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City and County of San Francisco

City Administrator’s Office’s 

REQUEST FOR QUALIFICATIONS FOR

Text Messaging Services for Mobile Donations to 

the City’s Give2SF and Other City Programs

RFQ#CAO2016-1

Date: May 9, 2016

	Overview
The City and County of San Francisco (“City”) is seeking responses from qualified vendors that have successful wireless carrier platforms/systems/applications/solutions that will enable individuals to make monetary donations to the City’s Give2SF and other programs through text messaging via their mobile device at any time.  

The City is interested in receiving such donations quickly, safely and securely, in any amount, at any time and at no or little cost to the City (that is, any transactional or processing fees would be deducted from the donation or charged to the donor prior to the donation transmission to the City), if possible and to the extent feasible.  
	Intent of this Request for Qualification (“RFQ”)

It is the intent of the San Francisco City Administrator’s Office to create a pre-qualified list of vendors from which authorized interested City departments, boards, commissions, agencies and programs may choose prospective contractors that will enable them to accept monetary donations through text messaging consistent with their specific programmatic and fundraising needs. 

Anticipated Contract Period 

Respondents pre-qualified under this RFQ will remain eligible for consideration and contract negotiation on an as needed basis for two years from the pre-qualification notification date.  The initial contract will be for 5 years with options extending to a period not to exceed 10 years.  Firms pre-qualified under this RFQ are not guaranteed a contract.

	Schedule (Note: Dates are Subject to Change)
RFQ Issued
	Monday, May 9, 2016

	Deadline for RFQ Questions
	Friday, May 27, 2016 (5pm PDT) 

	Pre-Proposal Conference
(To allow CCSF to discuss the RFQ with and answer any questions submitted by Respondents and to provide for and equitable dissemination of information.)
	Date:         Tuesday, June 7, 2016 

Time:         4pm to 5pm, PDT
Location:    City Hall, Conference Room 305 

 1 Dr. Carlton B. Goodlett Place 

San Francisco, CA  94102 

Note:  Respondents may also dial into the meeting using 
Call-In Number: (712) 432-1212; and Participant Code 9858

	Deadline for Answers to RFQ Questions 
	Friday, June 17, 2016 (5pm PDT)

	Deadline for RFQ Responses
	Friday, July 1, 2016 (5pm PDT)

	Notice of intent to establish pre-qualified list
	Friday, July 29, 2016 (5pm PDT)

	RFQ Questions and Communications

To ensure fair and equal access to information about this RFQ, e-mail your questions to City.Administrator@sfgov.org.  Questions must be in writing and received by the Deadline for RFQ Questions.  No questions will be accepted after this time, with the exception of questions regarding City vendor requirements.  
A summary of the questions and answers pertaining to this solicitation will be emailed to proposers by the Deadline for RFQ Answers indicated above and posted on the following websites: http://sfgsa.org/public-notices and http://mission.sfgov.org/OCABidPublication

	1 Dr. Carlton B. Goodlett Place, City Hall, Room 362, San Francisco, CA  94102 – City.Administrator@sfgov.org


..Request for Qualifications for

Text Messaging Services for Mobile Donations to the 
City’s Give2SF and Other Programs
I. Introduction 
General Terms used in this Request for Qualifications (“RFQ”)
The “Respondent” refers to any entity submitting a response to this Request for Qualifications (“RFQ”) to be considered for inclusion on a pre-qualified vendor list.  The “Contractor” refers to the Respondent(s) awarded a contract/contracts for services under this RFQ.

General Background
City and County of San Francisco

Established by Charter in 1850, the City and County of San Francisco (“City”) is a legal subdivision of the State of California with the governmental powers of both a city and a county under California law.  The City’s powers are exercised through a Board of Supervisors serving as the legislative authority, and a Mayor and other independent elected officials serving as the executive authority.  The Mayor and then the Board of Supervisors are responsible for approving the City’s 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 specified 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.

2.  
Current City Program Fund Categories
The City has established a number fund categories under Administrative Code Section 10.100 to assist with the financial management of special funds or accounts.  A few dozen of these such funds enable the City to accept and expend gifts and monetary donations from individuals, organizations and entities for City departments and special City programs, above and beyond any approved funding allocations by the Board of Supervisors during the budget process.  

