
 

City and County of San Francisco 
Office of the City Administrator 

Grants for the Arts 
 

REQUEST FOR PROPOSALS FOR 
Planning and Evaluation Consultant 

RFP#GFTA 2017-01 
CONTACT: Joan Lubamersky, Joan.Lubamersky@sfgov.org 

 

 Background 
 
Grants for the Arts (GFTA), a San Francisco municipal arts 
funding agency, is seeking a consultant to assist the 
Citizens Advisory Committee (CAC) in a review of the 
agency’s funding structure, criteria and policies in order to 
devise and to recommend sustainable alternative funding 
strategies for consideration. 
 
Grants for the Arts was established through a combination 
of City and State legislation in 1961 to utilize Hotel Tax 
funds to advertise and promote San Francisco by supporting 
cultural and promotional organizations which enhance the 
City’s attractiveness to visitors. The agency’s primary goal is 
to be a consistent, stable, ongoing source of operating 
support for nonprofit arts and culture organizations that best 
fit GFTA’s criteria. 
 
The Citizens Advisory Committee is a broadly-based non-
partisan group of advisors to GFTA and the City 
Administrator, which evaluates applications for funding vis-
à-vis published criteria, reviews the Fund’s policies and 
procedures, and recommend changes as appropriate and 
necessary. 
 
Project Objectives 
 
The San Francisco Hotel Tax had a portion of its revenue 
dedicated to the arts from its inception in 1961 until the 
enabling legislation was repealed in 2013. GFTA now 
receives its annual budget from the City’s General Fund 
instead of a dedicated percentage of the Hotel Tax. While 
Hotel Tax revenue has increased, GFTA’s grantmaking 
budget has decreased over time and the agency can no 
longer assume it has a growing and dependable source of 
funds. The agency has not been able to meet its published 
funding goals or add a robust slate of new grantees for 10 
years. In 2016, a ballot proposition that included the 
restoration of GFTA’s dedicated funding from the Hotel Tax 
(Proposition S) received a majority of the vote, but fell just 
short of the two-thirds needed to pass. This means that 
GFTA must revisit policies and procedures that were 
created on the model of a growing and dependable budget 
in order to develop a sustainable funding model.  
 

 

Anticipated Contract Term 
 

Based on this RFP’s schedule, the anticipated 
contract term will be October 3, 2017-April 30, 2018, 
Actual contract term may vary, depending upon 
service and project needs at the City’s sole, absolute 
discretion.  Proposers selected must be available to 
commence work on or before October 3, 2017. 
 
Anticipated Contract Budget  
 

The anticipated not-to-exceed contract budget is 
$20,000.The City seeks proposals demonstrating an 
efficient, effective approach with measurable 
program deliverables and outcomes.  
 
 
There is no S.F. Administrative Code 14B Local 
Business Enterprise (LBE) subcontracting 
requirement for this RFP or resulting contract.  
However, all Proposers must submit the forms 
required as part of RFP Attachment II.  LBEs will be 
eligible for rating discounts in accordance with RFP 
Attachment II and are strongly encouraged to submit 
responses.   
 



 
Schedule* 
 
RFP Issued 
 
Deadline for RFP Questions  
 
Deadline for RFP Answers  
 
Deadline for RFP Proposals 
 
Notice of intent to award a 
contract 
 
*Dates are subject to change. 

 
 
 
08-25-2017 
 
09-05-2017 (5pm PT) 
 
09-08-2017 (5pm PT) 
 
09-15-2017 (5pm PT) 
 
09-22-2017 (5pm PT) 
 

 
Questions and Communications 
 
To ensure fair and equal access to information about 
this RFP, e-mail your questions to 
Joan.Lubamersky@sfgov.org 
 
Questions must be in writing and received by the 
Deadline for RFP Questions.  No questions will be 
accepted after this time with the exception of City 
vendor requirement questions. 
 
A summary of the questions and answers pertaining 
to this solicitation will be posted on City’s website 
http://www.sfgov.org/   under Business – Bids & 
RFP’s >>Consultants and Professional Services at 
the following URL: 
http://mission.sfgov.org/OCABidPublication/ReviewBi
ds.aspx  

 
Controller’s Office ● City Hall, Room 316 ● 1 Dr. Carlton B. Goodlett Place ● San Francisco, CA 94102 ● 415.554.7500 

 

1.  Introduction 
 
1.1 General Terms Used in the RFP 
 
The “Proposer” refers to any entity submitting a proposal to this Request for Proposals (“RFP”).  The 
“Contractor” refers to the Proposer awarded a contract for services under this RFP.  Other abbreviations 
used throughout this RFP include: 
 

• GFTA is Grants for the Arts 
 
1.2 Background 
 
 
 
1.3 Statement of Need and Intent 
 
GFTA seeks information and advice concerning issues such as the following: 
 
How can GFTA balance its commitment to fund new organizations and to be a stable and dependable 
source of funding to current grantees who meet criteria without having an increasing revenue stream 
available with a direct tie to the Hotel Tax Fund? 
 
