum and supporting documentation to justify
the request. The memorandum must provide specific and comprehensive information that explains why the
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Sole Source Waiver should be approved. Departments are encouraged to consult with the Contract
Monitoring Division and the City Attorney’s Office prior to submitting the Waiver.

The Sole Source Waiver request form identifies four acceptable justifications for sole source contracting. In
most cases, the department’s justification for making a waiver request should fall within these parameters.
If not, additional space has been provided for departments to submit other justification. Among the
questions and concerns that must be addressed are as follows:

e Goods or Services are available from only one source
Explain why this is the only product or service that will meet the City’s needs. Why is this the only
vendor or contractor that can provide the products or services? What steps were taken to verify
that the goods or services are not available from another source? Explain what efforts were
made to obtain the best possible price. Why do you consider the price to be fair and
reasonable? How was the vendor chosen? How long has the vendor been providing goods or
services to your department?

e  Only one prospective vendor is willing to enter into a contract with the City
Explain why no other vendors are willing to contract with the City. If there are compliance issues,
what have you done to get other possible sources to become compliant? Have you received a
waiver from CMD?

e [tem has design and/or performance features that are essential to the department and no other
source satisfies the City’s requirements
Explain why the design/performance features are essential. Have you contacted other
vendors/contractors to evaluate items/services with similar features and capabilities? If not,
explain why not. If yes, list the suppliers and explain why their goods or services do not meet the
department’s needs.

e licensed or patented good or service
Provide proof that the license or patent limits the availability of the product or service to only one
source.

e Other — Provide a justification that would substantiate a Sole Source Waiver for any other reason.

Finally, the requestor and Department Head, or his or her designee, must be a signatory to the request.
Their signature certifies that they have reviewed the specific Sole Source Waiver request and agree with
the requestor’s justification.

3.3.15 | Reg. 21.5(c): Perishable Foods

Administrative Code, Section 21.5(c) provides that perishable foods shall be procured in accordance with
the Purchaser’s regulations. It shall be the Purchaser’s regulations that when purchasing perishable foods,
the Contracting Officer shall attempt to comply with competitive bidding requirements of this Chapter.
However, when the situation arises where it is impossible or highly impractical to obtain competitive
pricing because of the nature of perishable foods (i.e., freshness and spoilage of perishable items) the
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Purchaser may procure the items in the most expeditious manner. The Purchaser shall require the
requesting department to provide a written justification of the perishable nature of the items and why
competitive bidding should be waived. A copy of the justification shall be kept on file with the
transaction.

3.3.16 | Reg. 21.5(d): Proprietary Articles

Administrative Code, Section 21.5(d) provides that proprietary articles shall be procured in accordance
with the Purchaser’s regulations. It shall be the Purchaser’s regulations that purchasing uses the terms
“proprietary” and “no substitute” to mean purchases that are made where no alternate brand or model
will be considered or accepted. The item must be the one described in the current Proprietary List.
Although an item may be considered proprietary, it may still be subject to competitive bidding if there is
more than one source of supply for that item. If the item is put out to bid, alternate brands and models
need not be considered. Purchasing periodically accepts bids for alternate brands to monitor the
appropriateness of continuing to consider certain purchases proprietary.

All proprietary purchases must be justified with documentation from the requesting department and must
be approved by the Purchaser within his/her approval limits. The documentation must clearly state why
only one make or model will meet the department’s needs.

Below is a list of approved proprietary purchases and their corresponding descriptions. Purchasing may
revise the list from time to time as situation changes.

TABLE 3-6. PROPRIETARY LIST 7-03

PR(OP;?)I:;;RY DESCRIPTIONS

1 Charts, globes and maps

2 Books, magazines, pamphlets and periodicals

3 Specialized equipment, materials and supplies for instructional purposes.
Specialized educational tests and testing services

4 Fine arts; music; plays; works of art; films; audio and video cassettes; efc.

5 Medicines and drugs

6 Medical, surgical and dental equipment; instruments; prosthetic devices, special
supplies

10 Animals
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PROPRIETARY

(PROP) # DESCRIPTIONS

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.

3.3.17 | Reg. 21.5(e): Pilot Project

Administrative Code, Section 21.5(d) provides that contracts involving a pilot project with a term not to
exceed two (2) years shall be procured in accordance with the Purchaser’s regulations.

Some business problems offer unique challenges where the use of competitive bidding requirements of
this Chapter may not be appropriate. Therefore, a different procurement method is allowed for a pilot
project. It shall be the Purchaser’s regulations that when procurement is done through a pilot project,
either the Purchaser may initiate or a department may initiate by making a request to the Purchaser
specifying the problem to be solved and the reason why traditional bidding method is not being used.
The request must also specify how competition, fairness, and compliance with other OCA requirements for
bidding will be achieved. Purchaser will evaluate the request and shall either approve or deny the
request. At the end of the pilot term, within 90 days, the requesting department must submit a report
stating the results of the project with recommendations for future procurement. If the pilot includes the
creation of any work that may be copyrighted or patented, the Purchaser, in cooperation with the
requesting department, shall determine if it is advantageous to obtain the rights of ownership or rights to
use the work. Any further procurement beyond the pilot project phase shall be subject to all applicable
competitive procurement requirements.

3.3.18 | Reg. 21.6: Multiple Low Offers

Pursuant to Administrative Code, Section 21.6, if two (2) or more bids received are for the same amount
or unit price and such bids are the lowest bids from responsive and responsible bidders, then the
Contracting Officer may award a contract to either of the lowest responsive and responsible bidders.

It shall be the Purchaser’s regulations that o resolve tie bids, the following criteria shall be applied in
sequence until a tie bid is resolved:

1. If there is any doubt as to quality, performance or functionality, a specified item receives
consideration over an alternative.

2. A San Francisco bidder receives consideration over an out-of-town bidder.

3. Delivery time — Any significant difference, e.g., three (3) days vs. three (3) weeks.
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4. Tie bid items should be aggregated with the items that are being awarded to one of the bidders.
For example, if a bidder is low on several items and is in a tie on one item, do not award the tied
item to another vendor if the result will add an additional vendor to the contract.

o

A California bidder receives consideration over an out-of-state bidder.

6. The Contracting Officer and the user department may divide the award subject to the mutual
agreement of the tied bidders.

7. As a final resort, the Contracting Officer may roll a die. The tied bidders must be notified and

invited to attend the tiebreaker event. The highest rolled number will indicate the successful

bidder. A second representative of the awarding department must be present to witness the

event. Adequate documentation of the award must be maintained in the file.

3.4 | Becoming a City Vendor

This section provides the Controller’s Office Vendor File Support Unit general guidelines to vendors on
how to become a City Vendor. This section also serves as a guide for City Departments on the
procedures and information required to set up vendors in the City Vendor file. Besides the City Vendors,
the Vendor File Support Unit also sets up Bid Vendor and Payment Vendors upon request from the OCA
Purchasers and the City Departments.

In addition to setting up City Vendors who do business with the City, the Controller Vendor File Support
Unit is also responsible for setting up other types of vendors in the City Vendor File for bid purposes, to
receive payments, refunds and reimbursements. The following Table lists the different types of vendors
being maintained in the City Vendor File.

TABLE 3-7. VENDOR TYPES IN THE CITY VENDOR FILE

VENDOR TYPE & BRIEF DESCRIPTION REQUIRED DOCUMENTS TO INITIATOR
SET UP A NEW VENDOR
Regular vendor is a vendor who wishes to The IRS form W-9 - “Request for | Vendor
do business with the City including vendors Taxpayer Number Identification
who provide Professional Services, and Verification”

Constructions, Materials and Supplies
The New Vendor Number

Request Application

Bid Vendor is a vendor who has submitted a | Bid Sheet (first page of the Bid OCA Purchaser
bid package to the OCA Purchaser. To Package)
receive an award the vendor will be
required to complete the New Vendor
Number Request application and the IRS W-
9 form
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VENDOR TYPE & BRIEF DESCRIPTION

REQUIRED DOCUMENTS TO
SET UP A NEW VENDOR

INITIATOR

Payment Only Vendor is the recipient of
payment(s) for special programs and
services performed, including but not limited
to rebates for Solar, payments for housing
subsidies, and serving as a Court Reporter.
The vendor/recipient can be a regular
Vendor or a City Employee.

The payment vendor request
includes the payment reason

The IRS form W-9 - “Request for
Taxpayer Number Identification
and Verification

City Department

Property Tax Interest Refunds Vendors are
property owners who are owed $600 or
more in property tax interest refunds

Report of Property Tax Owner
Name and information

RS W-9

Office of the
Treasurer & Tax
Collector/Controller

Cash Disbursement
Unit

“E” Vendors are City Employees who are
the recipients of reimbursements from City
Departments for specific City approved
reasons

“E” Vendor request with one of
the valid reimbursement reasons

City Department

Revolving Fund Account Vendors are
accounts owned by the City Department to
pay for minor, non-recurring goods and
services that are needed immediately

Revolving Fund Account Request
List which contains a list of the
revolving fund accounts and their
associated department and
bank information

Controller Cash
Disbursement Unit

Purchasing Card Account Vendors are
Purchasing Card issued to the Departments
for their employees to use for emergency
purchases. Each card is associated with a
bank account

Purchasing Card Vendor Email
Request with the Department
and Bank information, including
the 3 character Department
Code

IRS W-9 form of the US Bank
National Association

Controller’s
Purchasing Card
Administration Unit
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3.4.1 | Roles and Responsibilities
3.4.1.1 | CITY VENDORS

Vendors who wish to do business with the City to provide goods and services are responsible for
completing various required and supplemental forms, if the requirements for submitting the forms apply
to the vendor.

The required forms are:

1) Vendor Profile Application (includes New Vendor Number Request form (Figure 3-2)
and IRS Form W-9 (Figure 3-3) (submitted to the Vendor File Support Unit)

2) P-25 - Business Tax Declaration (submitted to Office of the Treasurer and Tax Collector) (Figure
3-4)

3) CMD 12B-101 Declaration of Nondiscrimination in Contracts and Benefits (Figure 3-5)
[submitted to Contract Monitoring Division (CMD)].

The supplemental forms include:

1) Minimum Compensation Ordinance (MCO) Declaration (Figure 3-6)

2) Health Care Accountability Ordinance (HCAQO) Declaration (Figure 3-7)

3) Insurance Requirements (Figure 3-8)

4) Payment (Labor and Material) Bond (Figure 3-9)

5) Performance Bond (Figure 3-10)

6) Local Business Enterprise (LBE) Program Application (submitted to CMD) (Figure 3-11)

The Figures on the following pages are samples of these required and supplemental forms.

Page 81

PREVI EW Dat e: Jul 06, 2021 Wor kspace | D: W500737420 Fundi ng Opportunity Nunber: CDC- RFA-DP21-2111



City & County of San Francisco — Office of the Controller
ACCOUNTING POLICIES & PROCEDURES

FIGURE 3-2. VENDOR PROFILE APPLICATION & NEW VENDOR NUMBER REQUEST

City & County of San Francisco Vendor Profile Application
New Vendor Number Request (Vendor Add)

Date:

For City employee reimbursements, do not use this form: please see your Department iaicon about getting an enployee reimbursement number.
Thes form is to be used only for adding vendors to the City’s vendor files. which 1s usaed by the City's Accounting and Purchasing systems in
Zeneranng payments and purchase orders. The grantng of a vendor oumber does not mean that the vendor 1s 3 City conyplians and an approved

vendor.
VENDOR NUMBER
Please read and follow the separate instructions for this form. ASSIGNED
1. Requester's Name: Vendor File Reviewer Use Ouly
Contact Number:
Email:
2 Requester's relationship to Vendor (Please check one box):
[[] Owner/Partner O Vendor Representative
(specify your cuorent job ntle if (i.e CFO, Execmive Director. Manager, specify
applicabie) your current job ttle)

3 Check one only:
a. [ Yourmstatachsa completed & signed IRS W-2 form 20 obtain 2 Vendor Number. Vendor Numbers are not assigned
without 2 W-9 Form.

. OJ For foreign vendors, please use IRS W-8 Form. These forms can be obtamnted from the IRS website.

Is any owner, partner, contractor, emplovee or employee family member of this vendor alse a current City and County of San
4. Francisco emplovee? (Including Commissioner, Board Member, C ittee Member, or Safety Officer)?

a. Lo ( if marked "no”. go to question =5)

b. [] Yes, please explam the relationship of the current City employee(s) to this vendor, provide their name and the name of deparomens.

c. [ ] Is any of the individual name(s) indicated on the above line (b.) mvolved and/or mfluence m making purchasing decision for their
deparmment or for other deparanenss within Ciry and Counry of San Francisco? If ves, please explain.

o

Type of organization. You will need to confact the Business Tax Division if vou mark "b" or "c", Business Tax Department will

explain the requirements.
a O Private business (for profit)

b. [[] Non-Profit Organization (public organizations. national associanons, eic.)
[ ] Governmen: and/or Public Agency (schools, govermment-operated/funded agencies, etc)
d [ Other (explain in fail):

6  Vendor Information Check one [ | Dba (Doing business as) | Disrezarded Entity. provide FEDN:

Vendor Name: Website:
(Naowee wesers meatch raese om 2nd line of W-9 Form)
Primary Comtact Name: Phone Number:
Comnzact’s Title: Fax Number:
Toll Free Number. Email Address:

Turn page over to complete application
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City & County of San Francisco Vendor Profile Application

New Vendor Number Request (Vendor Add)- continned

T Vendor Busines: Address (es)
(*For Sgfety Qfficer please use PO Box address only)

(reneral Business Address (Smeet'Cing S 7IF) Bid Address (if differens from General)

Purchase Order Address (if different) Payment Femittance Address (if different)

The City and County of San Francisco provides Antomated Clearing Howse (ACH) payments through Payhode-X the City's 3rd
party payment provider. This service deposits electronic payments directly into your bank account. There is no charge from the
City or Paymode-X to wse this service. This is the City's preferred method of providing payment. Vendors mmst have an executed
amd sizmed contract with the City before signing up with Paymode- 3

Please visit the following website to sign up: www.sfgov.orglach

Primary Comtact: Phone: Email:

If you are already a Paymode-X wser, please let us know by sending an email to ACH Support @ sfzov.oreg.

9. Vendor Commodity and Service Codes:
Exanmple: ST20-00

Commdities and'or services not listed (provide detailed description):

10. Completing and Retorning Application

Print Name of Applicant:

Title:

Handwritten Sigmature:

Diate:

Eeturn your Application to one of the following four destination options (Flease choose one option only).

Email is a preferred method.
A ] Emailto: b, [ [ateroffice Mail: e. [ City and County of San Francisco
yendor file supporti =fgon org Coniroller's Office Coniroller's Office
Note: Tou must submt the Vendor File Support Vendor File Support
appiicaiion with a handwritien City Hall Room 484 City Hall, Room 438
signanure and send as an ddobe 1 Dr. Carlion B. Coodleit Place

FOF file.
San Francisce, CA 94102-4685
d [| Faxto: (415) 554-6261

Page 83
FormVand Add revised_03201%

PREVI EW Dat e: Jul 06, 2021 Wor kspace | D: W500737420 Fundi ng Opportunity Nunber: CDC- RFA-DP21-2111



City & County of San Francisco — Office of the Controller

ACCOUNTING POLICIES & PROCEDURES

FIGURE 3-3. IRS FORM W-9

Form W"g

[Py, At 2095)
e 1l
Dersatmens sy

Request for Taxpayer
Identification Number and Certification

Give Form to the
requester. Do not
send to the IRS.

Marrva (a2 Showa o6 your e eme tax refum |

Dusiness name/daregarded antly nama, Il Effaraat from abava

Creak apprapeiale bax b federnl L dasailicabion:

[ individunlfscie propeetor O croapoason ] 8 Coporall

[7] Gther face nstructions] »

D Livibo [1abl by company. Entat e (e casdileation (GeG corporalion, S=5 corporation, Pepartnerstip &

Exompaions {sea imsbuctionel

[ Parnerehip ] Trustiestate

Exsmgt plynuﬂndil]l'ml -
Examption from FATCA reparting
codde (i any}

Acddress inumiber, Straol, and b, Or 5URe 1))

Requester's namo and address fopiional)

Gity, atate, and 2P code

Frint or type
See Specific Instructions on page 2.

LIzt acceunt numbars) her fopionsi]

Part | Taxpayer ldentification Number [TIN)

Enter your TIN In the approprate box, The TIN provided must match the name ghvan on the "™Name” line
o avad backup withhalding. For individuals, this |s your soclal securily member (SBN]. However, for a
rasident akan, sole prapristes, or disreganded andity, see tve Part | inatructions an paga 3. For other
enliling, it e your employer identification number (EIN). ¥ you do not have a number, ses How o gof &

TiN on page 3.

Soalal eecuily rmber

_E__ -

Note. i the aceount Is in moro than ore same, see lhe chart on page 4 for guidelines on whase Employer identiflallan numbor ]

nurmibes to anler,

Caertification

Undesr penaftios of perjury, | sertily Ut

1. The numbar shawn on this form is my corect laspayer identlilcation number for | am walling for & number to be issued 1o me), and

2, | am nol subect to bachup withholding |

(=) | am exempt from beckug wilhhalding, or (&) | kava not been nofified by the Intemal Revenue

Sarvice IRS) that | am subjec! to backup withhelding as & result of a fallure to report &l Intaraat or dividands, or () the 1835 has netifled me that Lam

nio longar sulbfect ko backup withhodding, and -
4. 1 am a UG, citizen or other LS, paraen (defined balow), and

4. The FATGA codels) antered on this farm {if any) Indcating thet | am scempt Fam FATCA reparting &s comaet,

GCertification Instructions. You must cross oul llem 2 above If you have besn nafilied by the IS that you are currenily subject Lo backup withholding
bacause you hawe falled 1o report 2l Intarast and dividends an your bax retuin. For roal estata transachions, item 2 doos net apply. For morigage
inberest paid, acquisition or sbandonmant of secured propesy, cancellalion of dabt, contritutions to an inéhidual retlrement arrangemant (IRA}, and
oenaraly, peyments other than intarest and didends, you are not requlred to sign tha certilicaion, but yeu must provide your cormest TIN. Sea the

Inatructions on page 3.
Sign Signatusa of
Here 115, pereon Bato +

General Instructions

Soction refarances am 19 ths lslarmal Rovonus Code unless ofhérsiEe naled,
Futura dovolopments. The RS hae created & paga on IRS.gow far indormalion
shoud Fomn W-0, af ww. inn.gorind. Inlonmiatlon aboul &y futune dieslopnisnts
aiteeting Fom W-9 fsuch s lagskalion anacted atter wo relsase it wil be pastad
an that paga

Purpose of Form

A parson wha b recpieed to Sle an indermation retum wilh the IRS must ablal your
orrect imepayes Identiicalion number (TIN) ta reoor, Tor examigie, mcome paid 1
you, paymecds made ba g s sablement o payment casd and thied party nelwork
Irensaciors, real estin ransactons, mangage nlersst you pald, acguisilion or
abardenmenl of secured propary, canceliation of dabt, or conbributisns you mada
b 1R

Wlen Farr W-3 only it yodl ara A LS, person (inciuding anesskdend allsn), 1o
proviie your comect TIN U fhe perean requiting || the mouestar) and, when
apphicable,

1. Cartly that the TIM you are ghing b corseet for you are walling for a numbar
0 b Tesuegd],

2, Corfity that you aoe nol subjse! b baskup withioiding, o

9. Clakn axemglion [rem backup withhalkding if you ere o LS. sxemat peayea, If
anpilcabie, yau are alsa ceriyieg thol s a LS, pason, your allocakls shars of
Ny partnerahip Incoma from a ULUS, tade or businsss & ol subjsct 10 e

withholdfng tax on leregm painens’ shae of alfecively conreciad income, and
4. Gortify that FATCA, codefs) entered on fhis barm §f any] indignting that you ara

asgmpl feoen Bhe FATOA reporing, Is cormact,

Mabe, M you are a L8, persan and & requsabar gives you a barm ather than Fam

W8 0o regues] your TIM, vou mast usa the requosiens fom il L e subslaniaty

s’milar o this Porn W-5.

