Contracts, Loans, and Grant Ordinance Instructions
Prepared by the Clerk of the Board of Supervisors, 08/31/10
(Relevant Charter Section 9.118; Relevant Administrative Code Sections 10.170 – 10.230-06; Relevant Campaign and Governmental Conduct Code Section 1.126)

Definitions

· Grant Ordinances are used to obtain Board spending authorizations for grants that were not included in the Department’s annual budget appropriation that result in the creation of new City positions(s).  

· Contracts and Loans are used to obtain Board authorization to enter into an agreement for services or merchandise.  
PLEASE NOTE: Legislation for all Contracts, Loans or Grants, which are approved by the Board of Supervisors, are required to be submitted with San Francisco Ethics Commission Form SFEC-126.

Procedure & Timeline

Submit the following documents to the Clerk of the Board of Supervisors by Monday noon, in order to appear on the second following Tuesday's agenda for referral to Committee:

1) Original legislation (on red-lined paper) along with 2 copies of the original legislation and 2 sets of the background material. 

2) Electronic version of the legislation in word  and “Other Required Documents” in pdf  (listed below) to BOS.Legislation@sfgov.org
The grant resolution package must include: 

CONTRACTS OR LOANS

1.  Cover letter addressed to the Clerk of the Board transmitting the proposed ordinance and all background material.  See accompanying Sample Cover Letter for format.

2. Proposed Contract or Loan Approval Ordinance (if applicable) authorizing the execution of said contract or loan.  The original must be on red-lined paper and must have signatures prior to being submitted to the Clerk.  The 2 copies need not be signed. See accompanying Sample Ordinance Template for the ordinance format.

3.  Copy of the Contract or Loan Agreement. (All contracts or loan agreements must be approved as to form by a representative of the City Attorney’s Office.  In addition, an executed copy of the document is required if available.) 

4. Completed Ethics Commission Form SFEC-126 if required. (attached)

Timeline for Contracts and Loans

Under normal circumstances, allow at least 4 weeks after submittal for Contract or Loan approval Ordinances to be reviewed by the Board of Supervisors and signed by the Mayor.  The process is as follows: 

1. Submit the following documents to the Clerk of the Board of Supervisors by Monday noon, in order to appear on the second following Tuesday's agenda for referral to Committee: 1) Original legislation (on red-lined paper) along with 2 copies of the original legislation and 2 sets of the background material; 2) Electronic version of the legislation in word and “Other Required Documents” in pdf to BOS.Legislation@sfgov.org
2. Committee review: If approved by Committee, will be recommended to the full Board.  It will appear on next available Board agenda, which may be one or two Tuesdays after the Committee meeting. 


3. Board of Supervisors Review: If approved by Board of Supervisors, will be forwarded to Mayor for signature. 

4. Following Board of Supervisors Approval: Clerk of the Board has 5 working days to sign and submit Ethics Form SFEC-126 to the Ethics Commission.


5. Mayor’s Signature: Mayor has 10 calendar days to sign and return the ordinance to the Clerk. It is then numbered, copied and distributed. 

GRANTS

1. Cover letter addressed to the Clerk of the Board transmitting the proposed ordinance and all background material.  See accompanying Sample Cover Letter for format.


2. Proposed Grant Ordinance authorizing the acceptance and expenditure of grant funds, signed by the 

a. Department Head

b. Mayor or Mayor’s designee (obtaining signature is handled by the Mayor’s Finance Office)

c. Controller or Controller’s designee (obtaining signature is handled by the Controller’s Grants Unit)

The original copy of the Ordinance must be on red-lined paper and must have signatures prior to being submitted to the Clerk.  The four copies need not be signed. See accompanying Sample Ordinance Template for the ordinance format.  (see example)

3.  Grant Information Form (including Disability Checklist).  The original copy should be signed prior to submittal. 


4. Grant budget, including expenditures by budget category and number of grant-funded positions, their classification and duration.  

5. Copy of Grant Application to funding agency.


6. Copy of award letter from funding agency, or letter of intent to award the grant, if available. 

7. Completed Ethics Commission Form SFEC-126 if required (attached)


Timeline for Grants

Under normal circumstances, allow at least 4 weeks after submittal for Accept and Expend Ordinances to be reviewed by the Board of Supervisors and signed by the Mayor.  The process is as follows: 

1. Mayor’s Office review: submit ordinance package with Department Head’s signature to Mayor’s Office of Finance and Legislative Affairs for review and signature.


2. Controller’s Office review: Submit package signed by Department Head and Mayor’s office to Controller’s Office grants unit for Controller’s signature. 


3. Submit the following documents to the Clerk of the Board of Supervisors by Monday noon, in order to appear on the second following Tuesday's agenda for referral to Committee: 1) Original legislation (on red-lined paper) along with 2 copies of the original legislation and 2 sets of the background material; 2) Electronic version of the legislation in word and “Other Required Documents” in pdf to BOS.Legislation@sfgov.org


4. Committee review: If approved by Committee, will be recommended to the full Board.  It will appear on next available Board agenda, which may be one or two Tuesdays after the Committee meeting. 


5. Board of Supervisors Review: If approved by Board of Supervisors, will be forwarded to Mayor for signature. 


6. Following Board of Supervisors Approval: Clerk of the Board has 5 working days to sign and submit Ethics Form SFEC-126 to the Ethics Commission.

7. Mayor’s Signature: Mayor has 10 calendar days to sign and return the ordinance to the Clerk. It is then numbered, copied and distributed. 

Special Timeline Requirements: All special timeline requirements must be stated in the cover letter so that the Clerk’s office will be aware of your needs.  We will do what we can to assist you… the key operative is “Start the process early!”

Copies of the Adopted Ordinance: If you need to have a copy of the adopted Ordinance to send to a funding agency, you may request a “Certified Copy” which is signed, dated, and has the seal of the City/County affixed or you may request a copy which will be an official copy without the seal.
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