The City’s Give2SF Program currently provides a mechanism for private monetary donations to the following seven of those codified City programs through one web-based portal (www.Give2SF.org):

· San Francisco Disaster Recovery Fund
· City Hall Preservation Fund
· Animal Care and Control Welfare Fund 
· Mayor’s Fund for the Homeless 

· Neighborhood Beautification Fund

· Recreation and Parks Gift Fund

· Voluntary Arts Contribution Fund

This list may be expanded or revised at the discretion of the City’s Give2SF Steering Committee, which is comprised of representatives of the City Administrator, Mayor, Controller, Department of Emergency Management and Treasurer-Tax Collector.  
The City’s current Give2SF web-based platform (www.Give2SF.org) may accept donations for a participating recipient program via credit card, PIN-less debit or E-check.  Other City programs generally accept donations via online or in-person credit card payments, and may also receive donations via standard bank checks.
On average, the City’s seven participating Give2SF programs generally receive a combined total of between $5,000 to $10,000 in donations per year.  The following reflects the total amount of donations received since the official inception of the program in 2012.

	Row Labels
	Sum of Donation Amount

	Animal Care and Control Fund (ACC)
	 $                    20,250.80 

	City Hall Centennial Preservation Fund (CHP)
	 $                      1,505.00 

	City Services Preservation Fund (CSP)
	 $                      1,708.00 

	Mayor's Fund for the Homeless (MFH)
	 $                    13,575.00 

	Neighborhood Beautification Fund (NBF)
	 $                      6,042.00 

	Recreation and Parks Gift Fund (RPG)
	 $                    18,008.00 

	San Francisco Disaster Recovery Fund (DRF)
	 $                      1,995.00 

	Voluntary Arts Contribution Fund (VAC)
	 $                      9,766.01 

	Grand Total
	 $                    72,849.81 


Although the amount of donations that Give2SF programs have received to date have been fairly modest, the amount and frequency of donations may increase with the expanded capability of text donations and potentially greater advertising efforts by the City.
3.   Potential Disaster-Related Funds
The City recently expanded its San Francisco Disaster Recovery Fund to enable individuals to make donations to the City in its disaster/emergency response and recovery efforts for the purpose of replacing or repairing City buildings or infrastructure impacted by a disaster/emergency; and to provide shelter, food and other assistance to individuals, families, pets and animals in San Francisco who are impacted by a disaster/emergency event.  

In the event of any qualifying emergency or disaster event in San Francisco, the City intends to advertise the text donation capability for the purpose of seeking donations to the San Francisco Disaster Recovery Fund to aid in the City’s response and recovery efforts.  We understand that various non-governmental agencies were able to raise millions of dollars in response to Hurricane Sandy, and would expect the same should the City experience a catastrophic event of similar or greater impact.  We believe individuals would be particularly motivated to donate to the City to support its response and recovery efforts because, unlike many of the non-governmental organizations engaged in disaster recovery, the City may not recover or deduct from the donations any administrative fees or costs incurred in administering the fund; and the City is required to report on its use of any donations, thereby ensuring greater transparency and accountability in donation expenditures.  

In fact, a primary motivating factor in issuing this RFQ is to identify vendors who, when a disaster occurs, are prepared to immediately allow donors from throughout the world to donate to San Francisco.

Statement of Intent
The (“City”) is seeking responses from qualified vendors that have successful wireless carrier platforms/systems/applications/solutions that enable individuals to make monetary donations to the City through text messaging via their mobile device at any time.  

Based on responses to this RFQ, it is the intent of the City to create a pre-qualified list of vendors from which authorized interested City departments, boards, commissions and programs may choose prospective contractors that will enable them to accept such monetary donations through text messaging consistent with their specific programmatic and fundraising needs, as outlined below. 
The City may use the pre-qualified list, at its sole and absolute discretion, for selection of firms and negotiations of contracts for two years following establishment of the pre-qualification notification date. Contracts issued to pre-qualified firms will have terms of varying lengths depending on the City's needs, but in no case no longer than a total of 10 years. The City reserves the right to procure services similar or identical to the services specified in this RFQ by any other means. No pre-qualified Respondent is guaranteed a contract.
It is anticipated that, at the end of this contract term, a similar procurement process will identify future vendors for these services. 
II. Scope of Work

The Scope of Work is to be used as a general guide and is not intended to be a complete list of all work or services that may be desired or necessary to complete the project.