Relinition of @ U5, pirson Forindemnl tas purpoaes, yau ar cengldeead a LS,

peeeson i you e

w S Indildunl wio ieoa U3 ciizen or US. resident &lien,

+ & partnarshlp, coiponation, company, of ssseelalisn created or arganized In the

Uritgd S1ales of uncier i laws of th Linked States,

+ An esfate fathor than o fansign satatn], of
+ A damesiic bust (5 delined In Regulations seathon 301.7701-T) -

Spacial nales for parimerships. Patnerhips thal eancuct 8 ada or business in
the Uniled Skales &ne ganarally mouved (o ooy o withiiohiing lax widar aechion
1441 an nry foesign padsin' gham ol afactively connocted bomble incama liom
i Daieinegss, Further, in cofon cases whers a Fonm W-8 has not baen receied,
he rules under sestion 14908 requine & parinershin to presume that & painer B a
1oreign parsan, and pay the seclon 1446 withhodding b Theeelore, o you e n
1.8, pergon that |3 & patner in a partnership conducing & irede oF buainess in the
United States, prodds Foem W-9 1 the partrsrship to ostabdsh your U.S. stalus
and avokl seclian 1440 winhelding on your share of parnashép nocomae,

Gt Mo 102078

Faren W=D [Flav. 8-2013)
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City & County of San Francisco — Office of the Controller

ACCOUNTING POLICIES & PROCEDURES

FIGURE 3-4. P-25 BUSINESS TAX DECLARATION FORM

Office of the Treasurer & Tax Collector
City and County of San Francisco

José Cisneros, Treasurer

P-25 BUSINESS TAX DECLARATION FORM

YES NO DOES THE BUSINESS CURRENTLY if you selected “NO” for all Items (1-9), sign and return
O O 1. Maintzin a fixed place of business within San this Declaration.
Francisco
- ol .
O O 2. exercise corporate or franchise powers within If you selected “YES' f.or an.v of the a.bove quesuon‘s, go
San Frandisco. to sftreasurer.org/registration to register your business,
. then answer questions 10-12 below and return this form
O O 3. Ownor lease real property within San to TTX.vendoraccounts@sfgov.org:
Francisco for business purposes. O 10. This entity has registered with the Tax Collector
O O 4. Regularly maintain a stock of tangible andis assigned Business Account Number:
personal property for sale in San Francisco (7 digits, *1234567"}
O O 5. employ or loan capital on property within San O 10a. Registration Fee Exempt under IRS 501(c),
Francisco 501(d), or 401(a) and not engaged in an unrelated
O O 6. Solicit business within San Francisco for all or trade or business.
part of any seven days during one fiscal year O 11. This entity applied for a Certificate by mailing the
O O 7. Perform work or render services within San applic.at‘ion and fee o the T” Collector, or by
Francisco for all or part of any seven days submitting the application in person, on
during one fiscal year. [fmm-dd-yyyy).
O O 8. Utilize the streets within San Francisco in O 12. This entity needs to register and will do so
connection with the operation of motor immediately.
vehicies for business purposes for all or part
of any seven days during one fiscal year If the awarding of a bid would cause any of the responses
O 0O 9. Liquidate a business when the liquidators to items 1-9 to change to “Yes,” indicate those item

thereof hold themselves out to the public as
conducting such business.

numbers here:
O010203040s5060708089

| understand that my representation, if any, that | am not engaged in business in San Francisco is subject to review by the Tax Collector. If the Tax Collactor
determines that | am conducting business in San Francisco, the City may either cancel the contract o withhold payment ten days after written notification by
the Tax Colfector, | declare (or certify) under penalty of perjury under the laws of the State of California that the foregoing is true and correct, and that | am
authorized to bind this entity contractually.

Name of company (please print) Signature

Tax ID {SSN, FIN, ITIN) Name of person signing

Mailing Address Date City Vendor Number
City, State, 21P Telephone

City Hall - Room 140 , 1 Dr. Carlton B. Goodlett Place . San Francisco, CA 94102
Mailing Address: P.O. Box 7425 , San Francisco, CA 94120-7425
Vendor Assistance: 415-554-6718 or TTX.vendoraccounts@sfgov.org
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FIGURE 3-5. CMD 12B-101 DECLARATION

Page 86

PREVI EW Dat e:

Jul

CITY AND COUNTY OF SAN FRANCISCO
CONTRACT MONITORING DIVISION

5.F. ADMINISTRATIVE CODE CHAPTERS 12B & 12C

DECLARATION: NONDISCRIMINATION IN CONTRACTS AND BENEFITS
[CMD-128-101)

The Equal Benefits Ordinance prohibits the City and County of San Francisco from contracting with vendors
that discriminate in the provision of benefits between employees with domestic partners and employees with
spouses, and between the domestic partners and spouses of such employess.

Domestic Partners are same-sex and opposite-sex couples registered with any state or local government
agency authorzed to perform such reqistrations.

Domestic partnerships and marrioges may only be verified to the some extent and in the same manner.
For example, wiiting periods to gualify for benefits must be the same for domestic paortners ond spouses.
Domestic partrer registry certificates must be recognized as fully eguivalent to marroge certificates.

INSTRUCTIONS

Obtain a Vendor Numbser
O Wyou have already been issued a vendor number by the City & County of San Francisco, go to Step 2.
O Toobtain a vendor number, contact Vendor File Support: vendor file support @sfgov.org or (415) 554-67032.

Complete this 128 & 12C Dedaration: Nondiscrimination in Contracts and Benefits form [CMD-128-101)

Obtain the necessary supporting documentation

O Most recent legal verification of employee count,/firm structure, for example, 2 W-3 Form, DE 1 Form, DE 9 Form
or an annual 3an Francizor Payroll Expense Tax Statement.

[Please redact confidential employee information. )

O Acopy of a memorandum that has been distributed to your firm’s employees detailing the firm's compliant
nondisarimination and domestic partner benefit polides. An example of 3 memorandum that includes all
required confirmations is provided with this form and on the Contract Monitoring Division website.

Note: the memorandum is not a substitute for fully compliant incorporation of domestic partner longuage in
all benefit policies. Please contact the Contract Monitoring Division prior to distribution of the memorandum
if you have questions.

Submit the 128 & 12C Declaration: Nondiscrimination in Contracts and Benefits form [CMD-128-101) and
all supporting documentation to:
O cmd.equalbenefitsi@ sfov. o

Contract Monitoring Division, 30 Van Ness Avenue, Suite 200, 5an Francisco, CA 54102-6020

Phone:

+ Section 1. Vendor Information

Mame of Firm:

Mame of Firm Contact Person:

DATE & TIMIE RECENVED BY CMD
GFOR CMD LISE OMLY)

06, 2021

E-mail Address:
endor Number (if known):
Federal ID or Social Security Number:

Approximate Number of Employees in the U.5. {De not count yourself):

Union namefs):

Are any of your employees covered by a collective bargzining agreement or union trust fund? O Yes O No

CMID-12E-104 [4-15)
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+ Section 2. Compliance Questions

Jul

Question 1. Nondiscrimination — Protected Classes

A, Does your firm agree it will not discriminate against its employees, applicants for O ¥es O nNO
employment, employees of the City, or members of the public on the basis of the
fact or perception of a person's membership in the following categories?
Please note: o YES answer is reguired for complionce.

Race, Color, Creed, Religion, National origin, Ancestry, Age, Sex, Sexual onentation, Gender identity
(transgender status), Domestic Partner status, Marital status, Disability, AIDS/HIV status, Height, Weight

B. Does your firm agree to insert a similar nondiscrimination provision in any subcontract you QYes O nNO
enter into for the performance of a substantial portion of the contract you hawe with the City?
Please note: you must answer this guestion even if you do not intend to enter into any
subcontracts, and g YES answer is required for compliance.

Question 2. Nondiscrimination — Equal Benefits for Employees with Spouses and Employees with
Domestic Partners, and for the Spouse or Domestic Partner of an Employee

Ouestions 24 and 2B showld be answered YES even if your employees pay some or all of the cost
of spousal or domestic partner benefits.

A.  Does your firm provide or offer access to any employee benefis? O ¥es O nNO
(I your firm does not have employees, answer NO)

B. Ifyou answered “Yes” to 2_A, are all of the benefits equally available to O ves O Mo
employees with domestic partners and employees with spouses?
[If your firm does not have employess, answer NG|

If you answered YES to either or both Questions 24 and 28, please continue to Question 2C.

If you answered NO to both Questions 2A and 28, please complete Section 3.

C. Please chedk all bensfits that apply to your answers abowve and list in the “Other” line any additional benefits
not already spedfied. Note: some benefits are provided to employees because they have a spouse or domestic
partner, such as bereavement leave; other benefits are provided directly to the spouse or domestic partner,
such as dependent life insurance.

Available to Availzble tofAffects Ayailable to/Affects
BEMEFT Employeas Diomnestic Partners Spouses
* Haalth Insurance a a a
* Dental Insurance a a a
* Yision Insurance a a a
* Retirement {Pension, $01(k), IRA, etc) a a3 a
* Bersavement Leave a =] ]
* Family Leave a a a
* Parental Leave a a a
# Employee Assistance Program a a a
* Relocation and/or Travel a a a
* Firmn Discount, Facilities & Events a a a
* Credit Union a a a
» Child Care n] a m]
* Dependent Life Insurance a a a
* Short-Term,/Long-Term Disability Insurance a a a
* Arcidental Death & Dismemberment Insurance O a a
* Other [Please spedify) a a a
* Jther [Please spedify) a a a

Page 87
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Firmn Name,

[. Please initial all statements below that apply to your firm. Please pote: in addition, g YES answer is required for compliance.

Domestic partners are defined as same-sex couples and opposite-sex couples registered with QOYEs QNO
any state or local registy and verify their relationship in the same manner as spouses.

A memorandumn detailing our firm's domestic partner policies has been distributed to employees. T YES O NO
The employes handbook includes domestic partner language wherever spouses are referenced. QOYEs QNO
The children of domestic partners are explicitly induded in all policies that recognize stepchildren. D YES QI NO
All imsurance plans contain language that recognizes spouses and domestic partners equally. QOYEs QNO

All retirement, 401(k) and similar plans explicitly provide the same distribution choices for QYES QHNO
spousal and domestic partner or nonspousal beneficiaries.

Mote: If you can't offer a benefit in 2 nondiscriminatony manner becouse of regsons cutside your control, (e.g., there are no
insurance providers in your area willing to offer domestic partner coverage) you may be eligible for Reasonable Measures
compliance. To comply on this basis, you must agree to pay a cash equivalent, submit a completed Reasonable Measures
Application Form (CWMID-128-102) with all necessary attachments, and have your application approved by the Contract
Muonitoring Division. For more information, see the Rules of Procedure or contact the Contract Monitoring Division.

COMPLIANCE AUDITS AND REQUIRED DOCUMENTATION

The City and County of 5an Francisco regularly audits
firms to werify that the answers on this form are complete and accurate.
Please see the Chapter 128 Equal Benefits Documentation Guide for a detailed description of compliant documentation.

To be certified under Chapters 12B & 12C you must submit proper documentation confirming that your firm has already
fully implemented equal benefits for employees with spouses and employees with domestic partners, and between the
spouses and domestic partners of such employees. In addition to a compliant CMD-128-101 Declaration, youw must submit
legal verification of your firm's employee count and a copy of your compliant memorandum to employees that explains
your firm's nondiscrimination and domestic partner benefit policies. Neve: the memorandum iz mot a substiturs for fully
compliant incorporation gf demestic parmer language in your firm s bengfit policiez. You may also be required to provide
benefit documentation to verify that your firm does not discriminate in the provision of benefits. Such documentation may
indude your employee handbook and confirmations from your insurance, union and retirement documents. Failure to
offer benefits im accordance with the San Francisco Chapter 128 Equal Benefits Ordinance may result in suspension of
vour firm's compliance status, financial penalties and/or the inability to contract with the City and County of San Francisco.

# Section 3. Execute this CMD-12B-101 Declaration

| dedare under penalty of perjury under the laws of the State of California that the foregoing is true and comrect, and that
| am authorized to bind this entity comtractually.

Executed this day of im the year ,at .
(City) |State)

Signature Mailing Address
Mame of Signatory (please print) City, State, Zip Code
Title

»  Submit this form and supporting documentation to: Contract Monitoring Division, 30 Van Ness Ave., Suite 200, San Francisco,
CA 54102-6020, or to CMD.Egual Benefits@sfeov.org or to the City department that sent it to you if the department so requests.

+  Resource Materials and additional copies of this form may be found at: www.sfzov.or

® For assistance, please contact the Contract Menitoring Division at 415-581-2310.

CMD-12B-104 [4-15)
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FIGURE 3-6. MCO DECLARATION

PREVI EW Dat e:

Jul

CITY AND COUNTY OF SAN FRANCISCO EDWIN M. LEE, MAYOR

GEMERAL SERVICES AGENCY
OFFICE OF LABOR STANDARDS ENFORCEMENT

DoNNa LEVITT, MANAGER

Minimum Compensation Ordinance (MCO) Declaration

What the Ordinance does. The Minimum Compensation Ordinance (MCO) became effective October 8, 2000, and was later
amended by the Board of Supervisors, with an effeciive date for the amendments of October 14, 2007. The MCO requires City
contractors and subcontractors to pay Contractor's employees a minimum hourly gross compensation wage rate and fo provide
minimum compensated (12 days per year or cash equivalent) and uncompensated time off (10 days per year). The minimum
wage rate may change from year to year and Confractor is obligated to keep informed of the then-current requirements.

The MCO applies only if you have at least $25,000 in cumulative annual business with a City department or departments and
have more than 5 employees, incuding employees of any parent, subsidiaries and subcontractors.

The City may reguire contractors to submit reports on the number of employees affected by the MCO.

Effect on City contracting. For contracts and amendments signed on or after Qctober 8, 2000 the MCO will have the
following effect:

» In each contract, the contractor will agree to abide by the MCO and to provide its employees the minimum benefits the
MCO requires, and fo require its subconfractors subject fo MCO to do the same.

+ [facontractor does not agree to provide the MCO's minimurm benefits, the City will award a contract to that contractor only
if the contractor has received an approved exemption or waiver under MCO from the Office of Labor Standards
Enforcement (OLSE) through the contracting Department. The contract will not contain the agreement to abide by the MCO
if there is an exemption or waiver on file.

What this form does. If you can assure the City now that, beginning with the first City contract or amendment you receive
after October 8, 2000 and until further notice, you will provide the minimum benefit levels specified in the MCO to your covered
employees, and will ensure that your subcontractors also subject to the MCO do the same, this will help the City’s contracting
Process.

If you cannot make this assurance now, please do naot retum this fom.

For more information, (1) see our Website, including the complete text of the ordinance: www sfgov. orgfolse, (2) e-mail us at:
MCO@sfgov.org, (3) Phone us at (415) 554-6292.

Where to Send this Form. Mail: Vendor File Support, City Hall, Room 484, San Francisco CA 84102 Fax: (415) 554-6261
Email: vendor file suppor@sfgov.org

Declaration
In order to be a certified vendor with the City and County of San Francisco, this company will provide, if applicable, the
minimum benefit levels specified in the MCO to our Covered Employees, and will ensure that our subcontractors also subject to
the MCO do the same, uniil further notice.  This company will give such notice as soon as possible.

| declare under penalty of perjury under the laws of the State of California that the above is true and correct.

Signature Date

Print Name City Vendor Number (if known)
( )

Company Mame Phaone Federal Employer [D#

City Hall, Room 430 1 Dr. Carlton B. Goodlett Place San Francisco CA 941024685 Tel. (415) 5546235 Fax (415) 5546231
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FIGURE 3-7. HCAO DECLARATION

OLSE Regulations Implementing the
San Francisco Health Care Accountability Ordinance (HCAQ)

Health Care Accountability Ordinance (HCAO) Declaration

What the Ordinance Requires. The Health Care Accouvntability Ordinance (HCAO), which became effective July 1,
2001, requires Contractors that provide services to the City or enfer into certain leases with the City. and certain
Subcontractors, Subtenants and parties providing services to Tenants and Subtenants on City property. to provide health
plan benefits meeting the Mininmun Standards to Covered Emplovees, or make pavments to the City for use by the
Department of Public Health (DPH), or, under limited circumstances, make payments directly to Employees.

The HCAOD applies only to Contractors with at least $25,000 ($50,000 for non-profit organizations) in cunmlative anmal
business with a City department(s) and have more than 20 Emplovees (50 Employees for non-profit orgamzations)
meluding Emplovees of all parent and subsidiaries that own or control the Contractor. plus any subsidiaries owned or
controlled by the Contractor.

The City may require Contractors to submut reports on the nuiber of Employees affected by the HCAO.

Effect on City Contracting. For contracts and amendments signed on or affer July 1, 2001, the HCAO requires the

following:

+ Each contract nmst include terms ensuring that the Contractor will agree to abide by the HCAO and either to provide
its employees with health plan benefits meeting the Miminmm Standards set forth by the Director of Health or to
make the payments required by the HCAQ;

« All City Contractors must agree to comply with the requirements of the HCAO unless the Contracting Department
has ebtained an approved exemption or waiver under the HCAO from the Office of Labor Standards (OLSE).

+ Contractors mmst require any Subcontractors subject to the HCAO to comply with the HCAQ:

The Purpose of This Declaraton. By submutting this declaration, you are providing assurances to the City that,
bepginning with the first City contract or amendment vou receive after July 1, 2001 and vntil further notice, you will either
provide the health plan benefits meeting the Mimnmm Standards to your covered employees or make the payments
required by the HCAO, and will ensure that yvour Subcontractors also abide by these requirements. If vou cannot provide
this assurance, do net return this form.

To obtain more information regarding the HCAO, Visit our website, which includes links to the complate text of the
HCAOQ, at www .sfoov.org/olse/heao; send an e-mail to HCAO@sfoov. org; or call (415) 554-6292.

Where to Send this Form. Feturn this form to the City Department that sent it to you.

Declaration
In order to be a certified vendor with the City and County of San Francisco. the company named below will either
provide, if applicable, health benefits specified in the HCAO to owr covered employveas or make the payments required by
the HCAO, and will ensure that our subcontracters that are subject to the HCAO also comply with these requirements,
until further notice. The company named below will provide such notice as soon as possible.

I declare under penalty of perjury under the laws of the State of California that the above 13 true and correct.