The loss of the direct tie to the SF Hotel Tax Fund has made GFTA’s model of using its current funding 
goal percentages to determine grant amounts unsustainable. What alternative method of allocating grant 
amounts and funding guidelines could be considered in light of static revenue?  
 
Are GFTA’s current Eligibility Criteria still applicable? If not, what changes in criteria should be 
considered? Can and should external factors be taken into consideration with regard to the allocation of 
grant dollars: e.g. cost of living/cost of doing business in San Francisco: Whether or not a grantee 
organization has employees or maintains its own space? 
 
How can estimated attendance numbers reliably be taken into consideration in determining grant 
amounts? 
 
What are best practices in declining underperforming current grantees? 
 
How can GFTA’s mission, policies and procedures work in better partnership with our sister agency, the 
San Francisco Arts Commission? How could they be adjusted to better serve the San Francisco arts 
community? 
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Would the San Francisco arts community be better served by changes to the grant application process or 
schedule? 
 
 

2.  Scope of Work 
 
This scope of work is a general guide to the work the City expects to be performed, and is not a complete 
listing of all services that may be required or desired.  
 
To minimize duplication of effort and to allow the City to coordinate data requests and data available for 
the services requested within this RFP, as well as for previous and future projects, the selected 
Contractor’s findings and data may be shared by the City with other City Contractors, as deemed 
appropriate by the City. 
 
Each Proposer should demonstrate its capabilities by providing responses to RFP Attachment V, 
Proposal Template.   
 
Selected Proposer will work closely with the City Program Team, composed of staff from the City and 
County of San Francisco Grants for the Arts (GFTA) 
 
2.1  Contractor Tasks   
 
Successful completion of the following will be established by a negotiated Agreement between the City 
and Contractor: 
 

1) Review relevant written materials, survey the field, conduct discussions with grant policy makers and 
funders  
 

2) Aggregate findings to create a written report that suggests options for alternative funding structures that 
could be developed into a long-term, equitable and sustainable grantmaking strategy   
 

3) Submit written report to GFTA staff.  
 
 
 

3. City-Proposer Communications  
 
Proposers are specifically directed NOT to contact any employees or officials of the City other than those 
specifically designated in this RFP and its Attachments.  Unauthorized contact may be cause for rejection 
of proposals at the City’s sole and absolute discretion. 
 
3.1 Questions and Answers  
 
The City will compile all questions and answers and post them on the City’s website http://www.sfgov.org/   
under/ Business – Bids & RFP’s >>Consultants and Professional Services at the following URL: 
http://mission.sfgov.org/OCABidPublication/ReviewBids.aspx  
 
Please e-mail any questions to Joan Lubamersky at Joan.Lubamersky@sfgov.org. No oral questions will 
be accepted. Questions, in accordance with the below schedule, must be in writing and received before 
5:00 pm PDT on 09-05-2017. No questions will be accepted after this time with the exception of City 
vendor compliance.  
 
3.2 Summary of Information Requested and Presented 
 
A summary of all questions and answers pertaining to this RFP will be posted on the City’s website 
http://www.sfgov.org/   under Business – Bids & RFP’s >>Consultants and Professional Services at the 
following URL:  http://mission.sfgov.org/OCABidPublication/ReviewBids.aspx (“Website”).  It is the 
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Proposers’ responsibility to check this Website for any updates.  The City recommends that Proposers 
check the Website for updates on a daily basis at a minimum. 
 
3.3 City Communication Following Receipt of Proposals 
 
The City may contact the Proposers for clarification or correction of minor errors or deficiencies in their 
Proposals prior to deeming a Proposal as non-responsive.  Clarifications are “limited exchanges” between 
the City and a Proposer for the purpose of clarifying certain aspects of the Proposal, and do not give a 
Proposer the opportunity to revise or modify its Proposal.  Minor errors or deficiencies are defined as 
those that do not materially impact the City’s evaluation of the Proposal; for example, failing to label the 
“original” Proposal as an “original”.  For information regarding the City’s Evaluation Process, See RFP 
Section 5.0 - Evaluation Criteria.   
 