As indicated, the City currently only has the capacity to accept donations through online donation portals (e.g., www.Give2SF.org) via credit card and E-check, or in-person via cash, check and credit card.  The City is seeking a text messaging service that will enable the public to submit monetary donations to participating Give2SF Programs and other authorized City programs, through text messaging via their mobile devices at any time.

If possible and to the extent feasible, the City is interested in receiving such donations quickly, safely and securely, in any amount, at any time (day or evening; and workday, weekend or holiday) and at no or little cost to the City (that is, any transactional or processing fees would be deducted from the donation or charged to the donor prior to the donation transmission to the City).  It is particularly important that the City have the capability to immediately activate donation capabilities; and to accept donations both during regular non-disaster times, and during or immediately following a major disaster such as an earthquake.  
Services to be included in the scope of work include ongoing customer support for the City representatives (and ideally, for donors or potential donors), creating a function that will enable the City send out responses to donors, providing reports to the City and/or building a reporting tool that will enable the City to prepare reports on donations, and implementing and supporting protocols and systems to ensure donor confidentiality and security safeguards.  City programs may also be interested in other available services and system capabilities to meet fundraising needs and goals. 
Respondent must also be able to designate short codes with secondary keywords to easily allocate donations to separate City departments, programs or campaigns without the cost to the City of activating multiple accounts.
The City would be interested in exploring and understanding the availability of other services and alternate approaches that would facilitate the transmission of monetary donations to the City consistent with the goals stated in this Section II and RFQ, including any non-text forms of social media giving/donation solutions.

III. Submission/Response Requirements
Response Package

The “Response Package” must include the entire content of the response and the following attachments:
RFQ Attachment I - Acknowledgement of RFQ Terms and Conditions

RFQ Attachment II - Contract Monitoring Division Local Business Enterprise Forms 

RFQ Attachment III - City’s Administrative Requirements

RFQ Attachment IV - City’s Agreement Terms and Conditions

RFQ Attachment V - Response Template
Complete, but concise responses, are recommended for ease of review by the Evaluation Team.  Responses should provide a straightforward, concise description of the Respondent’s capabilities to satisfy the requirements of the RFQ.  All parts, pages, figures, and tables should be numbered and clearly labeled.

Time and Place for Submission of Responses 
The Response Package must be received by 5pm (PDT) on Friday, July 1.  Late submissions will not be considered, including those submitted late due to mail or delivery service failure.  Postmarks will not be considered in judging the timeliness of submissions.  
In order to be considered timely, Respondents must submit all of the following by the indicated deadline:  

1) An electronic copy of the Response Package via email at City.Administrator@sfgov.org with the subject line “RFQ - Text Messaging Services for Mobile Donations”, or on a CD-ROM or USB Flash Drive.  All files should be submitted in unprotected PDF format.  

AND

2) The original signed Response Package and six (6) copies of RFQ Attachment V (Response Template) in a sealed envelope clearly marked “RFQ - Text Messaging Services for Mobile Donations” to the following address either via delivery or in person:

“Text Donations RFQ”
ATTN:  Jennifer Johnston, Deputy City Administrator
Office of the City Administrator

City Hall, Room 362

1 Dr. Carlton B. Goodlett Place

San Francisco, CA 94102

Responses submitted by fax will not be accepted.  Also, note that Respondents hand-delivering responses to City Hall may be required to open and make packages accessible for examination by security staff.  
Content

This will be a new service for the City; and as such, City does not have first-hand experience in this particular product.  We therefore ask that Respondents provide the City with a detailed explanation of their product; its workflow operations; project requirements and costs; and any additional services provided, such as fundraising and outreach capabilities.  
The City also welcomes additional information about Respondents’ services and alternate approaches that may inform our decision.  Again, the City would also be interested in exploring and understanding the availability of other services and alternate approaches that would facilitate the transmission of monetary donations to the City consistent with the goals stated in this Section II and RFQ, including any non-text forms of social media giving/donation solutions.
At a minimum, Respondents must provide response in Attachment V and address the following questions regarding the capabilities, limitations, attributes and information specific to their platform/system/application/solution.  Note that materially incomplete or deficient submissions will be considered non-responsive and will result in disqualification from consideration.
Please respond to the following, including the number and topic.
General Background and Qualifications
Please provide a detailed explanation of your product and its workflow operations.