Signature Date

Pnint Mame City Vendor Number (1f known)
[ )

Company Name Phone Federal Employer ID #

APPENDIX E: HCAQ CONTRACTOR COMPLIANCE DECLARATION FORM PAGEvn
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FIGURE 3-8.

PREVI EW Dat e:

INSURANCE REQUIREMENTS

City & County of San Francisco — Office of the Controller

CERTIFICATE OF INSURANCE

ISSUE DATE:

PRODUCER:

THIS CERTIFICATE IS IS5UED AS A MATTER OF INRORMATION OMLY AND
CONFERS MO RICHTS UPDM THE CERTIFICATE HOLDER. THIS CERTIFKCATE
DOES NOT AMEND, EXTENT OR ALTER OTHER CIWERACE AFFORDED BY THE
POLICIES BELDW,

COMPANIES AFFORDING COVERAGE

COMPANTY
LETTER &

COMPANTY
LETTER B

INSURELD:

COMPANTY
LETTER C

COMPANTY
LETTER D!

COVERAGES AND LIMITS

THIS IS TO CERTIFY THAT THE FOLICIES OF INSURANCE LISTED B
ROTWITHS ] R CONDITICE OF Al

MAY HAVE BEEN ?FI'I "'FI' EY FMF l:'l -’kl\rﬁ.

O

HAVE BEEM ISSUED TO THE INSURED N,
COMTRALT OR OTHER DOCUMENT WITH
. POLICTES DESCRIBED HEREIM 15 SUBJECT TC

AMED

ABCWE FOR THE FOLICY FERIOD INDACATELD.
TOWHKH THIS CERTIFIC A SSUED O MAY
THE TERMS, EXCLUSIONS AND CONDITIORNS OF SUCH POLICIES.  LIMITS SHOWN

ALL

oo, TYFE OF INSURANCE FOLICT FOLICY EFF. POLICT EXF. DESCRIFTION LTS
LTE NUMEER. DATE DATE
GENEEAL LLABILITY GENERAL AGGEEGATE 23 million
COMAL GENEEAL LIAT. FROD-COME/OF AGG. §1 million
[ creneaacs FERS f ADV. INJURY §1 million
OCCURRENCE ummmm@é " £1 million
D OWINEE'S & CONTEACT'S FEOT mvm.c& G-(K{
s m‘& eery
AUTOMOBILE LLATILITY
ANY AUTO - lﬂ DMED SL‘\G].‘H ﬂ\ §1 million
I:I ALL OWNED AUTOS \ m]urr Far P ~
D SCHEDMUILED AUTOS ™ n{m‘;}ﬁ Accidenty
HIEED AUTOS 'nv
HON-OWNED AUTOS
|:| GARAGE LIABILITY
ENCESS LLABILITY EACH OCCUEEENCE
UMERELLA PORM QN AGGEEGATE
I:I OTHEE. THAN t.'m#ﬂ{s.
WOREERS" COMPEN i{n{m v STATUTORY LIMITS
AND — \ [Py EACH ACCIDENT £1 million
E.mnfm*smm.\rQ) : DISEASE - FOLICY LIMIT §1 million
_ DISEASE - EACH EMPLOYEE £1 million
OTHEE. INSUBANCE

1)
2)

{3} Endorsement must be attached with the Certificate.

DESCRIPTION OF OPERATIONSLOCATIONS VEHICLES/SPECIAL ITEMS:
Additional Insureds: City and County of San Francisco, its officers, employees and agents. (Endorsement required)
Liability insurance iz primary and applies separately to each insured, except with respect to limits of liability. (Endorsement required)

NAME AND ADDRESS OF CERTIFICATE HOLDER:

City and County of San Francisco
Department Name

Alin:

Address

City, State, Zip Code

CANCELLATION:

SHOULD ANY OF THE ABDOVE DESCRINED POLICIES BE CANCELED BEFOEE THE
EMFIEATION DATE THEREDF, THE ISSUDNG COMEANY WILL ENDEAVOE TO MAIL 30 DATS
WRITTEN NOTICE TO THE CEETIFICATE HOLDER MAMED TO THE LEFT. BUT FAILUEE TO
AATL SUCH MOTICE SHALL IMPOSE O OBLIGATION OF LIABILITY OF ANY KIND UPOHN
THE OOLPANY, ITS AGENTS OF. REFEESENTATIVES.

(Suw comizact requizemants fox amy changen to this Section |

AUTHORIZED REPRESENTATIVE:

{Signature required)

P-607 (1-07)

Jul

06, 2021
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City & County of San Francisco — Office of the Controller
ACCOUNTING POLICIES & PROCEDURES

FIGURE 3-9. PAYMENT (LABOR & MATERIAL) BOND

Page 92

PREVI EW Dat e:

Jul

Contract No.

PAYMENT (LABOR AND MATERTAL) BOND

ENOW ALL MEN BY THESE PRESENTS, that WHEREAS, the City and County of San Francisco,
State of California, has awarded to:

06, 2021

hereinafter designated as the “Principal”, a contract, dated. , for the City and County
of San Francisco's Office of Contract Adnumistration Contract No. (the "Contract™).

WHEREAS, said Principal is required under the terms of said Contract to firnish a bond for the payment
of any services, materials, provisions, equipment or other supplies, used i, upon, for or about the
performance of the werlk: contracted to be done (the “Bond™);

NOW, THEREFORE, we the Principal and
as Surety, are firmly bound unte the City and County of San Francisco ("City™) in the penal sum of

Dollars ( $ )

lawful meney of the United States for the payment of which sum well and truly to be made, we bind
ourselves, our heirs. executors. administrators, successors and assigns, jointly and severally firmly by
these presents for a payment bond.

THE CONDITION OF THIS OBLIGATION IS SUCH. that if said principal. its heirs, executors,
administrators, successors or assigns, of its subcontractor or subcontractors, shall fail to pay for any
services, materials, provisions, equipment or other supplies. used in upon. for or about the performance
of the work contracted to be done, or for any work or labor thereon of any kind. or for amounts due the
Unemployment Insurance Act with respect to such work or labor, then the surety of this Bond will pay for
same, in an amount not exceeding the sum specified in this Bond, and in case sunit is brought vpon this
Bond will also pay a reascnable attorney’s fee, to be fixed by the Court.

This Bond shall inure to the benefit of all contractors or subcontractors of Principal and any and all
persons, companies, corporations, political subdivisions and state agencies. performing labor, furnishing
materials or equipment. or performing other services under the Contract.

And the said Surety, for value received, hereby stipulates and agrees that no change, extension of time,
alteration or addition to the terms of the Contract or to the work to be performed thereunder or the
specifications accompanying the same and no inadvertent everpayment of progress payments shall in any
way affect its obligations on this Bend, and it does hereby waive notice of any such change extension of
time, alteration or addition to the terms of the Contract or to the work or to the specifications or of any
inadvertent everpayment of progress payments.

P-613, Payment (Labor and Material) Bond (11-08) 1
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Jul

City & County of San Francisco — Office of the Controller
ACCOUNTING POLICIES & PROCEDURES

Contract No.

IN WITNESS WHEREOTE, the above-bounden parties have executed this instrument under their seal

this day of

.20

. the name and corporate seal of each corporate

party being hereto affixed and these presents duly signed by its undersigned representative, pursuant to

authority of its governing body.

PERINCIPAL

Tta:

Date:

SURETY

Tta:

NOTE: Si

Date:

be ackno
Public

CITY

Benjamin Rosenfield, Controller

Date:

Approved as to form:
Dennis J. Herrera
City Attorney

Bv:

Deputy City Attorney

06, 2021 Wor kspace | D: W500737420 Fundi ng Opportunity Nunber:

ature of Sureties must
edzed by a Notary
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City & County of San Francisco — Office of the Controller
ACCOUNTING POLICIES & PROCEDURES

FIGURE 3-10. PERFORMANCE BOND

Contract No.
Eond No.

PERFORMANCE BOND

EXNOW ALL MEXN BY THESE PRESENTS, that WHEREAS, the City and County of San Francisco,
State of California, has awarded to:

hereinafter designated as the “Principal”. a contract, dated, , for the City and County
of San Franeisco's Office of Contract Admimstration Comtract No. (the “Contract™).

WHEREAS, zaid Principal is required vnder the terms of said Contract to firnish a bond for the faithfil
performance of said Contract (the “Bond™);

NOW, THEREFORE, we the Principal and
as Swrety, are firmly bound uato the City and County of San Francisco ("City") in the penal sum of

Dollars ( § )

lawfirl money of the United States for the payment of which sum well and truly to be made, we bind
ourselves, our hetrs, executors, administrators, successors and assigns, jointly and severally firmly by
these presents for a performance bond. The conditions of this obligation is such that if the said Principal
does well and faithfully performs all the conditions and covenants of said Contract, according to the true
intent and meaning thereof. upon its part to be kept and performed. then the above chligation is to be muil
and void, otherwise to remain in fiall force and effect.

THE CONDITION OF THIS OBLIGATION IS SUCH, that if the above bounden Principal, its heirs,
executors, administrators. successers of assigns, shall in all things stand to and abide by, and well and
truly keep and perform the covenants, conditions and agreements in the said Contract. inclnding the
provisions for heqnidated damages in the said Contract. any changes additions or alterations thereof made
as therein provided, on its part, to be kept and performed at the time and in the manner therein specified,
and in all respects according to their true mntent and meaning, and shall indenmify and save harmless the
City and County of San Francisco, its officers and agents. as therein stipulated, then this obligation shall
become null and void; otherwise it shall be and remain in full force and effect.

And the said Surety, for value recerved, hereby stipulates and agrees that no change. extension of time,
alteration or addition to the terms of the Contract or to the work to be performed therennder or the
specifications accompanying the same and no inadvertent overpayment of progress payments shall in any
way affect its obligations on this Bond, and it does hereby waive notice of any such change, extension of
time, alteration or addition to the terms of the Contract or to the work or to the specifications or of any

inadvertent overpayment of progress payments.
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Contract Nao.

City & County of San Francisco — Office of the Controller
ACCOUNTING POLICIES & PROCEDURES

Bond No.

N WITNESS WHEREOF, the above-bounden parties have executed this instrument under their seal

this day of

, the name and corporate seal of each corporate

party beinz hereto affived and these presents duly signed by its undersigned representative, pursnant to

authority of its governing body.

PRINCIPAL

Its:

Date:

SURETY

Its:

Date:

CITY

Benjamin Rosenfield, Controller

Date:

Approved as to form:
Dennis J. Herrera
City Attorney

Bv:

Depury City Arntorney

06, 2021

NOTE: Signature of Sureties must be
ackmowledged by a Notary Public
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City & County of San Francisco — Office of the Controller

ACCOUNTING POLICIES & PROCEDURES

FIGURE 3-11. LBE PROGRAM APPLICATION

Page 96

PREVI EW Dat e:

Jul

06, 2021

LBE
Certification Application

SECTION I: BUSINESS INFORMATION
Business Name:
Primary Place of

City [ State Zip Code

Check afl that appiy: [_] Home Office [ own [ tease

Malling Address:
D Some as Above Address |

Chy soah] Zip Code
Contact Phone Fax |
Information:

Cell Email

Websile
Federal Employer Clty Vendor Number:
10 Number (FEIN):

[CINe e [C] e vendor Number
San Francisco Green Business? [ Jres [ e
Business Type: [ sote Proprietorship [Cleartnership
Jue [ Corporation including s-Corps)

Sample Format: 111 Streel, City, State 95030 (Equipment Slorage)

Addiional Locations, If any:
[e.g.. sateillfe offices, storage
units, warshowses, efc.)

Truekers/Haulers: [
Indicate where you park your
vehicle(s.

Wor kspace | D. WS00737420 Fundi ng Opportunity Nunber:
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Jul

City & County of San Francisco — Office of the Controller

SECTION IIl: OWNERSHIF & EMPLOYEE DATA

For Tracking Purpases Only.

Are you a
Ful-Firme
Frofessional employes Female LGEBT
OwnersShareholders Crwnership and/o ol the City & | Ethniclty | [opllonal) [ephional)
(First and Last Name) k] Contrachos County of (¥/H) [Y/M)
License(s) San
i any Franchco
[¥/H]

Disabled
Veleran
[ oplicnal)
(¥/H]

Owners/Shareholders

How many of the owners/shareholder: idenfified in the table above generally work from yowr San Francisco
ocafion|s|?

How many of the ownerfthareholders identified in the foble above generaly work from your non-Zan Francisco
ocafion|s|?

How many of the owner/shareholders identified in the foble above split ther time befasesn youwr Zan Francisco
and non-3an Francico location|s]?

What percenfoge of time do the cwners/shareholders idenfified in the foble above spend working from your
Zan Froncisco locafion?

Are any of the owners idenfified in the toble abowve ful-fime employees for another busines:? If yes, pleass
clarify

Employees

How many employess does your company have?

How many of your employees are non-fizld employees? These are employees that generally perform most of
their duties at your ploce of business rather than ot your clients” offices of ot o job site.

a. How many of these non-field employses generally work from youwr Zan Francisco lecation|s|?

b. How many of these non-field employees generally work from youwr non-lan Francisceo location(s)?

c How many of these non-field employees split their fime betaeen your San Francisco and nor-EF
ocafion[s)?

06, 2021
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City & County of San Francisco — Office of the Controller

Page 98

PREVI EW Dat e:

Jul

06, 2021

ORGANIZATION, HISTORY, ORGANIZATIONAL PERFORMANCE

A, Organizational Structure

Eor Firms That Are Corporglions:

Date incomporated:
Urnder the lows of wihot shate:
Provide al the following information for each person who is either (a) an officer of the conporation

[president, vice president, secretary, treasurer], or (b) the owner of ot least ten percent of the corporation’s

stack.

Narne Paosifion Years with Company Cramership %

lderntify every construction firm that any person isted above hos been asocioted with [as owner, general pardner,
limited pariner or officer] at any fime durng the last five yearn.

Mabe! For this queslion, “ownei” and “partier” refer bo ownershilp of ben percent of more of the business, of len percent
af more of s stock, I the business s a tﬁ'mﬁ.

Person's Name Corstruction Fem Dates of Person’s Paricipation with Hrm

For Firms That Are Partnerships:

Daote incomporated:
Under the lows of what shate:
Provide al the following informatfion for each partner who owrs ten percent o more of the firm,

MNarme Posificn ears with Company Cramership %

ldarntify &very construction firm that any person isted above hos besn asocioted with [a: owner, genaral pardnar,
limited pariner or officer] at any fime during the last five years.

Mabe: For this queslion, “owner” and “partmer” refer bo ownership of ten percent or more of the business, or len percent
of more of s stock, # the business 13 a corporalion.

Person's Name Corstruction Fem Dates of Person’s Paricipation with Hrm
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City & County of San Francisco — Office of the Controller

ACCOUNTING POLICIES & PROCEDURES

For Fems That Are Sole Progrictorships:

Date of commencement of business:

|denitify mvery construction frm that any person isted above hos besn omocioted with (s owner, genernal pardner,
limited poriner or officer) at any fime during the last five years.

Male: For this queslion, “owner” and “partner” reler bo ownership ol len percent or more of the business, or len percent
of more of Il shack, i the business Is a corporation.

Person's Hame

Corstruction Brm

Dates of Person's Partici pation with Hrm

B. History of the Business, Organizofional Performance and Financial Informafion

1. Has there lkbeen any change in camnership of the firn at any time during the last five years?

DTe-s I:lND

If “yes,” please explain below:

2. How many years has your crganization been in business in Caoliformia, as a Confractor, under your

present business name and license numisers

Years

3. Haos any owner, partner or [for cornporation) officer of your firn cperated a construction fiem under
any other name in the last five years®

|:| Yes

If “yes,” please explain bebow:

06, 2021
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City & County of San Francisco — Office of the Controller
ACCOUNTING POLICIES & PROCEDURES

Page 100

PREVI EW Dat e:

Jul

SECTION lIIl: GOODS AND SERVICES

For a list of goods and services eligible for LBE cerdticalion. go fo!

[Sampie Format: CNO31 - Generol Building Confracting (B}]

SECTION IV: REQUIRED SUPPORTING DOCUMENTS

Submit All Required Documents with Your Application
{Be Sure fo Complete the D: nt Checklist Provided Seix

[] submitted

[CIna

Dsmmd

[CIna

[ svemitted

[CIna

[ sebmitted

] wa

[ submitted

[ na
[ svtmitted
[CIna

[[] svemitted

[CIna

[] sobmitted

e

[] setmitted

[Cna

06, 2021

Veritication of Primary Ploce of Business: Provide o copy of your leaze or other written agreement with
proof of recent rent payment for your prmary picce of businez. If you cwn thiz property, provide
proof of ownerhip [e.g.. property tax bil or deed of frust).

s Provide a copy of yourleaze or other written agreement with proof of
recent rent payment for each addifional location idenfified in Section I. f you own this property, provide
proof of ownesship (e.g. property tax bill or deed of trust)

Truckers/Haulers: i you park your vehicle[z] on the shreef, chacik NA.

Six months of Conlinvous Operations: Provide a copy of your current San Francizco Buzines: Licenze If
license was issved less than six months ago, also provide a copy of yowr most recenlly expired business
license.

Truckers/Haulers: Truckers do no need 1o submil a San Francisco Business License. Provide
copies of (1] your DMV Motor Carrier Permit and (2] proof of ownership for each vehicle in your
fleet |e.g., vehicle regisirafion or fitle|.

Veditication of Business Type:

Sole Proprielorships: Check NA

Partnesships: Provide c copy of your partnership cgreement. If you do not have one, check NA.
Corporations (Including S-Corps): Provide o copy of your Arficle: of Incorporafion.

LLCs: Provide o copy of your Adicles of Orgonizafion.

Yesflicalion of OQOwnership Percenfgges: Provide proof of ownerzhip percenioge: for eoch owner/principle
identifed in Secfion ll |e.g., up-to-daie stock ironzfer ledger, most recent K-1 Schadules, efc.|.

Sole Proprieforships: Check NA.
Woman of Mincrity Owned Businesses: For each owner/principle which you idenfifed oz Female oran

Ethnic Minority in Secfon i, provide proof of gender or nofionality (e.g., passport, driver's license, birth
cerlificote, etc.).

LGBT Owned Businesses: if owner:/prncipal: are idenfifiec oz LGBT in Secfion |, provide proof of LGBTEBE
cerbficofion with the Nafional Gay and Lezbian Chomber of Commerce.

Disabled Veleran Owned Businesses: If cwners/principak ore identfified oz Dizabled Veleran in Saction |,
provide proof of DV3E cerification with the Stote of Colfornic Department of General Services.

Recognired Green Businesses: If your frm iz o recogrized San Francizco Green Businez:, oz indicated in
Secfion |, provide @ copy of your Green Buznes: Progrom Recogrifion Cerlificate.

Wor kspace | D. WS00737420 Fundi ng Opportunity Nunber:

CDC- RFA- DP21- 2111



City & County of San Francisco — Office of the Controller

ACCOUNTING POLICIES & PROCEDURES

I:I Submitted ; Provide @ copy of your most recently filed annwal W-2 Transmitial of

D NA Wage ond Tax Statement fied with the Social Securnty Adminitration. If you did not pay wages last year,
check NA.