4.  Proposal Submission Requirements  
 
4.1. Time and Place for Submission of Proposals 
 
Proposals and all related materials must be received by 09-15-2017 (5pm PT). Proposals may be emailed 
to renee.hayes@sfgov.org or mailed or delivered to:     
    
  

Renee Hayes 
Grants for the Arts 
401 Van Ness Ave. 
Room 321  
San Francisco, CA 94102 

 
Postmarks will not be considered in judging the timeliness of submissions. Proposals submitted by fax will 
not be accepted.  Late submissions will not be considered, including those submitted late due to postal or 
delivery service failure.   
 
4.2 Proposal Package 
 
The following items must be included in your proposal and packaged in a box or envelope clearly marked 
RFP# GFTA 2017-01 Planning and Evaluation  
 
Complete, but concise proposals, are recommended for ease of review by the Evaluation Team.  
Proposals should provide a straightforward description of the Proposer’s capabilities to satisfy the 
requirements of the RFP.   Marketing and sales type information should be excluded.  All parts, pages, 
figures, and tables should be numbered and clearly labeled.   
 

A. One (1) original printed proposal (with original signatures) labeled as “Original.”   
 
RFP Attachment I  Acknowledgement of RFP Terms and Conditions 
 
RFP Attachment II Contract Monitoring Division’s Local Business Enterprise Forms  
 
RFP Attachment III City’s Administrative Requirements 
 
RFP Attachment IV City’s Agreement Terms and Conditions 
 
RFP Attachment V Proposal Template 

 
B. One (1) CD-ROM or flash drive containing entire contents of proposal, including all RFP 

Attachments.  CD-ROM/flash drive and all files must be labeled with the Proposer’s name.  All 
files should be submitted in unprotected PDF or Word format.  Electronic files should include 
signatures, where applicable.  
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C. Two (2) complete printed copies of RFP Attachment V.  Proposers are advised to review RFP 
Attachments I through IV before beginning work on the proposal template in RFP Attachment V to 
ensure that City requirements can be met.   
 
 

5.  Evaluation Criteria 
 

This section describes the guidelines used for analyzing and evaluating the proposals.  It is the City’s 
intent to select Proposer(s) for contract negotiations that will provide the best overall service package to 
the City inclusive of fee considerations. Proposers selected for contract negotiations are not guaranteed a 
contract.  This RFP does not in any way limit the City’s right to solicit contracts for similar or identical 
services if, in the City’s sole and absolute discretion, it determines the proposals submitted in response to 
this RFP are inadequate to satisfy its needs.  There are two phases to the evaluation process.  City and 
CMD staff first perform an Initial Screening process as described in Section 5.1.  Proposals that pass the 
Initial Screening process will proceed to the Evaluation Process described in Section 5.3. 
 
5.1 Initial Screening; Minimum Qualifications   
 
City will review each Proposal for initial determinations on responsiveness and acceptability in an Initial 
Screening process.  Elements reviewed during the Initial Screening include, without limitation:  proposal 
completeness, compliance with format requirements, compliance with minimum qualification 
requirements, verifiable references, and responsiveness to the material terms and conditions of the 
Agreement (Attachment IV, City’s Agreement Terms and Conditions (P-500)).   
 
Proposals are not scored during the Initial Screening process.  Initial Screening is simply a pass/fail 
determination as to whether a Proposal meets the threshold requirements described above.  A Proposal 
that fails to meet these requirements will not be eligible for consideration in the Evaluation Process 
described in Sections 5.3 below.  The City reserves the right to request clarification from Proposers prior 
to rejecting a Proposal for failure to meet the Initial Screening requirements.  Clarifications are “limited 
exchanges” between the City and a Proposer for the purpose of clarifying certain aspects of the Proposal, 
and will not give a Proposer the opportunity to revise or modify its Proposal.  Proposals that meet the 
Initial Screening requirements shall proceed to the Evaluation Process. 
 
 5.1.1 The Proposer certifies that it meets the following Minimum Qualifications:  
 

A. EXPERIENCE: 
It has submitted a minimum of one (1) and a maximum of two (2) Prior Project Description(s) in 
accordance with RFP Attachment V, Section B, clearly demonstrating successful completion of 
work similar to tasks in this RFP    
 

B. PROJECT MANAGEMENT: 
The project manager lead proposed to be assigned to the City’s project individually has had a 
similar role in a minimum of one (1) of the Prior Project Descriptions for the Proposer (listed in 
Attachment V). 
 

C. STAFFING (if any) 
The Proposers shall identify support staff to be involved.  Proposers may also include resumes 
for supporting staff. 
 

