City and County of San Francisco
Office of Contract Administration

[image: image1.png]




Gavin Newsom
Naomi Little


Mayor
Director and Purchaser

Purchasing

Date

TO:
All User Departments 

FROM:
Name, Purchaser or Sr. Purchaser
SUBJECT:
Current Contract No. XXXXX – Title; User Department Survey

Purchasing intends to solicit bids for (enter contract title) in the near future and requests your review of the attached bid document.

Purchasing recommends that you review Special Conditions Nos XX – XX and the items/services listed on the Bid Sheet(s) and make any changes that you consider necessary to your Department’s needs.  In particular, the following information is requested:

1.
Provide your Department’s annual estimated usage for each item/service.  See Bid Sheet(s) Items X – XX.  OR See Award Sheet(s) Items X – XX.
2.
Make suggestions for changes in item/service descriptions and/or specifications/scope of services.

3.
Provide specifications/scope of services for items/services to be added to the contract

4.
Suggest items/services to be deleted.  See Bid Sheet(s) Items X – XX.  OR See Award Sheet(s) Items X – XX.
5.
List any other concerns that will affect your Department’s needs.

Please return the contract along with your comments by Day, Date.  Send your response to:

OCA/Purchasing  #70

City Hall, Room 430

1 Dr. Carlton B. Goodlett Place
Attn:  Name, Purchaser or Sr. Purchaser
As an alternative, you can e-mail your comments to:  xxxxx.xxxxx@sfgov.org
Thank you for taking time from your busy schedule to respond to this survey.

If you have any questions, please e-mail or contact me at XXX-XXXX.

Enclosure

XXX/xxx
City Hall, Room 430    1 Dr. Carlton B. Goodlett Place   San Francisco CA 94102-4685    Tel. (415) 554-6743   Fax (415) 554-6717
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