D Submitted  Verification of Employee Data {2): Provide copie: of all guarterdy DESC payrol report: you filed with the

D NA CA Employment Development Department lost year. i you did not poy wage: lo:t year, submit copies of
al DE?PC payroll reporiz you filed with the EDD this year. if you did nof poy wages during either period,

check NA,

D Submitted  Vesification of Goods and Services: Provide copie: of invoice: with proof of payment and/or contract:

signed by your clienf: oz evidence of your ability to provide and goods: ond zervices for which you zeeks

D NA to ba cerfifiad. Provide Hwee axample: for @ach category identifad in Section il
[[] submitted : .
Verlfication of Average Gross Recelpts: To determine your overage gros: receipis for the lost three years,
D NA submit the following documents,
Sole Proprietorships:

D Submied Three most recently filed perzonc! federal income tax retumsz. Submif only the first
two pages (Form 1040 ond signcfure poge), deprecicfion sohedules, and

[ na Sohedules C, EandjorF, if any
All other Business Types:
D Submed Three most recently fled federal income fox returns for your business

D Submit oniy the first poge (Form 1120, 11205 or 1085), Sohedule £ depreciafion
NA - - _1 Sak ) d

AND

D Submited Threa mosi recently fled personal federcl income tax returns for agoh ownar
idenfified in Section i. Submif only the fisf fwo pages [Form 1040 and agnotfure
D NA page), depreciation soheduies, and Sohedule: C, € ond/or F, ¥ any.

We reserve fhe nght fo request odditonal Information and/or documends once we have reviewed your appiication
and accompany documents.

SECTION V: AFFIDAVIT

The undersigned owner/principal identified in Section |l declared and swears under penalty of
law that the statements made in this application are frue, comect and complete. The
undersigned further agrees to permit the audifs and examination of the books, records and files
of the named fim to verify the informafion submitied in this applicafion. Any material
misrepresentation will be grounds for inifiafing criminal and civil actions under federal, state and
local laws and for terminating any confract awarded pursuant to this Cerfification.

PREVI EW Dat e:

Full Name |
Signature l
Dale
PLEASE SUBMIT APPUCATION WITH ALL SUPPORTING DOCUMENTS TO:
Confract Monltoring Division
A#in. Certificafion Unit
20 Van Nezs Avenue, Suite 200
Sen Froncizco, CA 94102-6020
For more information, visit www sfgov.org/cmd orcall (£15) 581-231C
Page 101
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The Vendor File Support Unit will return the Vendor Profile Application (Figure 3-2) to the vendor if it is
not signed or not completed according to the instructions provided on the forms. The vendor must resolve
the issue and resubmit the forms timely to the Vendor File Support Unit for it to complete its processing
and issue a Vendor Number to the requester.

Vendors are also responsible for completing the vendor supplemental forms if the requirements for
submitting the forms apply to the vendor.

Refer to the City & County of San Francisco Office of Contract Administrator website for further
information on how vendors become eligible to do business with the City and the vendor forms:

3.4.1.1.1 | Controller’s Office Vendor File Support Unit
The Vendor File Support Unit is responsible for processing the request to set up new vendors and vendors’
applications. The Unit’s other responsibilities include:

1. Review the required forms and verify the application is completed according to the instructions
provided on the forms.

2. Communicate with vendors and requesting City Department(s) to request additional information
and clarifications on their applications, if needed.

3. Assign a unique vendor number to each new vendor and ensure there are no duplicate vendor
records in the City Vendor File.

4. Notify the vendor and the requesting City Department(s) with the new vendor number after the
vendor has been set up in the City Vendor File.

5. Maintain and update vendor profile and status information when information has changed.

6. Coordinate with all City Departments in processing new Vendor applications, including but not
limited to OCA Purchasing, Office of the Treasurer & Tax Collector, Contract Monitoring Division,
Controller Cash Disbursement Unit, Controller Purchasing Card Administration, and City Attorney.

7. Forward the P-25 Business Tax Declaration (Figure 3-4) to the Office of the Treasurer & Tax
Collector, and the CMD -12B-101 (Figure 3-5) to the Contract Monitoring Division if the forms are
submitted by the vendor to the Vendor File Support Unit along with its application.

8. Respond to inquiries from vendors and City Departments on the status of their application or on
how to become a City Vendor.

9. Provide training to City Department users on how to navigate the online Vendor screens and their
functions.
Page 102
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3.4.1.2 | CONTRACT MONITORING DIVISION (CMD)

The Contract Monitoring Division (CMD) implements and enforces the San Francisco Administrative Code
Chapter 12B Equal Benefits Ordinance and Chapter 14B Local Business Enterprise Ordinance adopted by
the Mayor and the Board of Supervisors to protect the public interest in equality throughout the City &
County of San Francisco’s government contracting process.

To become a City Vendor, the vendor is required to complete and submit the CMD 12B-101 Declaration
(Figure 3-5) to CMD for processing.

If Vendor File Support Unit receives the CMD 12B-101 Declaration (Figure 3-5) along with the Vendor
Profile Application (Figure 3-2) from the vendor, the CMD 12B-101 will be forwarded to CMD after the
vendor record is set up successfully in the City Vendor File.

CMD communicates directly with the vendor during the certification process, and updates the City Vendor
File with the compliance status when the certification process is complete.

Refer to the Contract Monitoring Division website for further information on the Equal Benefits Program:

3.4.1.3 | OFFICE OF THE TREASURER & TAX COLLECTOR

San Francisco’s Business and Tax Regulations Code requires that every person engaging in business within
the City, regardless of whether such person is subject to taxation, must register within 15 days after
commencing business within the City.

To become a City Vendor, the vendor is required to complete and submit the P-25 - Business Tax
Declaration (Figure 3-4) to the Office of the Treasurer & Tax Collector for processing. If Vendor File
Support Unit receives the P-25 Business Tax Declaration along with the Vendor Profile Application from the
vendor, it will forward the P-25 to the Office of the Treasurer & Tax Collector after the vendor record is
set up successfully in the City Vendor File.

Business Tax communicates directly with the vendor during the certification process, and updates the City
Vendor File with the Business Tax Certification Number and Expiration Date when the certification is
complete.

3.4.2 | Vendor Compliance Status

Vendors must have a valid Business Tax status and be compliant with Chapter 12B to enter into contract or
receive payment from the City. The exceptions to Chapter 12B compliance include:
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1. The City spent less than $5,000 with the vendor during each of the previous fiscal years and the
purchase (or series of purchases) being considered will not exceed $5,000 during any given fiscal
year.

2. The vendor is the sole source for the purchase. Note that departments must file Sole Source
Waiver forms with CMD. The forms are available on the City’s Intranet Document Center under
Contract Monitoring Division at

a. For Chapter 12B transactions only, see if the Form 104 - Chapter 12B Blanket Sole Source Form
(Figure 3-12) can be used. Use it if the transaction falls exactly into one of the exemptions
listed on the form and is under $250,000. Send CMD the completed, signed form before the
Date of Contract (when the money was legally promised to a specific vendor). Also attach a
copy of Form 104 (Figure 3-12) to the contract or request for payment.
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FIGURE 3-12. CMD FORM 104 (CHAPTER 12B BLANKET SOLE SOURCE FORM)

,_/;:f‘&;:g\‘* CITY AND COUNTY OF SAN FRANCISCO
& g V- CONTRACT MONITORING DIVISION

S.F. ADMINISTRATIVE CODE CHAPTER 12B
BLANKET SOLE SOURCE FORM

{CMD-104)

Send completed waiversto:
cmd waiverrequestifisfgov.org or
CMD, 30 Van Ness Avenue, Suite 200, San Francisco, CA 84102

To use the blanket sole source exception to Administrative Code Chapters 12B and 12C, the contracting
department is encouraged to first make good faith efforts to obtain compliance, or partial compliance, from the
prospective contractor. If such efforts fail, the department must complete this form and submit it to the
Contract Monitoring Division (CMD) before the contract is executed or the goods ordered. The contract must
exactly match one of the exceptions listed below; otherwise use the CMD-201 form. CMD will not grant or
deny individual requests; upon filing, the exception is granted. CMD will maintain departmental files on the
use of this exception and reserves the right to audit departments and revoke the use of this exception where
misuse is found. Use of this form is permitted ONLY where the contract amount at issue is for less than

$250,000.

Department: Contractor Name:

Dept. Head Signature: Contractor Vendor #:

Dept. Contact Name: Date of Contract:

Dept. Contact Phone: Contract Dollar Amount:

Diate Waiver Submitted: (Contract Dollar Amount must be less than $250,000)

This contract qualifies for a sole source waiver because it is a (check one):
D Contract to purchase postage from the U.S. Postal Service.

O Maintenance agreement where use of a maintenance service provider other than the manufacturer
would void a warranty.

Ol Contract for the acquisition of proprietary equipment where the equipment to be acquired is the only
equipment compatible with equipment currently owned or operated by the City and is unavailable
from another source.

Ol Computer software maintenance agreement where the City does not have access to the source
codes and such access Is necessary to perform the maintenance; or where software has been
developed for the City and the City does have access to the source codes but the source codes may
not be modified without the developer's consent.

] Contract for the payment of fees associated with memberships, conferences, educational
presentations, training sessions or publications that are unavailable from another source and are
provided by a governmental, professional or trade organization or association.

{OVER)

30 Van Ness Avenue TEL (415) 581-2310

Suite 200 FAX (415) 581-2351
San Francisco Info.emd@sfoow. o
G\ California 24102 hittp:ffwww. sfgov orglemd
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Contract for the acquisition of materials printed by any federal, state, local or regional governmental
entity that are unavailable from another source.

Contract for the acquisition or use of periodicals, trade journals, newspapers, online research
services or legal treatises that are unavailable from another source.

Contract for the employment of student interns where effort has been made to recruit students from
any available educational institution that complies with the requirements of San Francisco Admin.
Code Chapters 128 and 12C.

Contract for fees associated with the use of federal, state or regional parks or bridges.

Contract for parts to repair, or goods to use with equipment owned by the City where the part or
good is required for proper operation of the equipment and is available only from the manufacturer of
the equipment.

Property contract between the City and a financial institution where the financial institution is
entering into the property contract as a result of foreclosure proceedings and where the previous
contractor has defaulted on a loan agreement between the previous coniractor and the financial
institution.

Contract for the acquisition and/or borrowing of cultural and educational items and exhibits that are
unavailable from another source.

Contract for the insuring, transporting, storage or curation of cultural and educational exhibits and
collection items where the contractor to perform the work has been designated by the lender and
use of this designated contractor is required by the loan agreement.

Contract with any federal, state, local or regional governmental agency or entity to the extent the
contract is related to the regulatory functions of such agency or entity, including licensing, inspection,
permit, application fees, fines and taxes.

Lease or permit of City Right of Way property to adjacent landowners where the contracting officer
determines that there are no other potential users of the property.

2> Additional copies of this form may be downloaded at the Documents Center on the City's infranet at: hitp//intranet.

Read the Quick Reference Guide to Chapter 128, Chapter 12C and Chapter 148 Waivers for more information.
Copies are available at the Documents Center on the City's intranet at: hifp-/intranet/.

2> Send waivers to: Contract Monitoring Division, 30 Van Mess Avenue, Suite 200, San Francisco, CA 94102 or

cmd.wanvermrequest@sfgov.org

‘® For further assistance, contact the Contract Monitonng Division at 415-581-2310.

CMD-104 (June 2014}
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b. If Form 104 (Figure 3-12) is not appropriate because the transaction does not match any of
the exemptions on the form or exceeds the $250,000 limit, submit Form 201 - Chapters 12B
and 14B Waiver Request Form (Figure 3-13) to CMD. Attach a justification that explains:

e The purpose of the transaction
®  Why the transaction meets the type of waiver being requested

e The Department’s efforts to get the vendor to comply.
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FIGURE 3-13. CMD FORM 201 (CHAPTERS 12B AND 14B WAIVER REQUEST FORM)

CITY AND COUNTY OF SAN FRANCISCO
CONTRACT MONITORING DIVISION

S.F. ADMINISTRATIVE CODE CHAPTERS 125 and 14B

WAIVER REQUEST FORM
(EMD-201) FOR CMD USE ONLY
Send completed waiver requests to:
cmd.waiverrequest@isfgov.org or Request Number:
CMD, 30 Van Mess Avenue, Suite 200, San Francisco, GA
04102

& Section 1. Department Information

Department Head Signature:

Name of Department:

Department Address:

Contact Person:

Phone Number: E-mail :
& Section 2. Contractor Information

Confractor Mame: Vendor No.:

Contractor Address:

Contact Person: Contact Phone No.:
& Section 3. Transaction Information

Date Waiver Request Submitted: Type of Confract

Contract Start Date: End Date: Dollar Amount of Contract §
» Section 4. Administrative Code Chapter to be Waived (please check all that apply)

Chapter 12B

Chapter 14B Nofe: Employment and LBE subcontracting requirements may stll be in force even when a
148 waiver (type A or B) s granted.

& Section 5. Waiver Type (Letter of Justification must be attached, see Check List on back of page.)

_ A Sole Source
_ B. Ememgency (pursuant to Administrative Code 56,60 or 21.15)
_ C. Public Entity

D. No Potential Contractors Comply (Required) Copy of waiver request sent to Board of Supenvisors on:
_ E Govemment Bulk Purchasing Amangement  (Required) Copy of waiver request sent to Board of Supenvisors on:
_ F. Shan/Shell Enity (Required) Copy of waiver request sent to Board of Supenvisors on;

G. Subcentracting Goals

H. Local Business Enterprise (LBE)

CMD/HRC ACTION
128 Waiver Granted: 14B Waiver Granted:
128 Waiver Denied: 14B Waiver Denied:
Reason for Action:
CMD Staff: Date:
CMD Director: Date:
HRC Director (128 Only): Date:
CMD-201 (June 2014) This form available at: http:intranst/.
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CHECK LIST

You must complete each of the steps below before submitting this form:

v" Attempt to get the confractor to comply with Administrative Code Chapter 12B requirements.
(Applies to Chapter 12B waiver requests only.)

¥ Include a letter of justification explaining:
*  The purpose of the contract.
«  Whythe confract fits the type of waiver being requested (for example, why it is a sole source).
+  Your department's efforts to get the contractor to comply (for Chapter 12B waivers).

(Do not substitute the OCA waiver form or justification in place of the CMD waiver form and justification.)
Fill in all of the blanks in Sections 1-3.

Indicate {in Section 4) which Administrative Code Chapter(s) need 1o be waived.

Indicate (in Section 5) which waiver type is being requested.

SN Ny

Forwaiver types D, E and F, submit a copy of this form to the Clerk of the Board of Supervisors and
indicate the date this was done in the blank provided on the form.

ADDITIONAL INFORMATION

Contract Duration: Contracts entered into pursuant to a Chapter 128 waiver should be constructed for the shortest
reasonable duration so that future confracts may be awarded to a Chapter 12B-compliant contractor.

Waiver Type B (Emergency). A copy of the formal Dedlaration of Emergency or ketter from the department Commission
or Board must be submitted with the Form 201.

Chapter 14B Sole Source, Emergency and LBE Waivers: Only the bid discounts and departmental good faith outreach
efforts requirements of Chapter 14B may be waived. All other provisions of this Chapter will still be in force even it
this type of waiver has been granted.

Chapter 14B Subcontracting Waivers: Only the subcontracting goals may be waived. All other provisions of this Chapter
still will be in force even if this type of waiver has been granted.

Waiver Types D, E and F. These waiver types have additional requirements:
1. The contracting department must notify the Board of Supervisor's that it has requested a waiver of this type.
2. Departments exercising waiver authority under one of these provisions must appear before a Board of
Supernvisors committee and report on their use of such waiver authority.

All modifications to waived confracts that increase the doliar amount of the contract or extend the contract period must
have CMD and/or HRC approval prior to the expiration date on the original waiver form.

> Additional copies of this form may be downloaded at the Documents Center on the City's intranet at: hitpJ/finfranet/.

> Read the Quick Reference Guide to Chapter 128, Chapter 12C and Chapter 148 Waivers for more infonmation.
Copies are available at the Documents Center on the City's infranet at: httpinfraned/.

2> Send waiver requests to:  Contract Monitoring Division, 30 Van Ness Avenue, Suite 200, San Francisco, CA 94102 or

& For further assistance, contact the Contract Monitoring Division at 415-581-2310.

CMD-201 {June 2014)
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Departments can look up vendor Business Tax and CMD compliance status in FAMIS Screen 9560.

FIGURE 3-14. FAMIS SCREEN 9560 VENDOR CLASS/STATUS

GOOS PRICR RECORD DISPLAYED

A compliant vendor should at least have these three items displayed in Screen 9560:

1. BUS TAX with an expiration date in the future (or BUS DND or BUS NP or BUS GOV or BUS EX)
2. HBCYES
3. HBN YES

For detailed explanations on Vendor Status Codes, FAMIS Purchasing Vendor Status Information, or
related issues, refer to the following link for training materials:

3.4.3 | Security and Internal Controls

Security

The Controller Security Administrator is responsible for setting up department users who are authorized to
access to the City Vendor File. Only a limited number of individuals in the Controller’s Office have
update capability, including Vendor File Support, Business Tax, and Cash Disbursement Units.
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The Security Coordinator of a department is responsible for completing the Controller’s Office FAMIS
Security Request Form and the Controller’s Purchasing (ADPICS) Request Form to request access for
department users. These forms must also be signed by the Department Head /CEO before they are
submitted to the Controller Security Administrator. The forms can be found online at:

Permission to view City Vendor File information is granted at the user level, screen level (Vendor Header,
Detail, Address, Status) and also at the Field level (for example the SSN/FEIN field). Only Vendor File
Support Unit staff has permission to view and update the SSN. For all other users, the system blocks the
SSN by displaying asterisks “*” in the SSN Field. FEIN is not blocked and can be viewed by any users
who have access to the Vendor Header screen.

Internal Controls

At year-end the Controller’s Cash Disbursement Unit generates a report identifying those vendors whose
1099 indicators are not set up correctly in the City Vendor File. The report is forwarded to the Vendor
File Support Unit for its review and to update the 1099 indicator in the vendor records for these vendors.

On a continuous basis, the Controller Vendor File Support Unit requests vendors to review their existing
profile information and notify the City if any information has changed.

The City Vendor File is maintained by the Controller Vendor File Support Unit. Other City Departments,
including but not limited to the Office of the Treasurer & Tax Collector and the City’s Contract Monitoring
Division, also maintain Vendor data specific to their Departments’ Vendor Certification program. CMD
and Business Tax provide interface files to update vendors’ 12B and Business Tax Compliance information
in the City Vendor File.

3.5 | Technology Marketplace

All contracts for the acquisition of Information Technology (IT) commodities or services shall be made by
the Purchaser, under the general direction of the San Francisco Committee on Information Technology
(COIT). Departments shall use the Technology Marketplace for acquiring:

e Computer and IT-related goods; i.e., technology-related hardware or software products.

e T professional services after the department has exhausted every reasonable effort to first obtain
these services by engaging internal staff or through work-ordering staff from another City
department(s). IFPTE Local 21 will review all IT professional services requests.