Provide information on your company’s background and qualifications which addresses the following:
Name, address, and telephone number of a contact person.

A brief general background on your company, including its history, organizational structure and ability to provide the services that the City is seeking.  
Your experience in, and capabilities for designing and building a platform/system/application/ solution to enable text messaging donations, and your experience and capabilities in interfacing with wireless carriers and other organizations or companies to enable text messaging donations and related services.

.(this is Attachment V)  

Team Qualifications: please provide a list of each key person on the project team, their professional backgrounds, and the role each will play in the project.
Program Requirements
Will the Respondent work with major phone carriers within US and Canada that can collect funds through text on behalf of the City?  Does the Respondent have existing relationships with such phone carriers; and if so, which ones?  Are there any major phone carriers that Respondent anticipates it would not be able to establish a relationship to collect monies on behalf of the City—are there any limitations?  

Please assist us in understanding the capabilities and limitations of the donation capability of your wireless carrier platform/system/application/solution.

Would the City have discretion in determining the frequency, number and amount of donations?  Would there be any limitations to the City’s ability to establish the frequency, number and amount of the donations?  

To the extent that the City would have the ability to establish the frequency, number and/or amount of donations, please provide an explanation of the advantages and disadvantages of the following donation capability scenarios:

Limiting each donation to a specific amount ($5, $10, or $25);

Limiting the frequency of the donation to a maximum of 5 text donations each month (or another appropriate number);

Not limiting the donation amounts; and/or

Not limiting the frequency or number of donations.

Would it be possible for the Respondent to accommodate text message donations from abroad?  If Respondent has done so for other clients, please describe that experience.
Project Approach 
Describe the services and activities that your firm thinks can be beneficial to the City.  Include the following information:

Overall scope of work tasks; and

Timeline to setup and deploy the platform/system/application/solution.

Technical Requirements:

Will the platform/system/application/solution enable the public to make donations to the City at any day and time (day or evening; and workday, weekend or holiday)? 

Is the platform/system/application/solution able to support multiple dedicated standard short codes and keyword?  Does the Respondent have the ability to designate short codes with secondary keywords to easily allocate donations to separate City departments, programs or campaigns without the cost to the City of activating multiple accounts?    

Will the platform/system/application/solution enable the City to respond to donors with an informational or confirmatory text message (e.g., “Thank you for your generosity.  For more information, go to …”).

Will the platform/system/application/solution provide or otherwise enable other outreach or fundraising-campaign support.  If so, what kind(s)?
Will the platform/system/application/solution enable donors to opt-in or opt-out if the City decides to use this service for additional communications?
Will the platform/system/application/solution allow the City discretion in determining the timeframe for any additional donor communication?  
Will Respondent be responsible for the infrastructure and systems required to operate the service on the City’s behalf?
Will Respondent test all systems and applications jointly with the City before they are made available to the public?
Fund Settlements
What is the donation process?  Describe in detail, the flow of funds from the point of donation to the point when funds are deposited to the City’s depository account.  Do the donations get charged to the donor through a credit card or phone bill?  If the latter, will the pledged or donated amounts appear on the donor’s phone bill?

On an average, how long will it take for the donated monies to be deposited to the City’s designated bank account?   Specify the turn-around timeframe to remit funds to the City based on similar services you provide to other customers.  Provide a sample timeline showing the donation, the billing cycle and the remittance to the City.
Explain what the different models are for the collection or absorption of any merchant, credit card phone carrier and transaction fees.  The following two are related questions:

Once the phone carriers collect those monies, will 100% of the donated amounts be electronically remitted to the City’s designated bank account?  

If the donor pays his/her phone bill with credit cards, will the phone carrier absorb ALL of the merchant fees associated with that bill payment (essentially, remit 100% of the donated amount to CCSF).

What happens if there is a dispute over the amount of the donation?  

Reporting Requirements
Will Respondent be able to provide a summary listing of all donations by short code designation and keywords in order for the City to be able to appropriately account for the donation? 

Will Respondent be able to provide monthly reports to the City containing the following information, at a minimum:  

Number of text messages sent by message type; 

Carrier usage statistics; and
Total donation amount received by: phone company, and by short code and keywords.