   
5.2 Evaluation Team 
 
City representatives, potentially including, but not limited to the City’s project manager, will serve as the 
Evaluation Team responsible for evaluating Proposals according to the Proposal Evaluation Criteria in 
Section 5.3.  Specifically, the team will be responsible for the evaluation and rating of the proposals and 
for performing reference checks. 
 
5.3 Proposal Evaluation Criteria (100 points) 
 
Proposals will be evaluated in accordance with the information provided by the Proposer in RFP 
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Attachment V and the criteria below.  
 
5.3.1  
Proposer and Partner (if applicable) Firm Qualifications – 25 points 
 

a) Experience in or knowledge of municipal and national arts grantmaking, including familiarity with 
grant processes, strategy, best practices and trends in the field. 

b) Familiarity with the San Francisco/Bay Area arts community, including practitioners, funders, and 
issues 

c) Ability to research and analyze data and to craft suggestions relevant to City and County of San 
Francisco’s funding structures, legislation and limitations 

d) Experience designing, disseminating and implementing field-based surveys and presenting 
aggregated findings to client 

e) Competitive fee proposal and project plan 
f) Experience working with diverse communities and sensitivity to issues of cultural equity in relation 

to grantmaking strategies 
g) Experience conducting research and facilitating discussions with arts and culture grant policy 

makers and funders 
 
5.3.2  Proposed Staff Qualifications – 40 points 
 

a) Clarity and appropriateness of proposed staff roles and responsibilities; 
b) Applicability of proposed staff qualifications and education, including partners; and 
c) Commitment to provide continuity of qualified staff through completion of services. 

 
5.3.3  Project Approach and Cost – 25 points 
 
a) Work plan/approach demonstrates understanding of the project and the tasks to be performed; 
b) Demonstrates ability to complete project in a timely manner; 
c) Has appropriate expectations of client involvement or level of effort and knowledgeable questions and 

data/resource requests; 
e) Cost proposal is sufficiently detailed, reasonable and appropriate for the work involved. 
 
5.3.4 Completeness of Proposal Submission – 10 points 
 
a)  Proposal conforms with RFP requirements and concisely but comprehensively addresses RFP 

requirements; 
b)  Proposal is professionally presented and contains organized content and format. 
 
5.4   Contractor Selection Processes 
 
5.4.1  Selection Interviews 
Following the City’s evaluation of proposals, Proposers may be invited to interviews.  Interviews, if 
pursued by the City, will consist of standard questions asked of all selected Proposers, and specific 
questions regarding individual proposals.  If interviews are conducted, they will be worth 100 points based 
on a set of criteria established following review of written proposals.  The 100 points possible awarded for 
interviews will be added to the 100 possible points awarded during the Proposal Evaluation process for a 
total of 200 points. The lead staff members that will be assigned to the project should be present for the 
interview, as well as the lead staff of any subcontractor. 
 
5.4.2 Reference Checks 
Reference checks for the top three ranked Proposers, including, but not limited to prior clients as 
indicated in RFP Attachment V Prior Project Description(s), are required and will be used to confirm the 
applicability of Proposer experience to the services the City is requesting and the quality of services and 
staffing provided to prior clients, as well as adherence to schedules/budgets, Proposer’s creativity, 
problem-solving, project management and communication abilities, and performance on deliverables and 
outcomes.  If reference checks deem that information included in a Prior Project Description or elsewhere 
in the proposal is untruthful, then the City will reject the proposal.   
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5.4.3 Release and Waiver Agreement.  To effectuate the candid completion of the reference check 
above, Respondent is required to execute and submit Attachment VI - Release and Waiver Agreement for 
information requested in Attachment V - Proposal Template. 
 
5.4.4 Other Terms and Conditions 
The selection of any Proposer for contract negotiations shall not imply acceptance by the City of all terms 
of the proposal, which may be subject to further negotiation and approvals before the City may be legally 
bound thereby.   
 
The City will select the highest scoring and most responsive Proposer with whom City staff will commence 
contract negotiations.  If a satisfactory contract cannot be negotiated in a reasonable time with the 
selected Proposer, then the City, in its sole discretion, may terminate negotiations and begin contract 
negotiations with the next highest scoring Proposer it deems qualified.  The City, in its sole discretion, has 
the right to approve or disapprove any staff person assigned to its projects, and any staff substitutions, 
before and throughout the contract term.  The City reserves the right at any time to approve, disapprove, 
or modify proposed project plans, timelines and deliverables, provided that all modifications are within the 
scope of services sought by this RFP. 
 