3.5.1 | Overview and Contracting Tiers
Through an RFP process, the City has established the Technology Marketplace, a pre-qualified pool of

technology contractors that provide IT goods and services. Departments shall request quotes from
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Technology Marketplace contractors within the relevant cost tier (Tier 1, 2, or 3). Below are the
contracting tiers established under the Technology Marketplace:

e Tier 1: Contracts greater than $10 million. Provides professional and specialized services,
technology products, equipment, and maintenance and training services

e Tier 2: Contracts less than $2.5 million. Provides technology products, consulting, maintenance
and training services

e Tier 3: Micro-LBE set-asides for contracts less than $100,000 or $400,000. Provides computer
equipment (cap of $100,000) for computer services and maintenance (cap of $400,000)

Don't mix contracting tiers when requesting quotes. For a detailed list of the contractors for all three tiers,
refer to the Technology Marketplace User Guide at

3.5.2 | Hardware, Software and Maintenance

To utilize the Technology Marketplace, the department requests a quote from a Technology Marketplace
contractor. The contractor prepares the quote, using Form 1 (Figure 3-16) for Hardware and Software
agreements, or Form 2 (Figure 3-17) for Maintenance Agreements, and submits the form to the
department for review and acceptance. The department ensures that the correct form is used and all
required fields are completed. Incomplete forms will be returned. The forms are downloadable at

Below is the process flow for ordering IT hardware,
software, and maintenance.
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FIGURE 3-15. PROCESS FLOW — ORDERING IT HARDWARE, SOFTWARE & MAINTENANCE

PREVI EW Dat e:

C

Determine Requirements >

v

1. Contact Marketplacevendorsinthe

NOTES

following sequence for availability:
Tier 3 > Tier 2 > Tier 1

v

2. Review final quote form (i.e. Form1 for

1.Generally, ‘products only

contractors’ are required to

respond within 48 business
hours.

Hardware/ Software or Form 2 for
Maintenance)

v

3. Followyour department’s internal
procedure for purchase approvals

v

4. Have the appropriate department
representative sign and date the form

v

2. Contactall 3 Micro-LBEs in

group EQ108 first. If they are

unableto provide quotations,

contact Tier 2. If Tier 2 can’t

provide quotations, contact
Tier 1

5. Enter your requisition into NFAMIS. For
technology purchases, the only document type is
."R-I—fJ

v

6. Submit (a) Form 1 or 2 (b) Screen print
of the NFAMIS, and (c) Required DT CIO
review forms to the CIO f& email to:
cio.review@sfgov.org.

v

7. Upon review, DT CIO will forward all
documentation to OCA for review, approval &

processing

v

8. OCA may require additional documentation
for review and approval purposes.

3. OCA will manage
solicitations for orders
greater than $10,000

4. Departments are only
required to submit 1 quote

for the requisition process.

5. For step 6, if your request
is URGENT please indicate the
reason for the urgency in

your email
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FIGURE 3-16. TECHNOLOGY MARKETPLACE QUOTE APPROVAL FORM 1

Technology Marketplace
Quote Approval Form 1 for Product Ordering

DEPARTMENT USE CONTRACTOR USE

Department Mame & #: # Index Code: Quote Date:
Ordered By Sub-object: Quate #:
Dept. Contact Phone #: Requisition #: Quote Expiration Date:
Department Approval
S ignature & Date) Quoted By:
Other Approval:
Signature & Date) Contractor Phone #
DT Approval: (Signature Contractor | D# / Contract#
4 Date) Contractor |
COIT ProjectFolic#: Signature: |

| DELIVERY/BILLING INF ORMATION
CONTRACTOR INFORMATION: DELIVER TO: BILL TO ADDRESS:

CONTRACTOR REMITTAMCE ADDRESS: SPECIAL INSTRUCTIONS/REQUIREMENTS (if necessary):

=0 | Quartity |Price Per Unit|  Part Number Description - include manufacturer/brand names ﬁ
1 0 3 - 3 -
2 0 $ - g -
3 0 $ - 3 -
4 0 |s - $ -
5 0 $ - 5 -
6 0 3 - 3 -
7 0 $ - 5 -
8 0 $ - 3 -
g 0 3 - 3 _
10| 0o |8 - g 3

| Total of this page:: $0.00
If there is more thanone page:
subtotal of Quote Subtotal Sales Tax ©.75% i
Folloving Pages uote Subtotal ales Tax (B.75%) Calif Recycle Fee | GRAND TOTAL OF
$0.00 $0.00 5000 $ - QUOTE: $0.00
Admin Fee is for informational purposes - D0 NOT ADD TO QUOTE. Calculate 1.9% FEE (be fore sales tax): ] $0.00
Farm 1 (1214 Effective Date 12110114 This is page 1 of 2
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FIGURE 3-17. TECHNOLOGY MARKETPLACE QUOTE APPROVAL FORM 2

Technology Marketplace
Quote Approval Form 2 for Maintenance Ordering

DEPARTMENT USE VENDOR USE
Department Name & #: # Index Code: Quote Date:
Ordered By: Sub-object: Quote #:
Dept. Contact Phone #: Re quisition #: Quote Expiration Date:
Diepartment Approval:
(S ignature & Data) Quoted By
Other Approval
(S ignature & Date ) Contractor Phone #
] Contractor TOFT

DT Approval: (Signature Contract
& Data) ontract: i

! Contractor |
COIT Project/Folio#: Signature: |

| 1

CONTRACTOR INFORMATION: DELIVER TQ: BILL TO ADDRESS:

CONTRACTOR REMITTAMNCE ADDRESS: SPECIAL INSTRUCTIONS/REQUIREMEMTS (if necessary):

SE RVICE HISTORY SUBCONTRACTOR INFORMATION: Additional
Please mark one: | Company Name: Documents
Renewal: dd
New: 7T Attached? Enter
- Yes or No:
StartDate: |
End Date: |Phone Number:
[ E - ; A . Extendad
™ Quantity | Price Per Unit Part Number Description - include manufacturer/brand names e
1 g -
2 % -
3 % -
4 % -
5 LS -
| Total of this page:: $0.00
If there is more than one page:
FDHSD”VT”“E":?&S Quote Subtotal Sales Tax (8.75%)
§7ag GRAND TOTAL OF QUOTE: $0.00
$0.00 $0.00 $0.00 '
Admin Fee is for informational purposes -DO NOT ADD TO QUOTE. Calculate 1.9% FEE (be fore sales tax): : $0.00
Form 2 (12-14) Effective Date 1210114 This is page 1 of 2
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Delivery/Invoicing/Payment Address

Fill in all fields for delivery, invoice and payment address information, even if they are identical. Correct
the address in the financial system if it is different.

Competitive Bidding

For orders $10,000 and below: competitive bidding isn’t required. However, it is recommended that
departments solicit more than one quote within a selected Tier (Tiers 1, 2, or 3) to maximize competition.

For orders over $10,000: submit a requisition and Office of Contract Administration (OCA) will manage
the competitive solicitation process for departments by using the new WebProcure e-procurement system.

Pricing
Available on the OCA website at
Used Products

Purchasing used products through the Technology Marketplace is expressly prohibited. In rare situations,
refurbished products may be considered. In extremely rare instances, reconditioned or used products are
available.

Cancellations

Cancellations must be requested through OCA prior to delivery for non-special or non-standard hardware
and software products.

Deliveries

All products shall be:

e Delivered inside the building free of charge and should designate “FOB Destination”

e Delivered within 10 City business days after contractor receives the purchase order, unless the
product is not available from manufacturer/ distributor

If there is a delay in delivery, contractors are required to notify ordering departments within 72 hours.
Returns

Departments will be credited in full without any restocking fees for all unopened products from Cisco, Dell,
HP, and IBM within 30 calendar days of delivery. For all other products, contractors may pass restocking
fees from third party suppliers. Administrative costs & handling fees are not allowed.
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Warranties

Authorized contractors must offer or facilitate warranty services for products sold through the Technology
Marketplace, and pass title of product(s) purchased to the City within 48 business hours.

Pre-payments

No prepayments are allowed in advance or for orders not delivered in full for hardware and software
agreements. Pre-payment maybe allowed in some cases for software maintenance services only.
Departments should fully understand compliance requirements in such cases.

Packing Slips

All deliveries should be accompanied by a packing slip that shows the purchase order number, a complete
list of items delivered, and the department name and contact person.

Follow department procedures for accounts payable and internal controls. Keep all packing slips for
department files and provide a copy of the packing slip with the invoice and submit for subsequent
processing per your department procedures. Some departments must complete a Materials Received
Report (“MRR”) for each order.

Substitutions
Substitutions are not allowed without approval from the ordering department.
Maintenance

Note terms of maintenance on the quote form and in the NFAMIS requisition. Maintenance of any kind
must be ordered separately from a hardware /software order, unless it is included with the original
purchase. For exceptions, contact OCA staff.

3.5.3 | Professional Services

Professional services may include project management, software development, network installation, system
design, training, and other services related to the identification and deployment of technology needs.
Below is the process flow for ordering professional services.
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FIGURE 3-18. PROCESS FLOW — ORDERING PROFESSIONAL SERVICES
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( Determine Requirements )

1. Check if resources are available in your

department or elsewhere in the City (e.g. DT,
DPW, DTH etc.)
Y
2. Contact Marketplace vendors of your choice
for quotes.

v

3. Review Form 3 from the confractor +
create other substantiating documentation
including PSR for Local 21 review

v

4. If satisfied with the quote, have it signed by

the appropriate IT purchasing authority

L 4

5. Enter your requisition into NFAMIS. For
technology purchases, the only document type is
NR‘I"J

v

6. Submit (a) Form 3 (b) Screen print of the
NFAMIS, and (c) Required DT CIO review forms
to the ClIO f& email to: cio.review@sfgov.org.

v

7. Upon review, DT CIO will forward all
documentation to OCA for review, approval &
processing

NOTES

1. When requesting
a quote, you may put
atime limitation.
Contractors are
required to respond
within 7 business days

2. All forms submitted
to OCA must be sighed
by appropriate dept.
representative

3. Professional Services
> $10,000 require 3
guotes.

4.1t is recommended
that all Tier 1 (Tier 1A
& 1B) or Tier 3
contractors are
contacted

v

8. If approved by the CIO and no objections are
raised by Local 21, OCA will proceed with
processing

v

9. OCA may require additional documentation
for review and approval purposes.

5. For step 6, if your
request is URGENT
please indicate the
reason for the urgency
in your email
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Upfront Planning

Seek professional services after your department has: (a) clearly defined the requirements and scope of
a project, (b) determined deliverables and schedule, and (¢) determined that the services are not
available either through your staff or any other City department (including DT on a work-order basis).  If
a Technology Marketplace contractor is contacted for a quote, the quote should include a request for
training and a plan for the contractor to transition the project to City staff that will maintain and support
the project on an ongoing basis.

Local 21

Departments are required to justify their decision as to why the project requires the use of an outside
contractor by completing Local 21’s web form (available at

) for union review. Submit this form at the
same time as Form 3 (Figure 3-19) (downloadable at ) is
submitted with supporting documentation for DT CIO review.

1. Contact Local 21 at 415-864-2100 to discuss your project as early as possible (current

contact is Pam Covington, pcovington@ifpte21.org). Local 21 will generally review within

ten (10) business days.

If Local 21 has no objections, it will notify OCA through e-mail.

If Local 21 objects to the request for services, it will attempt to resolve the issue directly with your
department. If agreement can’t be reached, the department shall submit the request to the Civil
Service Commission for determination.

wn
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FIGURE 3-19. TECHNOLOGY MARKETPLACE QUOTE APPROVAL FORM 3
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Technology Marketplace
Quote Approval Form 3 for Professional Services Ordering

CONTRACTOR USE

DEPARTMENT USE

Department Name & #: # Index Code: Quote Date:
Ordered By: Sub-object: Quote #:
Dept. Contact Phone #: Requisition #: Quote Expiration Date:

Department Approval:
Signature & Date )

Quoted By

Other Approval:
Signature & Date )

Contractor Phone #

DT Approval: (Signature

Contractor TO#FT
Contract#

& Date)

Contractor |

COIT Project/Folio#:

Signature:

|
CONTRATOR INFORMATION:

DELIVERY/BILLING INFORMATION ]

DELIVER TO:

ILL TO ADDRESS:

CONTRACTOR REMITTANCE ADDRESS:

SPECIAL INSTRUCTIONS/REQUIREMENTS (if necessary ).

CONTRACT HISTORY (Dept)

Dept. - please mark one:
Renewal:

FOR OCA STAFF ONLY:

10% Retention Required:

YES:

Phone Number:

Local 21 Review (Dept. complete) Yes or No
Has this Request been reviewed by Local 217:
Bond Required Yes or No
(Attach bond information /documentation
SUBCONTRACTOR INFORMATION: Are additional
Company Name: documents
attached? Enter
Yes or No (Dept.
complete)

necessary.

PROJECT SUMMARY - Please provide an executive summary of the project scope and goals. Attach a separate document as

DETAILED SCOPE OF WORK - Please provide a detailed Scope of Work for this project. Also, attach any supporting documen tation
(contracts, resumes, milestone to payment chart, etc.). If subcontractorsivendors are expected to work on this project please
identify the milestones the subcontractonvendor will deliver.

FUNDING SOURCE - Please describe in detail the source of all funds forthis project {i.e. General Fund, State/Federal grants, etc.)
Attach a separate document if necessary.

PROJECT COSTS - Please itemize all rates and total cost for project. This includes all subcontractor'vendor hourly rates and
contact information. Attach a separate document as necessary.

Subtatal of
Following Pages

Cluote Subtotal

$0.00

$0.00

GRAND TOTAL OF QUOTE: $0.00

Admin Fee is for informational purposes -D0 NOT ADD TO QUOTE . Calculate 1.9% FEE (before sales tax): i

50.00

Form 3 {10-14)

06, 2021

Effective Date 101114

This is page 1 of 1
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Competitive Bidding

For orders $10,000 and below: competitive bidding is not required. However, it is recommended that
departments solicit quotes from all of the Tier 1 or Tier 3 Technology Marketplace contractors to maximize
competition.

For orders over $10,000: departments will manage the competitive bidding process.
Pricing

Available on the OCA website at

Progress Payments

Progress payments are recommended for the receipt of specific deliverables for large or complex projects
that may be long in duration; e.g., six months. These payments should be carefully scheduled based on the
size of the deliverable performed, and include a final payment upon completion and acceptance of the
project.

Retention

It is recommended that departments retain 10% of every invoice for professional service projects over
$100,000. This retention will be recognized at the end of every invoice received from the contractor until
final acceptance. Upon final acceptance of the project, the contractor will submit a final invoice, which
includes the total retention remaining on the project.

Order Cancellations

Departments may cancel an order for professional services at any time, but will likely be required to pay
for any services or products received prior to cancelling the order.

Contracts other than Technology Marketplace

The contracts between the City and the Technology Marketplace contractors are the governing contract for
any goods or services acquired through the Marketplace. Departments should not execute a separate
contract or amendment with a contractor for professional services. If contractors request that you sign or
initial the Statement or Scope of Work (SOW), the SOW may not add, change or delete any of the
Technology Marketplace contract terms and conditions.

Bonds

High dollar value projects that are complex, long-term, or high-risk, may merit a performance bond or
labor and materials bond. Bonds should be considered on a project-by-project basis weighing such
factors as added expense, risk, and the protection offered by various bonding options after consulting
with the Risk Manager, City Attorney or OCA.
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Sample Project Checklist

While each professional service request is different, below is a sample checklist that can be used. For any
questions, contact OCA.

TABLE 3-8. SAMPLE PROFESSIONAL SERVICE PROJECT CHECKLIST

CHECK

O ODooodoodg O oo o ogodg

O]

ACTION ITEM
Meet with Department staff affected by this project.
Complete a preliminary SOW with project requirements and schedule.
Review the project requirements with DT.
Discuss project requirement with Marketplace contractor(s).

Request quote and supporting documentation from Marketplace contractor(s)

Review the quote for content accuracy and form.
Complete Form 3.

Have Form 3 signed by the Department IT Manager and/or Department
Head.

Prepare all required supporting documentation.

Submit the project to the DT CIO and Local 21 for review.
No obijections raised by Local 21 or issues resolved.

No obijections raised by DT ClO or issues resolved.
Prepare milestones to payments schedule.

If required, Marketplace contractor submits a bond.

If required, prepare a cost benefit analysis.

If required, prepare a risk analysis

If required, submit a detailed list of sub-contractors with contact information,
names of staff working on project and payment schedule from Marketplace
contractor to sub-contractor.

If required, submit a copy of the agreement between the sub-contractor(s)
and the Marketplace contractor.

If required, notify the Marketplace contractor that the 10% retention policy
will be in effect for this project.

3.5.4 | Tier 3: Micro-LBE Set Aside

Tier 3 (see Section 3.5.1 - Overview and Contracting Tiers for more information on the three tiers and the

contractors awarded) Micro-LBE set aside contracts are limited to orders totaling $100,000 for products
and $400,000 for General and Maintenance Services.
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Tier 3 contract maximums are calculated based on contracts across City departments. For example,
departments submit the following orders against Contractor X’s EQ108 - Products contract: Order 1 by
the Port is for $5,000, Order 2 by Rec & Park is for $75,000; Order 3 by SFPD is for $19,000; and,
Order 4 by DT is for $8,000. The first three orders total $99,000 and will be accepted. However, DT’s
order is in excess of the Tier 3 $100,000 contract cap and will not be accepted. DT has the option of
decreasing its order to $1,000 or less to utilize this contract, or purchasing from another contractor.

The City has awarded Tier 3 Micro-LBE set-aside contracts in the following thresholds:

e Product-only contracts up to $100,000
e General services contracts up to $400,000

Note: It is highly recommended that all Tier 3 Micro-LBE contractors are contacted first to provide quotes.
If none of the Tier 3 contractors can provide a quote, then contact Tier 2 contractors, followed by Tier 1
contractors.

Below is the process flow for ordering IT products and services through Micro-LBE set-aside contracts.
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FIGURE 3-20. PROCESS FLOW — ORDERING THROUGH MICRO-LBE SET-ASIDE CONTRACTS
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Determine Requirements

< v

)

1. Contact Marketplace Tier 3 Micro-LBE
vendors for products, service or
maintenance

NOTES

2. Review final quote form (i.e. Form1,
Form 2 or Form 3) depending on the type
of service

1. Departments can
impose a time limitation

when requesting a quote

3. Follow your department’s internal
procedure for purchase approvals

v

4. Have the appropriate department
representative sign and date the form

v

5. Enter your requisition into NFAMIS. For
technology purchases, the only document typeis
.h‘R'I'}P

v

6. Submit (a) Form 1, 2 or 3 (b) Screen
print of NFAMIS (c) Required DT CIO
review forms to the ClIO f& email to:

cio.review@sfgov.org.

2. Generally ‘Products
only’ contractors’ are
required to respond within
48 business hours and
‘Service only’ contractors’
within 7 business days

v

7. Upon review, DT CIO will forward all
documentation to OCA for review,
approval & processing

v

8. OCA may require additional
documentation for review and approval
purposes.

3. For step 6, if your
request is URGENT please
indicate the reason for the

urgency in your email

2021
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3.5.5 | Exceptions and Restrictions in Using Technology Marketplace

Marrying Sub-contractors

Departments can’t pre-select a sub-contractor for a particular project and insist that one of the
Technology Marketplace contractors use that sub-contractor. It is Marketplace contractors’ responsibility
to quote the best possible solution (including a sub-contractor) for your requirement.