Will Respondent be able to provide the City with access to a reporting tool to generate ad hoc reports on the information outlined above and on individual donor names including timing and amount of individual donations?
Customer Service 

Will Respondent assign an account manager designated to interact with the City and resolve any issues that may arise from the text messaging service?  Will such account manager(s) be available at any time of day, any day of the week?  
Will Respondent have procedures to resolve technical issues including system outages?  And will Respondent notify the City within one (1) hour of any disruption with an expected duration of more than two (2) hours and provide status update.

Security, Confidentiality and Data Privacy
Will Respondent ensure that the product adheres to industry security best practices and the application can safeguard donor information collected as part of processing donations?  What would those safeguards and security practices be?  Will Respondent provide system controls that prohibit access by unauthorized external and internal persons/systems.

Please Describe:

City employee access controls to your platform/system/application/solution services and data. 
Your employee access controls to your platform/system/application/solution services and data.

Third party access controls to your platform/system/application/solution services and data.
Describe the tools and procedures your firm offers to protect the City against fraudulent and unauthorized payment transactions.

Will Respondent guarantee that it will not sell nor provide the list of donors to any other parties, and agree that any type of advertising to donors is prohibited?
Fee Proposal
Please provide a fee proposal that includes the following:

Total fees based on the Scope of Work.

Different vendor payment options for building, supporting and operating the platform/system/ application/solution – fees to the City versus to the donors, transaction or operational fees to the City versus the donors, etc. 
Transaction or operational fees involved in operating the solution.

Setup and other fees required for the initial deployment.
Additional Information Required
34. 
Pending Litigation                   

Briefly describe any litigation or pending litigation related to audit services within the past five years of this RFQ issue date.  If none, state “None.”
35.    Client Relationships Severed For Reasons Other Than Convenience  
Provide a list of your clients where the contractual relationship was not completed and was severed for reasons other than convenience.  A brief description of why the relationship was severed and the name of the client and the client’s project manager are also required.  If none, state “None.”
IV. Evaluation and Selection Criteria

This Attachment V describes the guidelines used for analyzing and evaluating the responses and for Respondent pre-qualification.  It is the City’s intent to pre-qualify Respondent(s) that provide the best overall qualifications to the City inclusive of fee considerations.  Consultant firms selected for pre-qualification are not guaranteed a contract.  This RFQ 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 pre-qualified list is inadequate to satisfy its needs.

Evaluation Team
The proposals will be evaluated by a selection committee comprised of City employees with expertise in a variety of operational and technical areas.  Specifically, the committee will be responsible for the evaluation and rating of the responses for pre-qualification, for conducting reference checks, and for interviews, if desired by the City. 

Evaluation/Selection Criteria
The City intends to evaluate the proposals generally in accordance with the criteria itemized below.  
1. Completeness of Response Submission (5 points)*
a. Response conforms with RFQ requirements and concisely but comprehensively addresses RFQ requirements.
b. Response is professionally presented and contains organized content and format.
* 
Note that materially incomplete or deficient submissions will be considered non-responsive and will result in disqualification from consideration.
2. Project Approach (15 points)
a. Understanding of the project and the tasks to be performed, and other relevant factors.

b. Reasonableness of delivery and implementation timeframe.
3. Quality of Solution (40 points)

a. Extent to which Respondent’s platform/system/application/solution satisfies City requirements as specifically outlined Section II (Scope of Work);

b. Extent to which Respondent’s platform/system/application/solution satisfies the City’s priorities and needs as generally outlined in this RFQ (e.g., report capabilities, safety and security, confidentiality, donation capabilities and related services);
c. Respondent’s workload, customer service standards, staff availability, organizational ability to build and support the Respondent’s platform/system/application/solution and accessibility.
4. Successful Experience of Firm and Subconsultants (20 points)
a. Successful expertise of the firm and subconsultants in the fields necessary to complete the tasks; 

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

c. Successful experience with similar projects.
5. Fee Proposal (20 points)

a. Detailed presentation of both initial and ongoing costs and fees to setup and use the solution; 

b. Total cost of ownership, as the City will score proposals on a sliding scale with lower cost proposals receiving a higher score; and

c. Number of days it will take Respondent to transfer funds to the City.
Contractor Selection Processes

1.    Respondents scoring 70 points and above will be added to the pre-qualified list of vendors.
2.  
Selection Interviews.  Respondents may be invited to interviews with the Evaluation Team.  Interviews, if pursued by the City, will consist of standard questions asked of selected Respondents, and specific questions regarding individual proposals.  The City has sole and absolute discretion over whether interviews will be conducted or not to select Respondents for contract negotiations.  