6.  Protest Procedures 
 
6.1  General  
 
Failure of a Proposer to comply with the protest procedures set forth in this section will render a protest 
inadequate and non-responsive, and will result in rejection of the protest. 
 
6.2 Protest of Non-Responsiveness Determination 
 
By 5:00 p.m. PDT on the fifth (5th) working day of the City's issuance of a notice of non-responsiveness, 
any Proposer that has submitted a proposal and who believes that the City has incorrectly determined 
that its proposal is non-responsive, may submit a written notice of protest by e-mail (fax is not acceptable) 
as directed in Section 6.4.  Such notice of protest must be received by the City on or before 5 p.m. PST of 
the fifth (5th) working day following the City's issuance of the notice of non-responsiveness.  The notice of 
protest must include a written statement specifying in detail each and every reason asserted for the 
protest.  The protest must be signed by an individual authorized to represent the Proposer, and must cite 
the law, rule, local ordinance, procedure or RFP provision on which the protest is based.  In addition, the 
protestor must specify facts and evidence sufficient for the City to determine the validity of the protest. 
 
6.3  Protest of Contract Award  
 
By 5:00 p.m. PST on the fifth (5th) working day of the City's issuance of a notice of intent to award a 
contract under this RFP, any Proposer that has submitted a responsive proposal and who believes that 
the City has incorrectly selected another Proposer for award may submit a written notice of protest by e-
mail (fax is not acceptable) as directed in Section 6.4.  Such notice of protest must be received by the 
City on or before 5 p.m. PDT of the fifth (5th) working day after the City's issuance of the notice of intent 
to award a contract. 
 
The notice of protest must include a written statement specifying in detail each and every reason asserted 
for the protest.  The protest must be signed by an individual authorized to represent the Proposer, and 
must cite the law, rule, local ordinance, procedure or RFP provision on which the protest is based.  In 
addition, the protestor must specify facts and evidence sufficient for the City to determine the validity of 
the protest. 
 
6.4   Delivery of Protests  
 
All protests must be received by the specified date and time deadline.  If a protest is mailed, the protestor 
bears the risk of non-delivery within the deadlines specified herein.  Protests should be transmitted by a 
means that objectively will establish the date the City received the protest.  Protests or notice of protests 
made orally (e.g., by telephone) or by fax will not be considered. 
 
Protests must be delivered to: 
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E-mail: 
Joan.Lubamrsky@sfgov.org 
 
Mail: 
Joan Lubamersky 
Office of the City Administrator 
City Hall, Room 362 
1 Dr. Carlton B. Goodlett Place  
San Francisco, CA 94102 
 

6.5  Protest Review  
 
The Office of the City Administrator will confirm receipt of notice of protest by Proposer. 
 
If a Proposer submits a complete and timely protest, the Office of the City Administrator will review notice 
of protest soon after receipt of the protest to determine validity of notice, including, but not limited to: (a) 
receipt by due date; (b) inclusion of a written statement specifying in detail each and every one of the 
grounds asserted for the protest; (c) signed by an individual authorized to represent the Proposer; (d) 
citation of the law, rule, local ordinance, procedure or RFP provision on which the protest is based; and 
(e) specification of facts and evidence sufficient for the City to determine the validity of the protest.  The 
City, at its discretion, may make a determination regarding a protest without requesting further documents 
or information from the Proposer who submitted the protest.  Accordingly, the initial protest must include 
all grounds of protest and all supporting documentation or evidence reasonably available to the 
prospective Proposer at the time the protest is submitted.  If the Proposer later raises new grounds or 
evidence that were not included in the initial protest, but which could have been raised at that time, then 
the City may not consider such new grounds or new evidence.  The review shall be an informal process 
conducted by the Office of the City Administrator or its designee and will be based upon the information 
submitted by the Respondent in its protest letter.  The Office of the City Administrator will notify the 
Respondent in writing of its decision at the conclusion of the review.  The decision of the Office of the City 
Administrator is final.  The evaluation of proposals will not be delayed or postponed to allow for 
completion of a protest process. 
 
Protests not received within the time and manner specified will not be considered.  A  Proposer's failure to 
protest as specified above on or before the time specified above shall constitute a complete and 
irrevocable waiver of the ground(s) of protest and forfeit the Proposer's right to raise such ground(s) of 
protest later in the procurement process, in a Government Code Claim, or in other legal proceeding.  
 

7. Vendor Compliance  
Proposer must fulfill the City’s administrative requirements for doing business with the City and become a 
compliant vendor prior to contract award. Fulfillment is defined as completion, submission and approval 
by applicable City agencies of the forms and requirements referenced in RFP Attachment III.  
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