Software Enterprise Agreements

The following software Enterprise Agreements are administered by Department of Technology (DT). For
assistance, please contact DT at: CityEA@sfgov.org:

Adobe Acrobat Professional

VMware — All VMware software products and training credits
Microsoft EA Products

Microsoft Office 365 Subscription Services

CommVault Simpana Products

Grant-Funded Purchases

Grants may have special provisions that conflict with the terms and conditions of Technology Marketplace
contracts.

Sole Source Transactions

Do not use Technology Marketplace contracts for proprietary goods or services that are only available
from a single source.

Projects $2.5 Million and Over
The department will be required to issue an RFP outside of the Technology Marketplace for awards above

this threshold.

3.5.6 | Technology Store Fee
The 1.9% Technology Store fee is an inter-departmental service recovery offsetting General Fund
support for the Office of Contract Administration. The Controller’s Office is responsible for processing this

fee for the City. Office of the City Administrator updates eligible vendors on a quarterly basis. The
Table below provides a list of vendors who are eligible for COIT fees as of spring 2016.
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TABLE 3-9. VENDORS SUBJECT TO TECHNOLOGY STORE FEE

PURCHASING | CONTRACTOR VENDOR ID | DESCRIPTION OF CONTRACT TIER
AUTHORITY
TC95271 Central Computers, Inc. | 90356 Technology Marketplace Tier 1A Generalist
— Products & Services
TC95272 ComputerLand of 67883 Technology Marketplace Tier 1A Generalist
Silicon Valley — Products & Services
TC95273 En Pointe Technology 58893 Technology Marketplace Tier 1A Generalist
Sales, Inc. — Products & Services
TC95274 Technology Integration | 36116 Technology Marketplace Tier 1A Generalist
Group — Pending — Products & Services
TC95275 World Wide 84759 Technology Marketplace Tier 1A Generalist
Technology, Inc. — Products & Services
TC95276 Xtech JV 64607 Technology Marketplace Tier 1A Generalist
— Products & Services
TC95277 InterVision Systems 92062 Technology Marketplace Tier 1B Specialist —
Technologies, Inc. Products & Services
TC95278 Robert Half Technology | 77671 Technology Marketplace Tier 1B Specialist —
Services
TC95279 Stellar Services, Inc. 81118 Technology Marketplace Tier 1B Specialist —
Services
TC95280 Ameritech Computer 62025 Technology Marketplace Tier 2A Generalist
Services, Inc. (LBE) — Products & Services
TC95281 Bridge Micro (LBE) 46149 Technology Marketplace Tier 2A Generalist
— Products & Services
TC95282 Dynamic Systems, Inc. 87885 Technology Marketplace Tier 2A Generalist
— Products & Services
TC95283 SNS-SF, LLC JV (JV with | 94626 Technology Marketplace Tier 2A Generalist
LBE) — Products & Services
TC95284 AcademyX, Inc. (LBE) 74033 Technology Marketplace Tier 2B Generalist
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PURCHASING | CONTRACTOR VENDOR ID | DESCRIPTION OF CONTRACT TIER
AUTHORITY
— Training Services
TC95285 C M Pros (LBE) 54631 Technology Marketplace Tier 2B Generalist
— Training Services
TC95286 SoftNet Solutions 82782 Technology Marketplace Tier 2B Generalist
— Products
TC95287 Beta Nineties Computer, | 24602 Technology Marketplace Tier 3 Micro-LBE
Inc. Set Aside EQ108
TC95293 Diamond Technology, 66020 Technology Marketplace Tier 3 Micro-LBE
Inc. Set Aside EQ108
TC95289 Toptek Micro Center, 18565 Technology Marketplace Tier 3 Micro-LBE
Inc. Set Aside EQ108
TC95290 Beta Nineties Computer, | 24602 Technology Marketplace Tier 3 Micro-LBE
Inc. Set-Aside GS093
TC95291 Epic Machines, Inc. 93494 Technology Marketplace Tier 3 Micro-LBE
Set-Aside GS093
TC95292 Beta Nineties Computer, | 24602 Technology Marketplace Tier 3 Micro-LBE
Inc. Set-Aside GS109
TC95293 Delta Computer 40358 Technology Marketplace Tier 3 Micro-LBE
Solutions, Inc. Set-Aside GS109
TC95294 Diamond Technology, 66020 Technology Marketplace Tier 3 Micro-LBE
Inc. Set-Aside GS109
TC95295 Farallon Geographics, 62527 Technology Marketplace Tier 3 Micro-LBE
Inc. Set-Aside GS109
TC95296 Xterra, Inc. 82551 Technology Marketplace Tier 3 Micro-LBE
Set-Aside GS109
TC95297 Delta Computer 40358 Technology Marketplace Tier 3 Micro-LBE
Solutions, Inc. Set-Aside GS132
TC95298 Diamond Technology, 66020 Technology Marketplace Tier 3 Micro-LBE
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PURCHASING | CONTRACTOR VENDOR ID | DESCRIPTION OF CONTRACT TIER
AUTHORITY
Inc. Set-Aside GS132
TC95299 Farallon Geographics, 62527 Technology Marketplace Tier 3 Micro-LBE
Inc. Set-Aside GS132

3.6 | Blanket Purchase Order, Purchase Order & Direct Voucher*

The City Charter (Section 3.105) and Administrative Code (Section 10.06) require that departments
encumber funds before goods or services are provided:

A Purchase Order is the prerequisite to the certification and encumbrance of funds. Departments must
not receive goods or services, or provide payments to a vendor, until the Purchase Order has been
entered into the City’s financial system.

Departments must always enter Purchase Order information into the financial system, which then results in
the Controller’s Office certification that funds are available for a purchase, contract, or other obligation.
The posting of an encumbrance transaction in FAMIS commits the funds for the purpose certified until the

obligation is fulfilled, canceled, or discharged.

3.6.1 | Encumbrances*

Encumbrances are the recognition of commitments that will subsequently become expenditures when
goods and services are received. Encumbrances are posted for documents such as purchase estimates,
purchase orders, and contracts.

3.6.1.1 | HOW ENCUMBRANCES AFFECT APPROPRIATIONS

Encumbrances help manage available appropriation, allotment, and budget balances more effectively.
When an encumbrance is posted to a department’s financial records, the amount of money available for
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spending by the department is reduced by the amount of the encumbrance. By recording the estimated
cost of purchase orders and contracts as encumbrances, managers are aware of the future impact of
previous financial decisions.

The bulleted items and corresponding Table below show how expenditures and encumbrances affect
appropriation balances.

e Encumbrances reduce an appropriation balance
e Expenditures not previously encumbered reduce an appropriation balance
e Decreasing an encumbrance increases an appropriation balance

e Expenditures previously encumbered do not affect the appropriation balance.

FIGURE 3-21. SAMPLE OF HOW EXPENDITURES & ENCUMBRANCES AFFECT APPROPRIATION BALANCES

BEGINNING EXPENDITURES ENCUMBRANCE | APPROPRIATION

APPROPRIATION BALANCE
Establish original 10,000 10,000
appropriation
Post encumbrance 6,000 4,000
Post expenditure 1,000 3,000
(not encumbered)
Decrease -1,000 4,000
encumbrance
Post expenditure 2,000 -2,000 4,000
(encumbered)
Summary $10,000 $3,000 $3,000 $4,000

3.6.2 | Purchase Orders*

A Purchase Order can result from a requisition only process, or a requisition and bid process. When the
requisition is entered into FAMIS Purchasing, funds are pre-encumbered. Approved department

requisitions in FAMIS Purchasing become Purchase Orders, liquidating the requisition and creating the

financial system encumbrance. Certification of available funds for all purchases, contracts, and other

PREVI EW Dat e: Jul 06, 2021

obligations is done by posting an encumbrance transaction in the financial system. Purchases of goods
and services, including professional service contracts, are generally recorded in Advanced Purchase
Inventory Control System (ADPICS) using a Purchase Order, which posts an encumbrance in the financial
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system. Construction and real estate contracts are generally recorded directly in FAMIS using an “EN”
encumbrance document. The Purchase Order is sent to the vendor and, after the order has been fulfilled,
the department reviews and approves the vendor invoice for payment.

Departments must follow the steps below to ensure that the Purchase Order process has been completed
appropriately:

[ ] If necessary, the department has completed a requisition process!
The requisition request has been entered into FAMIS Purchasing and pre-encumbered funds
If necessary, the department has completed a bid process? in support of the requisition

The requisition has been approved in FAMIS Purchasing or ADPICS, triggering the Purchase
Order and interface with FAMIS Accounting

The Purchase Order liquidates the requisition, creates the encumbrance, and certifies the
availability of funds

The Purchase Order is approved, signed, and sent to the vendor
The vendor fulfills the order with the department and sends the invoice

The department reviews, approves, and posts the invoice and voucher in FAMIS Purchasing

Oodono O oobd

The voucher is interfaced into FAMIS Accounting, which generates a check to be mailed to the
vendor

3.6.3 | Blanket Purchase Order*

Department or City Blanket Purchase Orders (BPOs) are a method to obtain approval for future
purchases from a vendor for a specific time period and dollar limit. BPOs are also used to track
Professional Service Contracts that span multiple fiscal years. BPOs do not encumber funds. Before
placing orders or issuing contracts, departments must record an encumbrance against the BPO, which is
done in ADPICS using a Purchase Order release.

1 Requisitions are not used for the following types of purchases: 1) construction services; 2) professional services; 3) leasing or
rental of equipment; 4) travel and training expenses and reimbursements; 5) conference and registration fees; 6) employee-
related expenses; 7) organization memberships, dues, and subscriptions; 8) postage.

2 Bidding is not required on items: 1) covered under the conditions of a “term contract”; 2) with a total price of $10,000 or
less; 3) with no other source; 4) that are certain perishable foods; 5) that are proprietary articles; 6) subject to contract
awarded by the State of California; 7) that are reciprocal buying agreements with other public agencies in the State of
California.
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Departments must follow the steps below to ensure that the BPO process has been completed
appropriately:

[ ] The department has identified the appropriate BPO authority and has obtained favorable terms
from vendors3

The department has obtained a detailed description of the product or service to be purchased
through the BPO

The department records an encumbrance against the BPO using ADPICS Purchase Order release
The Purchase Order is approved, signed, and sent to the vendor
The vendor fulfills the order with the department and sends the invoice

The department reviews, approves, and posts the invoice and voucher in FAMIS Purchasing

OO OO

The voucher is interfaced into FAMIS Accounting, which generates a check to be mailed to the
vendor

3.6.4 | Direct Voucher / Payment without Encumbrance*

A direct voucher is an exception to the City’s standard procurement practices and Administrative Code. A
direct voucher is a payment request without a prior encumbrance or when an encumbrance is no longer
valid. Each request, regardless of the dollar amount, is reviewed by OCA and the Controller’s Office.

The OCA evaluates the department’s response to four questions:

What happened to cause the need for a direct voucher?

If no error occurred, then why wasn’t there an encumbrance and who authorized this situation?
Why is the price reasonable or how do we know it is a good deal for the City?

What steps are being taken to ensure that this doesn’t happen again?

rowbd -

Departments provide the answers to these four questions in ADPICS under the Notepad of the request
(Screen 9100).

The Controller’s Office contacts the department to determine the following issues regarding the direct
voucher request:

e Authority: is the department able to purchase the item sought?

e Violation type: what procurement or contracting rule was broken?

3 Favorable terms for the BPO include discount pricing off retail prices; prompt payment discount; free on board (FOB) freight
terms specify Destination Point.
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e Eligibility of costs or expenditures: was the expense eligible under the funding source? (e.g., the
bond, grant, MOU, agreement, etc., allows it?)

e Appropriateness of cost: is it necessary and reasonable?

e Timing: when was the cost incurred? When should the encumbrance have been recorded?
Example: cost was incurred in 2011 but brought to Controller in 2015. Not reasonable. 12-18
months is reasonable.

e Context of the request: does the department making the direct payment request have a track
record of routinely failing to comply with accounting rules, or there has been no good faith effort
in the past to address issues? Is the request originating from a new manager who may not
understand the City’s procurement rules, or from a manager who has previously not complied with
Chapter 212

e Preventive measures: has the department explained how it will improve its processes to avoid the
need for direct payment in future similar instances? How will it ensure that its program staff will
follow the procurement rules going forward?

Departments should contact the Controller’s Office for training and support so as to reduce the need for
direct vouchers. Departments that routinely submit requests for direct vouchers may lose this privilege.

3.7 | Sugar-Sweetened Beverage Funding Ban

San Francisco Administrative Code, Chapter 101 restricts the purchase, sale, or distribution of sugar-
sweetened beverages by or for the City. Below is the legislation:

SEC. 101.1. TITLE.
The title of this Chapter 101 shall be the Sugar-Sweetened Beverage Funding Ban Ordinance.
SEC. 101.2. DEFINITIONS.
For purposes of this Chapter 101,
"Base Product" means the same as Powder.

"Beverage Dispensing Machine" means an automated device that mixes Concentrate with one or more
other ingredients and dispenses the resulting mixture into an open container as a ready-to-drink
beverage.

"Caloric Substance" means a substance that adds calories to the diet of a person who consumes that
substance.

"Caloric Sweetener" means any Caloric Substance suitable for human consumption that humans

M P
perceive as sweet and includes, but is not limited to, sucrose, fructose, high fructose corn syrup, glucose
and other sugars.
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"City" means the City and County of San Francisco.

"Concentrate” means a Syrup, Powder, or Base Product that is used for mixing, compounding, or making
Sugar-Sweetened Beverages in a Beverage Dispensing Machine. Notwithstanding the foregoing sentence,
"Concentrate" does not include the following:

(a) Any product that is designed to be used primarily to prepare coffee or tea.

(b) Any product that is sold and is intended to be used for the purpose of an individual consumer
mixing, compounding, or making a Sugar-Sweetened Beverage.

(c) Any product sold for consumption by infants, which is commonly referred to as "infant formula," or
any product whose purpose is infant rehydration.

(d) Medical Food.

(e) Any product designed as supplemental, meal replacement, or sole-source nutrition that includes
proteins, carbohydrates, and multiple vitamins and minerals.

"Contract" means any agreement between the City and a person to provide or procure labor,
materials, equipment, supplies, or services to, for, or on behalf of the City for a price to be paid out of
monies deposited in the City Treasury or out of trust monies under the control of or collected by the City,
but excluding agreements for a cumulative amount of $5,000 or less per vendor in each fiscal year.

"Grant" means any agreement between the City and a nonprofit entity to provide services to the public
or a portion of the public, whether the agreement is funded by the City or by Federal or State grant
funds.

"Medical Food" means medical food as defined in Section 109971 of the California Health and Safety
Code, including amendments to that Section.

"Milk" means natural liquid milk, natural milk concentrate, or dehydrated natural milk (whether or not
reconstituted), regardless of animal source or butterfat content. For purposes of this definition, "Milk"
includes flavored milk containing no more than 40 grams of total sugar (naturally-occurring and from
added Caloric Sweetener) per 12 ounces.

"Natural Fruit Juice" means the original liquid resulting from the pressing of fruit, the liquid resulting
from the complete reconstitution of natural fruit juice concentrate, or the liquid resulting from the complete
restoration of water to dehydrated natural fruit juice.

"Natural Vegetable Juice" means the original liquid resulting from the pressing of vegetables, the liquid
resulting from the complete reconstitution of natural vegetable juice concentrate, or the liquid resulting
from the complete restoration of water to dehydrated natural vegetable juice.
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"Nonalcoholic Beverage" means any beverage that is not subject to tax under Part 14 (commencing
with Section 32001) of the California Revenue and Taxation Code.

"Person" means any natural person, corporation, sole proprietorship, partnership, association, joint
venture, limited liability company, or other legal entity.

"Powder" means a solid or liquid mixture of ingredients with added Caloric Sweetener used in making,
mixing, or compounding Sugar-Sweetened Beverages by mixing the Powder with any one or more other
ingredients, including, without limitation, water, ice, Syrup, Simple Syrup, fruits, vegetables, fruit juice,
vegetable juice, or carbonation or other gas.

"Simple Syrup" means a mixture of sugar and water.

"Sugar-Sweetened Beverage" means any Nonalcoholic Beverage sold for human consumption that has
one or more added Caloric Sweeteners and contains more than 25 calories per 12 ounces of beverage.
Notwithstanding the foregoing sentence, "Sugar-Sweetened Beverage" does not include any of the
following:

(@) Milk.

(b) Milk alternatives, including but not limited to non-dairy creamers or beverages primarily consisting
of plant-based ingredients (such as soy, rice, or almond milk products), regardless of sugar content.

(c) Any beverage that contains solely 100 percent Natural Fruit Juice, Natural Vegetable Juice, or
combined Natural Fruit Juice and Natural Vegetable Juice.

(d) Any product sold for consumption by infants, which is commonly referred to as "infant formula," or
any product whose purpose is infant rehydration.

(e) Medical Food.

(f) Any product designed as supplemental, meal replacement, or sole-source nutrition that includes
proteins, carbohydrates, and multiple vitamins and minerals.

(g) Any product sold in liquid form designed for use as an oral nutritional therapy for persons who
may have a limited ability to absorb or metabolize dietary nutrients from traditional food or beverages.

(h) Any product sold in liquid form designed for use for weight reduction.

"Syrup" means the liquid mixture of ingredients used in making, mixing, or compounding Sugar-
Sweetened Beverages using one or more ingredients, including, without limitation, water, ice, a Base
Product, Powder, Simple Syrup, fruits, vegetables, fruit juice, vegetable juice, or carbonation or other gas.

SEC. 101.3. BARRING CITY DEPARTMENTS FROM USING CITY FUNDS TO PURCHASE SUGAR-
SWEETENED BEVERAGES.
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No City officer, department, or agency (collectively, "department") shall use City funds to purchase
Sugar-Sweetened Beverages in any form, except as specifically exempted from or allowed under this

Chapter 101.

SEC. 101.4. BARRING THE SALE, PROVISION, OR DISTRIBUTION OF SUGAR-SWEETENED BEVERAGES
UNDER A CITY CONTRACT OR GRANT.

No person shall sell, provide, or otherwise distribute Sugar-Sweetened Beverages, in any form, as part of
its performance of a City Contract or Grant.

SEC. 101.5. WAIVERS AND EXCLUSIONS.

(a) A City officer, department, or agency (collectively, "department"), with the approval of the
Purchaser, may waive the requirements of Sections 101.3 and 101.4 in full or in part if the department
determines that strict application of the requirement would not be feasible, would create an undue
hardship or practical difficulty, or that similar circumstances otherwise warrant granting of the waiver. The

department's decision to grant a waiver shall be in writing.

(b) The provisions of Sections 101.3, 101.4, or both, shall not apply where the department makes a
written finding that the application or inclusion of such provisions would violate or be inconsistent with the
terms or conditions of a grant, subvention or contract with an agency of the State of California or the
United States or the instructions of an authorized representative of any such agency with respect to any
such grant, subvention or contract.

(c) The provisions of Sections 101.3 shall not apply to the purchase by the Department of Public
Health of Sugar-Sweetened Beverages for its patients, to be used in cases where a medical professional
has determined that providing such beverages is part of the appropriate course of treatment for the
patient. The provisions of Sections 101.4 shall not apply to the sale, provision, or other distribution of
Sugar-Sweetened Beverages to patients as part of the performance of a Contract with or a Grant from
the Department of Public Health in cases where a medical professional has determined that supplying
such beverages is part of the appropriate course of treatment for the patient.