3.  
Reference Checks.  Reference checks, including, but not limited to, prior clients as indicated in Attachment V Prior Project Description(s), may be used to determine the applicability of Respondent experience to the services the City is requesting; the quality of services and staffing provided to prior clients; adherence to schedules/budgets; Respondent’s problem-solving, project management and communication abilities; and Respondent’s performance on deliverables and outcomes, and effectiveness in meeting or exceeding project objectives.

4.  
Other Terms and Conditions

The selection of any pre-qualified Respondent for contract negotiations shall not imply acceptance by the City of all terms of the response, which may be subject to further negotiation and approvals before the City may be legally bound thereby.  
If a satisfactory contract cannot be negotiated in a reasonable time with any pre-qualified Respondent, then the City, in its sole discretion, may terminate negotiations and begin contract negotiations with any other remaining pre-qualified Respondents.
The City, in its sole discretion, has the right to approve or disapprove any staff person assigned to a firm’s projects 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.

V. Inquiries/Questions
To ensure fair and equal access to information about this RFQ, all inquiries and questions must be directed to City.Administrator@sfgov.org.  Proposers are specifically directed NOT to contact any other employees or officials of the City.  Unauthorized contact may be cause for rejection of proposals at the City’s sole and absolute discretion.
Any questions or inquiries must be submitted by the indicated Deadline for RFQ Questions (Friday, May 27, 2016 (5pm PDT)).  No questions will be accepted after this time, with the exception of questions regarding City vendor requirements.

Questions/inquiries and responses will be posted at the following two webpages by the Deadline for RFQ Answers (Friday, June 17, 2016 (5pm PDT)):  http://sfgsa.org/public-notices and http://mission.sfgov.org/OCABidPublication.
VI. Protest Procedures

Protest of Non-Responsiveness Determination

Within five (5) working days of the City's issuance of a notice of non-responsiveness, any consultant firm that has submitted a response and believes that the City has incorrectly determined that its response is non-responsive may submit a written notice of protest.  Such notice of protest must be received by the City on or before 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 one of the grounds asserted for the protest.  The protest must be signed by an individual authorized to represent the Respondent, and must cite the law, rule, local ordinance, procedure or RFQ 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.

Protest of Establishment of Pre-Qualified Consultant List
Within five (5) working days of the City’s issuance of a notice of intent to establish a pre-qualified consultant list, any consultant firm that has submitted a responsive response and believes that the City has incorrectly selected another Respondent for pre-qualification may submit a written notice of protest.  Such notice of protest must be received by the City on or before the fifth (5th) working day after the City's issuance of the notice of intent to establish a pre-qualified consultant list.
The notice of protest must include a written statement specifying in detail each and every one of the grounds asserted for the protest.  The protest must be signed by an individual authorized to represent the Respondent, and must cite the law, rule, local ordinance, procedure or RFQ 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.

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 will objectively 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 both:
E-mail: 
City.Administrator@sfgov.org
AND

Mail: 
“Text Donations RFQ”
ATTN:  Jennifer Johnston, Deputy City Administrator
Office of the City Administrator

City Hall, Room 362

1 Dr. Carlton B. Goodlett Place

San Francisco, CA 94102

Protest Review

If a Proposer submits a complete and timely protest, the City will review the notice of protest soon after receipt of the protest to determine the validity of the notice, including, but not limited to: (a) receipt by the due date; (b) inclusion of a written statement specifying in detail each and every one of the grounds asserted for the protest; (c) whether it is signed by an individual authorized to represent the Proposer; (d) citation of the law, rule, local ordinance, procedure or RFQ 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 Respondent 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 Respondent at the time the protest is submitted.  If the Respondent later raises new grounds or evidence that was 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 City or its designee and will be based upon the information submitted by the Respondent in its protest letter.  The City will notify the Respondent in writing of its decision at the conclusion of the review.  The City’s decision 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 Respondent’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 Respondent’s right to raise such ground(s) of protest later in the procurement process, in a Government Code Claim, or in any other legal proceeding. 
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