(d) Nothing in this Chapter 101 shall be construed to impair a contract, lease, management
agreement or other agreement to which the City is a party on the effective date of this Chapter.

(e) Departments shall annually report all waivers granted under subsection (a) and determinations of
non-applicability made under subsections (b) and (c) to the City Administrator, and include the reason for
each waiver.

SEC. 101.6. ENFORCEMENT AND PENALTIES.

(a) Any person that sells, provides, or otherwise distributes Sugar-Sweetened Beverages in violation of
Section 101.4 may be subject to administrative fines imposed by the City Administrator in the amount of

(1) Up to $500 for the first violation;
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(2) Up to $750 for a second violation within a twelve-month period; and,
(3) Up to $1,000 for a third and subsequent violations within a twelve-month period.

(b) Except as provided in subsection (a), setting forth the amount of administrative fines, Administrative
Code Chapter 100, "Procedures Governing the Imposition of Administrative Fines," as may be amended
from time to time, is hereby incorporated in its entirety and shall govern the imposition, enforcement,
collection, and review of administrative citations issued by the Director to enforce this Chapter 101 or any
administrative regulation adopted under this Chapter.

(c) Any person that sells, provides, or otherwise distributes Sugar-Sweetened Beverages in violation of
Section 101.4 shall be deemed to have committed a material breach of the Contract or Grant and, after
a noticed hearing, the person or entity may be barred for two years from receiving any City contract,
grant agreement, or loan agreement.

SEC. 101.7. ADMINISTRATIVE REGULATIONS.

The City Administrator, or at the City Administrator's discretion, the Purchaser, may adopt rules,
regulations, or guidelines for the implementation of this Chapter 101.

3.8 | Contracting Frequently Asked Questions (FAQs)

Q: What is the threshold for commodities and general services bidding?

A: Per Administrative Code Chapter 21, the bidding threshold (or Minimum Competitive Amount) has been
calculated by the Controller’s Office to be $110,000 for commodities and $600,000 for general
services.

Q: What is the professional service solicitation threshold?

A: Per Administrative Code Chapter 21, the bidding threshold (or Minimum Competitive Amount) has been
calculated by the Controller’s Office to be $110,000 for professional services.

Q: What is the distinction between general services vs. professional services?

A: The definition of professional services and general services can be found in Administrative Code
Chapter 21, Section 21.02, Definitions, subsections (i) for general services and (m) for professional
services. “General Services” shall mean those services that are not Professional Services, including but
not limited to janitorial, security guard, pest control, parking lot management, and landscaping services.
“Professional Services” shall mean those services which require extended analysis, the exercise of
discretion and independent judgment in their performance, and/or the application of an advanced,
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specialized type of knowledge, expertise, or training customarily acquired either by a prolonged course
of study or equivalent experience in the field. Professional service providers include, but not limited to,
licensed professionals such as architects, engineers, and accountants, and non-licensed professionals such
as software developers and financial consultants.

Q: What is “Prop Q2

A: Prop Q, also known as Delegated Departmental Purchasing, is a purchasing mechanism for
commodities and services under $10,000. Prop Q cannot be used for information technology (IT)
purchases, professional services, construction, term contract items, lease-purchase transactions, or
vehicles/heavy equipment.

There is a Prop Q training video at . All employees who exercise
Prop Q purchasing authority are required to attend a Prop Q training every three years. Please contact
OCA for the details.

Q: What is the definition of “order splitting”?

A: Order splitting is the procurement of the same item through separate requests within two to three
weeks. Consideration is given to orders using different funding codes or delivery address (a proxy for
different expense centers).

Q: What is OMP purchasing authority?

A: OMP is the abbreviation for “open market purchase”. This authority is used for department blanket
purchase orders, which is limited to $1,000 per day and is used for low-dollar purchases of a specified
list of items with specified prices, and when the volumes to be purchased are uncertain. An example of
this type of purchase would be the purchase of nails.

Q: What is NP purchasing authority?

A: NP is the abbreviation for “non-purchasing”. This authority is used for non-purchasing Purchase
Orders, which means they do not go through Purchasing for approval. Such orders include training,
subscriptions, and rent.

Q: How am | supposed to procure training services?
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A: To encumber funds for training, a department should first determine if training is a standard offering
by a vendor, or a customized training for the department. Standard training using material created by
vendors (such as Excel spreadsheet training) can be procured with a Purchase Order. The Purchase
Order should be created using NP as the Purchasing Authority. However, customized training that will be
specifically tailored and newly developed for a department requires solicitation, and the vendor needs
to sign a P-500 Agreement.

Q: What is a direct voucher?

A: A direct voucher is an exception to the City’s standard procurement practices, and is a payment
request without a prior encumbrance or when an encumbrance is no longer valid. Each request is
reviewed by OCA on its own merits but, generally, at least four questions must be answered:

1) What happened to cause the need for a direct voucher?

2) If no error occurred, then why wasn't there an encumbrance and who authorized this situation?

3) Why is the price reasonable or how do we know it is a good deal for the City?

4) What steps are being taken to ensure that this doesn’'t happen again?

Departments provide the answers to these four questions in ADPICS under the Notepad of the request
(Screen 9100).

Q: How does my department procure a software maintenance agreement?

A: Software maintenance agreements use the P-540 agreement template, and department blankets are
created to record the agreement.

Q: What is an OCA sole source?

A: Administrative Code Chapter 21.5(b) provides for purchases available only from one source. The form
to request a sole source waiver is available on the Intranet and must be signed by the Department Head
and accompanied by a justification memo that answers the questions on the form.

Q: Has the OCA changed or updated its rules in recent years?

A: The rules and regulations pertaining to Administrative Code Chapter 21 were last revised in June
2005.

Q: What is the definition of a “vendor’2
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A: A vendor is a person or a firm selling goods or services.

Q: What is a “compliant” or “qualified” vendor?

A: A compliant or qualified vendor is one that conforms to the requirements to do business with the City
& County of San Francisco. Departments must use vendors that are compliant or qualified. Refer to
San Francisco Administrative Code, Chapter 21-Acquisition of Commodities and Services.

Q: Can | pay a City employee as a vendor?

A: As a general rule:

An active City employee who provides service to the City should do so under an arrangement other than
independent contracting. Departments should pay employees for all employment services and fringe
benefits through the City’s payroll system. Employees should not be compensated through vendor
payments; rather, all pay to an active employee should be part of taxable employment compensation.
Refer to Section 4.6.3 No 1099 Payments to City Employees for more information.
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4 | EXPENDITURES

4.1 | Overview

This section describes City policy regarding basic internal control steps, payment processing for goods
and services, and reimbursement to employees. Departments are encouraged to use this section to
develop more detailed procedures for their specific expenditures.

These guidelines are issued according to the applicable provisions of the San Francisco City Charter, San
Francisco Administrative Code, California Civil Code, and Internal Revenue Service (IRS) publications.

e San Francisco Charter Section 3.105 — Controller; City Services Auditor

e San Francisco Administrative Code, Section 10.06 — Encumbrances

e San Francisco Administrative Code, Section 10.07 — Disbursements

e San Francisco Administrative Code, Section 10.08-2 — Penalties

e California Civil Code, Sections 3196 through 3205

e California Civil Code, Sections 92000 through 9566

e |IRS Publication 463 (201 4), Travel, Entertainment, Gift, and Car Expenses
® IRS Instructions for Form 1099-MISC

This section addresses payment processing, not the City’s ordering, contracting, purchasing or bidding
process. The City has extensive rules, regulations, and policies in those areas. Refer to Section 3
Contracts & Encumbrances or contact the Office of Contract Administration and your department’s
purchasing and contracting staff about those policies and related requirements. See the following for
some information:

4.2 | Invoices

This section discusses the types and formats of invoices that departments can accept from external
parties. It also describes the steps that must be completed to properly review and approve invoices.

4.2.1 | Forms of Invoicing (Electronic vs. Hard Copy)

Historically, most vendors have submitted their invoices in paper form. In recent years, many departments
have received requests from vendors to process electronic invoices via e-mail, fax, or other format.
Departments that want to accept electronic invoices from vendors or contractors must maintain department
policies and procedures for receiving, tracking, and processing electronic invoices. This should include an
explanation of the internal controls established by the department to ensure adequate tracking of
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invoices and avoidance of duplicate billing/payment. Department electronic invoices must be reviewed
and approved by the Controller’s Office.

The following controls must be maintained for accepting electronic invoices:

1. Vendors must submit a letter to the department authorizing electronic invoicing prior to submission
of electronic invoices. The letter must indicate which form of electronic invoicing the vendor will
use (e-mail, fax, or internal contracting systems). Vendors must clearly state that no other method
of invoicing will be used. Once the letter is received and approved by the department, vendors
may begin invoicing electronically.

2. The department must maintain a list of all vendors authorized to electronically invoice.

3. The department should designate a single point of contact (e.g., a designated e-mail account) for
electronic invoices to be centralized.

4. The department should designate a single point of contact for vendors to make inquiries and
receive responses regarding the status of invoices and payments.

5. Vendors must assign unique invoice numbers to electronic invoices to avoid duplicate invoice
numbers.

6. Departments have the option of keeping a hard copy of the invoice for authorization and record
retention, or maintaining the invoices in the automated system as long as information can be
accessed on demand.

4.2.2 | Information on Invoices

Invoices submitted by vendors to departments must contain certain required data elements. In order to
be considered acceptable, vendor invoices must include, but are not limited to, the following elements:

e Vendor name

e Unique invoice number

e Invoice date

e Description of the item(s) billed
e Service period for services

e "Shipped to" or “delivered to” address
e Vendor remittance address

® Mode of shipment

e Sales tax

e Discount terms (if any)

e Total amount due
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e Purchase order number generated by the City’s financial system

The following elements are highly recommended:

e Order date for materials and supplies

e Shipping date for materials and supplies

4.3 | Approval of Invoices

This section outlines major steps or control points generally found in a good invoice payment process.
Departments must document and implement department-level policies and procedures that incorporate
these City-wide policies, reflect good internal controls (such as segregation of duties), and are specific to
the operational and organizational risks in their environments. For guidelines on contract invoice
approval, refer to Section 4.4.2 - Construction/Contract Payment.

1. Properly Receive an Invoice
[ ] Write the initials or name of the person, or stamp the division, receiving the invoice

[ ] Mark the invoice with the “date received” (e.g., use a date stamp). Refer to Section 4.4.1.1
Prompt Payment Definitions.
Note: If there is an invoice dispute, notification must be made to the vendor specifying reasons
and corrective actions within seven (7) calendar days of the date of invoice receipt

2. Confirm Receipt of ltem(s) Listed on the Invoice

[ ] Match the invoice to evidence of receipt of goods or services. Examples include:
a. Goods — packing slip or copy of the invoice signed and dated by staff who received the
goods on the date of delivery
b. Professional services — status or milestone report; product being delivered
c. Maintenance Service — service call documentation or copy of the invoice signed and dated
by staff who received the service on the date of service
d.  Construction — refer to contract for documentation required for progress and final
payments, this may include documentation related to sub-contractors

[ ] If departments have different definitions for evidence of receipt, the definitions must be
documented, and reviewed and approved by the Controller's Office.

3. Obtain Approval for Payment

[ ] Submit the invoice to the authorized staff member for review.
Note: Payment documents must be reviewed and approved by a staff member other than the
payment initiator and the purchase requestor. “Payment initiator” refers to the staff who
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initiates payments in the City’s financial system. “Purchase requestor” refers to the staff who
makes the purchase request.

[ ] Obtain approval for payment by authorized staff member.
Note: Department polices must identify “who can approve for what”. Invoices must be signed
and dated. Signatures in electronic forms (e.g., PDF) are acceptable. E-mails with language
indicating that an invoice has been approved cannot replace required approval signatures.

[ ] Obtain review and approval of the invoice by secondary approver, if required.
Note: Department polices must address the circumstances when a second approver is needed.
This may be a certain dollar levels, certain funding sources, efc.

4. Accounting Review of Invoice

The following steps are completed by department accounting staff when an invoice is submitted for
payment:

[ ] Confirm invoice is an original.
If the original invoice is missing, the duplicate invoice must be signed by the Department Head or
approved designee with: 1) an explanation of why the original invoice is unavailable, and 2) a
statement certifying that no payment has been made on the original invoice. The signature card
of the approved designee certified by the Department Head must be on file with the
Controller’s Office.

[ ] Review the invoice for completeness and accuracy. Confirm the invoice has not already been
paid.

[ ] Ensure that invoices have been validated against accompanying ordering and receipt
documents, as follows:
a. Amounts and prices on invoice match ordering and receipt documents
b. Invoice and associated documents are dated and signed by authorized staff
(see “3. Obtain Approval for Payment”, above)
Vendor compliance is verified
Vendor insurance coverage is current
Vendor payment address is accurate, and matches ordering documents
Contract retention/liens are recorded, if contract related
Prior payments are reflected, as needed

S@ 0 Q0

Proper sales tax rates are used

If sales tax is missing or incorrect, additional journal entries are required. Refer to Section 4.5
Sales & Use Tax.

i. If discounts are available, expedite processing to realize discounts.

Discount terms should be clearly stated in the procurement contract. If not specified, the
department should always take discount as specified on the vendor invoice. The discount term
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starts on the date of invoice receipt (refer to Section 4.4.1.1 - Prompt Payment Definitions), not
the invoice date stated on the invoice. It is departments’ responsibility to ensure the discount is
actually taken

i Cost center for payment is identified.

5. Process Payment Document in the Financial System

[ ] The person preparing and entering payments into the financial system cannot approve the final
payment in the system.

[ ] After data entry into the financial system, invoice and supporting documents must be
systematically filed and retained for audit purposes.

The Controller’s Office will review and approve journal entries submitted in the financial system within
five (5) business days.

4.4 | Payment Considerations

This section describes special payment circumstances, including:

® Prompt Payments

e Construction/Contract Payments
e One-Time Payments

e Advance Payments

e lLate Payments

e Payment Disbursements

e Payment Cancellation.

4.4.1 | Prompt Payment to Vendors

The City’s Prompt Payment Program is based on Chapter 14B.7(L) of the City’s Administrative Code, which
states that, “The City shall pay Local Business Enterprises certified by the Human Rights Commission (LBEs)
within 30 days of the date on which the City receives an invoice for work performed for and accepted by
the City.”

To provide consistency of payment policies and procedures, the Controller’s Office has directed that the
Prompt Payment Program shall include non-LBE vendors. In addition, per the Mayor’s Executive Directive
on Payment Policies for Consfruction Contracts (August 2007), “all City Departments shall make every
effort to pay vendors within fifteen (15) business days after receipt of an undisputed invoice for work
performed.” Departments may develop different payment policies and procedures from those in this
section to foster prompt payment, including use of additional accelerated payment methods.
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PROMPT PAYMENT DEFINITIONS

The following timeframes must be met in order to comply with the City’s prompt payment guidelines.

TABLE 4-1. PROMPT PAYMENT DEFINITIONS

TERM

DEFINITION

PROMPT PAYMENT
CLOCK

Date of
Invoice
Receipt

Whichever event is later:
e Date the vendor’s payment request (invoice) received
by the City:
d. Mailed invoice reached the City premises
b. Electronic invoice received in the City e-mail
account, fax machine, and efc.
c. Payment request initiated in a City e-payment
subsystem
e Payment date specified in the contract or purchase
order (not to preclude vendor early performance), or

e Date materials or services are delivered to the City.

Departments may have their own definition of Invoice Receipt
Date. However, the definition must be reviewed and
approved by the Controller's Office.

DAY ZERO

Date of
Invoice
Acceptance

Date the invoice is deemed “accepted” by the City for
payment, meaning all approvals required by the City have
been received.

If there is an invoice dispute, the City must notify the vendor
specifying reasons and corrective actions within seven (7)
calendar days of the Date of Invoice Receipt. Invoice Dispute
Notifications by e-mail to vendors is acceptable.

As part of an invoice dispute, a Stop Notice lien must be filed
with the Controller’s Office. An Invoice Dispute Notification
stops the prompt payment clock until the dispute is resolved.

By DAY SEVEN, invoice
must be submitted to
Accounting for
payment or Invoice
Dispute Notification
must go out to the
vendor

PREVI EW Dat e: Jul 06, 2021
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TERM

DEFINITION

PROMPT PAYMENT
CLOCK

If a corrected invoice must be submitted, the prompt payment
clock re-starts on the date the corrected invoice is received by
the City.

Payment
Due Date

Within 30 calendar days of the Date of Invoice Receipt.

Per the Mayor’s Payment Policies for Construction Contracts
Executive Directive, City Departments shall make every effort
to pay vendors within fifteen (15) business days. When the
due date falls on a Saturday, Sunday, or legal holiday and
City offices are closed, the City may make payment on the
following working day.

By DAY 30, payment
must be made

Payment
Date

The check date. If payment is made by electronic fund
transfer, it is the bank settlement date.

The following screen shots provide examples of how the various key dates appear in the City’s financial
system, FAMIS. Important date fields are shown in red in the following figures below:

e [INVOICE DATE: invoice date indicated on vendor invoice.

e DTE IVC REC: date invoice received by the City (refer to Table 4-1. Prompt Payment Definitions
for detailed definition); for disputed invoices, date the corrected invoice received by the City. For
multiple invoices processed in the same payment document, use the invoice with the earliest receipt
date for DTE IVC REC.

e DUE DATE: the payment date calculated by the system based on the DISC TERMS and the DTE IVC
REC inputted by the user.
Note: Due to the once-a-week check-writing process, the system may assign a check date
different from the DUE DATE for paper checks. Please do not manually change the DUE DATE to
the date before the voucher post date.
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FIGURE 4-1. INVOICE RECEIPT DATE ILLUSTRATION 1

PCHL1500 V5.1 CITY AND COUNTY OF SAN FRANCISCO--NFAMIS 03/25/2015
LINK TO: INVOICE HEADER ENTRY 4:13 PM
INVOICE SEQ DOC TYPE IV INVOICE ALL : N (Y/N)
INVOICE NO/DESC /
ACTION INDICATOR N INTF TYPE IV  VOUCHER NO
INVOICE DATE DTE IVC REC:
PURCHASE ORDER NO NOTE PAD DEPT
PO DOC BALANCE CR BAL
PROPERTY ID IVC AMT: NET :
VENDOR ID/SUFFIX
DBA NAME HDR CR AMT
ADDRESS MATCH TYPE:
STATUS
CITY: ST: 7ZIP: CTRY:

DISTRIBUTION METHOD: D SINGLE CHECK: N LETTERS SENT:
FREIGHT : LIQ DAMAGES
OTHER CHARGES F.0.B. POINT:

DISC TERMS

REJECT CODE
SFX INDEX SUBOBJ  USERCODE PROJCT PRJDTL GRANT GRNTDTL

FIGURE 4-2. INVOICE RECEIPT DATE ILLUSTRATION 2
PCHL1410 V5.1 CITY AND COUNTY OF SAN FRANCISCO--NFAMIS 03/25/2015
LINK TO: VOUCHER HEADER ENTRY 4:17 PM
VOUCHER NUMBER DOC TYPE vC DUE DATE:
ACTION INDICATOR N SINGLE CHECK: N INTF TYPE: EFF DATE:
STATUS CHECK NUMBER: NOTE: CHANGE SEQ
DEPARTMENT CONO1 CONTROLLERS MANAGEME DOC REF NO:
AMOUNT VOUCHERED PART/FINAL: P (P/F) CREATE:
PURCHASE ORDER NO CHANGE NO UPDATE:
MATCH TYPE CONTRACT ID POST:
VENDOR ID/SUFFIX CREDIT IND : N
DBA NAME IVC NET AMT
ADDRESS SEQ:
UNPOST INV
CITY: ST: ZIP CTRY:

INVOICE NO/DESC /
FREIGHT
MASTER ACCOUNTING INFORMATION - DIST METHOD: EXCEPTION PROCESS: N
SFX INDEX SUBOBJ  USERCODE PROJCT PRJDTL GRANT GRNTDTL

If there is a dispute regarding one or more aspects of a vendor invoice, the department must file all

supporting documents with the payment document and/or update the Notepad in FAMIS, as shown in the

following example.
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FIGURE 4-3. NOTEPAD ENTRY FOR DISPUTED INVOICE

PCHL9100 CITY AND COUNTY OF SAN FRANCISCO--NFAMIS 03/25/2015
LINK TO: ELECTRONIC NOTE PAD 4:27 PM
PAGE 01 OF 01
VOUCHER HEADER 1410
ORIGINAL INVOICE RECEIPT DATE:
REASON FOR DISPUTE (E.G. AMOUNT, WRONG ITEM, WRONG ADDRESS, ETC.):
DATE DISPUTE FIRST COMMUNICATED TO VENDOR:

DATE ORIGINAL INVOICE RETURNED TO VENDOR:

DATE CORRECTED INVOICE RECEIVED:

4.4.1.2 | PROMPT PAYMENT IMPLEMENTATION GUIDELINES

The following section describes steps City departments can implement to help ensure prompt payments to
vendors.

Establish a “One-Stop Shop” for Receiving and Tracking Payment Requests

Departments should:

e Create a single point of contact/unit for vendors to submit invoices.

e Create a single point of contact/unit for vendors to make inquiries and receive responses
regarding the status of invoices and payments.

e Specify the name, mailing address, phone number, and e-mail address of the unit in all City
department communications to vendors regarding payment.

¢ Have a back-up protocol to ensure continuity and timeliness of operations during vacations and
other leaves.

e Record invoices and vouchers in financial systems as early in the process as possible and
accurately document the date that each invoice is first received. In FAMIS, the Notepad function
may be used to document additional information about approvals, required corrective actions,

and vendor communications prior to Voucher posting. Be aware that Notepad entries cannot be
used for reporting purposes.
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e Record the Date of Invoice Receipt and the Date of Invoice Acceptance to track the progress of
invoices through necessary approvals.

Track the Duration from Date of Invoice Receipt to Payment Date

Departments must record invoices as soon as they are received. Departments should track the number of
days, for audit purposes, from the Date of Invoice Receipt, to Date of Invoice Acceptance, to Payment
Date. Departments must evaluate the number of payments delayed by performance or other disputes to
determine how to decrease the likelihood of future disputes.

Communicate Corrective Actions in a Timely Manner

Notify vendors within seven (7) calendar days from the Date of Invoice Receipt, or sooner as practicable,
if an invoice cannot be accepted by the City due to defects or improprieties in the goods or services,
errors or omissions in the invoice, contractual performance obligations, or City requirements compliance
status. An invoice may also be denied because a Stop Notice has been filed with the Controller’s Office,
thus disputing the vendor’s entitlement to the requested funds. Clearly describe to the vendor the
corrective action(s) required, including whether the invoice must be corrected and re-submitted to re-start
a payment request process, and document the vendor notification date and reason for notification in the
Notepad.

4.4.1.3 | EASY METHODS TO ACCELERATE PAYMENTS

Vendors must be paid within 30 days of the date on which the City receives an invoice for work
performed and accepted by the City. If a dispute prevents a department from meeting this requirement,
that dispute must be documented.

The fastest and easiest way for departments to accelerate payments is to accept electronic payment
requests and promote electronic payments, as described below.

Electronic Payments via Paymode-X

Electronic payments such as Paymode-X program are free, secure, Internet-based services. Departments
can encourage vendors to sign up with Paymode-X to get electronic payments (ACH - Automated Clearing
House) that are paid out of the City’s existing disbursement account and sent electronically to the vendors’
bank accounts at any financial institution.

Departments can describe to their vendors the numerous benefits of Paymode-X electronic payment,
including:

e There is no charge to the vendor for this service.

e Paymode-X is secure, Internet-based, and requires no software purchase and no modification to
existing accounts receivable system.

e |t takes about 10 minutes to enroll.

Page 149

PREVI EW Dat e: Jul 06, 2021 Wor kspace | D: W500737420 Fundi ng Opportunity Nunber: CDC- RFA-DP21-2111



City & County of San Francisco — Office of the Controller

e Electronic payments are automatically made to vendors’ accounts, with no need to cash physical
checks.

The approval process normally takes approximately 2-3 weeks from the time the vendor enrolls in
Paymode-X. Once the vendor is set up in Paymode-X, the system will notify the Controller’s Vendor
Support Unit by flagging the vendor for ACH payments in the financial system. When the vendor is
flagged, all payments thereafter will be through Paymode-X and will appear in FAMIS as “ACHPAY” in
the “Bank No.” field with “Document Type: AHSFYYNNNNNN?” for the payment document. Electronic
payments display remittance information, currently printed on our checks, to our vendors, contractors and
suppliers.

If vendors are requesting electronic payments, send them the following links to sign up:
OR

For more information on Paymode-X, contact the Controller’s Office at
Partial Payments Not Allowed

If the invoice has disputed items or amounts, the invoice should be returned to the vendor for correction.
Partial payments on invoices are not allowed. Refer to Section 4.7 Payments-Related FAQs for detailed
examples. Partial payment on contract payment is discussed in Section 4.4.2 Construction/Contract
Payment.

Access Online Vendor Payment information

Vendor payment information is searchable online through SFOpenBook under “Spending & Revenue” at

4.4.2 | Construction/Contract Payment*

The following section describes guidelines for departments that make payments on construction projects
and to contractors. For guidelines on construction contracting, refer to Section 3.2 - Contracting Rules &
Regulations, Chapter 6.

4.4.2.1 | CONTRACT RETENTION & LIENS
Refer to Section 10 - Fixed Assets.
4.4.2.2 | STOP NOTICE

A “Stop Notice” provides a legal remedy to sub-contractors against a prime contractor for non-payment
of goods and/or services provided or performed to support delivery of an existing contract with the City.
A Stop Notice informs the Controller that a dispute over payments exists between a prime and a sub-
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contractor. When a Stop Notice is received, the Controller withholds the disputed amount until a
resolution between the prime and sub-contractor is finalized.

Stop Notices are regulated by California Civil Code Sections 3196 through 3205 and 9000 through
9566 (Title 3. Public Work of Improvement). The following links provide access to the relevant
regulations:

The following high-level process flow diagram provides an overview of what occurs to resolve a Stop
Notice.
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ACCOUNTING POLICIES & PROCEDURES

FIGURE 4-4. STOP NOTICE WORKFLOW

Sub-consultant /
sub-contractor alleges
nonpayment by the
contractor and issues a
Stop Notice to the
Controller

City executes an agreement Contactor / vendor hires a
with an external contractor sub-consultant / sub-
/ vendor contractor

Controller’s Office obtains
accounting system
Encumbrance # from
department and blocks
encumbrance in the system;
department records Stop
Notice in system (125% of
amount withheld)

Controller’s Office notifies
contractor (with cc: to Prime and sub-contractor
subcontractor and resolve issue; release the
department) regarding Stop Stop Notice with Controller
\[e}d[e:]

Controller’s Office unblocks
the encumbrance in
accounting system and
notifies department to
release funds; withheld funds
are released to prime
contractor

Stop Notices are usually mailed to the Controller’s Office, but a sub-contractor can also file a Stop Notice
in person with the Controller’s Office Claims and Disbursement Unit (Disbursement Unit). Upon receipt of
a signed Stop Notice, the Disbursement Unit e-mails the Stop Notice to the accounting unit of the
contracting department identified on the Stop Notice. The department, upon receipt of the e-mail, must
clearly identify the project and the FAMIS Encumbrance number(s) (“EN”, or “PO”). Note that sub-
contractors must file a 20-day Preliminary Notice before starting work for a prime contractor. If a sub-
contractor failed to file one, prime contractors may challenge the sub-contractor’s Stop Notice.
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The Disbursement Unit then sends a notification letter to the prime contractor against whom the sub-
contractor is filing a Stop Notice. The sub-contractor and the accounting personnel of the contracting
department are copied of the notification letter, as follows:

e If the encumbrance balance (remaining balance + retainage) shown in the financial system is
enough to cover the amount of the Stop Notice plus 25%, the Disbursement Unit will send the
prime contractor the Standard Nofification Letter. The sub-contractor and the accounting personnel
of the contracting department are copied on the notification letter.

e If the encumbrance balance (remaining balance + retainage) shown in the financial system is not
enough to cover the amount of the Stop Notice plus 25%, the Disbursement Unit will send the
prime contractor the Non-sufficient Funds Nofification Letter. The sub-contractor and the
accounting personnel of the contracting department are copied of the notification letter.

e If a sub-contractor subsequently files an Amended Stop Notice to modify the Stop Notice they
originally filed, the Disbursement Unit will send the prime contractor the Amendment Notification
Letter. The sub-contractor and the accounting personnel of the contracting department are copied
of the notification letter.

A prime contractor can serve the city with an Affidavit to dispute the validity or the amount of the Stop
Notice filed by the sub-contractor. An Affidavit is a written declaration under oath, made without notice
to the adverse party. It must include a written declaration clause signed by the prime contractor that
includes the date and place of signing and a statement under penalty of perjury that its contents are true
and correct (e.g., “The statement set forth in this letter are true and correct and are made under penalty
of perjury this xx (date) of xx (month), xxxx (year) in San Francisco”). Upon receipt of the Affidavit from
the prime contractor, the Disbursement Unit will send a letter by certified mail to the sub-contractor
notifying that the prime contractor has served the City an Affidavit refuting the Stop Notice; a copy of
the letter will also be sent to the prime contractor; and another copy of the letter will be e-mailed to the
accounting unit of the contracting department.

The sub-contractor can serve the City with a Counter-Affidavit contesting or refuting the Affidavit filed by
the prime contractor. The sub-contractor has 20 days (from the date of the letter sent by the prime
contractor) to serve the City the Counter-Affidavit. It must include a written declaration clause signed by
the sub-contractor that includes the date and place of signing and a statement under penalty of perjury
that its contents are true and correct (e.g., “The statement set forth in this letter are true and correct and
are made under penalty of perjury this xx (date) of xx (month), xxxx (year) in San Francisco”). In
addition, the sub-contractor must supply copies of invoices to support the claims in the Counter-Affidavit.
Upon receipt of the Counter-Affidavit from the sub-contractor, the Disbursement Unit will send a letter to
the prime contractor notifying that the sub-contractor has served the City a Counter-Affidavit refuting the
Affidavit; a copy of the letter will be sent to the sub-contractor; and another copy of the letter will be e-
mailed to the accounting unit of the contracting department.
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4.4.2.3 | RELEASES

If Counter-Affidavit is received from the sub-contractor, and a request is received from the prime
contractor to release funds, the accounting unit of the contracting department should contact the City
Attorney’s Office (David R. Hobstetter at 554-3981) for instructions. Follow City Attorney’s instructions
for any further actions.

Unlike filing a Stop Notice where original signatures are not required, all releases of a Stop Notice from
a sub-contractor must have an original signature. There are five types of releases, described below.

Unconditional Release

e This release satisfies the sub-contractor’s monetary complaint (Stop Notice)
e The amount indicated on an Unconditional Release must be “$0”

e Upon receipt of an original Unconditional Release, the Disbursement Unit will e-mail a copy to the
contracting department and unblock the EN or PO in the financial system.

Partial Release

e This release partially (up to the released amount) satisfies the sub-contractor’s monetary complaint
(Stop Notice)

e Upon receipt of an original Partial Release, the Disbursement Unit will e-mail a copy to the
contracting department and unblock partially (up to the amount released in the Partial Release)
of the EN or PO in the financial system.

Release of Stop Notice

e This release satisfies the sub-contractor’s monetary complaint (Stop Notice)

e If the amount to be released, as indicated on the Release of Stop Notice, equals to the amount of
the Stop Notice, the Disbursement Unit will e-mail a copy to the contracting department and
unblock the EN or PO in the financial system

e |If the amount to be released, indicated on the Release of Stop Notice, is less than the amount of
the Stop Notice, it is considered a Partial Release. The Disbursement Unit follows the Partial
Release instructions.

Bond Release

e The prime contractor bought the bond to release the Stop Notice. The bonding company will pay
the sub-contractor if at a later time the Court ruled in favor of the sub-contractor

e A Bond Release must have original seal of the bonding company with original signature

e The release bond and the performance bond must have different underwriters. The Disbursement
Unit will contact the contracting department to find out the underwriter of the performance bond
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e The amount indicated on the Bond Release must equal to the amount of the Stop Notice. If it is
less, the Disbursement Unit will contact the prime contractor to revise the amount

e If all above conditions are met (original seal, original signature, different underwriters, equal
amount), the Disbursement Unit will e-mail a copy to the contracting department and unblock the
EN or PO in the financial system.

Note that each Stop Notice and release incident may be different. Consult with the City Attorney’s
Office for instructions.

4.4.3 | One-Time Payment

These guidelines are issued under the Controller’s authority under:

e San Francisco Charter, Article Ill, Sec. 3.105; and
® San Francisco Administrative Code Chapter 10, Article I, Sec. 10.07

The one-time payment process in the City’s financial system is only for authorized non-recurring and non-
1099 reportable payments to one-time vendors. Refer to Section 4.6.2 1099 Reportable Payments below
for more information about what is and is not 1099-reportable.

Allowable non-1099 reportable one-time vendor payments include:

e Non-1099 reportable Claims and Judgments as well as Litigation expenses — use sub-object
05311 for settlement of claims generally processed by the City Attorney and other responsible
departments

e Tow Claim Judgments and Refunds of improper tow charges — use sub-object 05311, generally
processed by the Police Department and Parking and Traffic

e Refunds of security deposits from liability or deferred credit account (e.g., GL 241, 249 for Port’s
refund of customer deposits, Treasure Island’s refund of event security deposits)

e Payments against Agency Obligations (GL 219) (e.g., payment from Trial Court Trust Account;
District Attorney’s Bad Check program, Juvenile Probation restitutions)

e Aid Assistance payments (characters 036/037) — processed by Human Services Agency and not
subject to 1099 reporting if paid directly to clients, including SSI retro payments to clients

e  Working Families Credit payments — non-1099 reportable tax credit, use sub-object 03910

e Elections’ poll workers (sub-object 02710) and polling places (sub-object 03051) payments with
the assumption that the annual payments to any one individual will not exceed the $600 limit in
one tax year

o Other examples include: reissue of ERS Retirement Allowances (sub-object 05511), reissue of
payroll checks, Building Inspection Code Enforcement Rehabilitation Fund Underground Utility
Program (sub-object 03599).
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4.4.3.1 | RULE FOR ONE-TIME PAYMENT PROCESSING

Typical use of the “OT document type” for one-time payment involves one-time, non-recurring payments
to vendors and expenses that are paid out of liability accounts, agency obligations, special programs or
funds. One-time payments are for paying vendors (not employees) for non-recurring, non-1099
reportable expenses. One-time payments are not for employee reimbursements, and should not be used
for purchase of materials and supplies, or services. Departments must maintain proper controls and/or
verification procedures to ensure accurate 1099 reporting. Documented misuse of one-time vendor
payment may be grounds for possible suspension of security access to document type OT.

4.4.3.2 | ONE-TIME PAYMENT EXCEPTIONS

One-time payments should not be used for 1099-reportable expenditures. The following are limited
exceptions to 1099-reportable one-time payments, on condition that departments submit W-9 information
to the Vendor File Support Unit at the time of payment. Departments should forward the W-9 to Vendor
File Support after the one-time vendor number is generated in the financial system. Even when a 1099-
reportable payment may be below the $600 reportable limit, W-9 information is still required.
Departments are also required to provide certification in the FAMIS Notepad to justify the use of one-
time vendor payments and to certify that W-9 information has been provided. Note that 1099-
reportable payments should not be made from revolving funds.

e Aid Assistance payments — Human Service Agency maintains W-9 information for non-client
payees and submits W-9 information to Controller’s Vendor File Support Unit for update or set up
of vendor numbers. Payments to non-client payees must use the sub-object flagged for 1099-
reportable. Additionally, the department should use the correct sub-object to ensure proper
recording in 1099; e.g., box 3 or type 07 for non-employee compensation, vs. sub-object 03652
(type 01), which will be reported in box 1 for rents/leases.

e Claims and Judgments, Litigation Expenses (legal fees, rents, etc.) = 1099 reportable

o Judgments—Legal Fees should be recorded to sub-object 05323 (type 07), which will be
reported in box 7 on the 1099-M

o Litigation Expenses—Legal Fees included in gross proceeds should be recorded to sub-
object 05312 (type 11), which will be reported in box 14 on the 1099-M

o General Litigation Expenses should be recorded to sub-object 05321 (type 07), also
reported in box 7 on the 1099-M (e.g., District Attorney’s witness lost wages payments)

o For rent/lease expenses paid to non-clients engaged in the business of rentals and housing
as a result of litigation, sub-object 05324 (type 1) should be used, which will be reported
in box 1 on the 1099-M (e.g., District Attorney’s relocation expenses).

e 1099-reportable Public Defender’s payments to expert witnesses (keeping necessary
confidentiality should not preclude compliance with IRS regulations and W-9 information is still
necessary) — use sub-object 02699 Other Fees (type 07). Do not make these payments from the
revolving fund.
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e  Water Department toilet rebates (sub-object 03820).

e The Public Defender’s Office makes payments from its Capital Cases Revolving Fund, and may
continue to do so while in compliance with the IRS 1099 tax reporting requirements. For purposes
of confidentiality, however, Public Defender will restrict information to the minimum needed to
meet the IRS 1099 reporting requirements.

4.4.3.3 | SYSTEM INTERFACES OF OT PAYMENTS

When using system interfaces for OT payments that are 1099-reportable, completed payee W-9s must
be submitted to the Vendor File Support Group at the time of interface.

4.4.3.4 | UNACCEPTABLE ONE-TIME PAYMENTS
The following types of payments should never be processed as a one-time payment:

e Revenue refunds, which should be processed as “RR” or “RD” Revenue Refund document types in
the financial system

e Payments to employees including employee reimbursements
e Contractual services

e Purchases of materials and supplies.
4.4.3.5 | EXISTING CONTROLS TO ASSIST DEPARTMENTS WITH ONE-TIME PAYMENTS

The following systems and processes are in place to help prevent unacceptable one-time payments being
entered by departments:

® Vendor numbers and expense sub-objects are flagged as either 1099 reportable or non-1099
reportable. Departments should ensure use of the correct set-up for vendor numbers and sub-