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I. INTRODUCTION 

A. General 
This Request for Qualifications (hereinafter “RFQ” or “Solicitation”) is being issued by the Real 
Estate Division of the City Administrator’s Office (hereinafter, “RED” or “City”). RED is seeking 
qualified suppliers (“Proposers”) to provide proposals (“Proposal”) for qualified and licensed real 
estate advisors to advise the City in connection with various types of real estate transactions that 
the City may undertake between the date of this Request for Qualifications and (5) years (the “Pool 
Period”) as qualified below.  Services sought may include, but are not limited to: strategic planning 
for the City’s space needs; portfolio analysis and strategy recommendations; site location, market 
analysis, and lease negotiation in support of the City as landlord or City as tenant; acquisition or 
disposition of property and air rights; sales of transferable development rights; and the proposal, 
analysis, and implementation of a variety of real estate based financial transactions including 
public/private partnerships, joint ventures, sales or lease/leasebacks, and concession leasing.  

The City shall evaluate Proposals to create a Prequalified Pool of Proposers (“Prequalified Pool”). 
Proposers prequalified under this RFQ are not guaranteed a contract. The City may use the 
Prequalified Pool, at its sole and absolute discretion, on an as-needed basis.  

B. Creation and Duration of the Prequalified Pool 
This RFQ describes the scope of services the City may seek from selected respondents during the 
Pool Period, the City’s terms and conditions under which those services will be performed, and 
prescribes the form and content of responses to be submitted by interested firms.  The City will 
establish a pool of real estate advisors (“Brokers”) to be used in connection with various types of 
transactions. The purpose of the pool is to provide the City with access to real estate 
advisors/Brokers that have been pre-qualified by the City in order to mitigate future time 
constraints and reduce overhead costs of the City.  If and when various real estate advisory services 
within the scope of services described in this RFQ are needed during the Pool Period, the Director 
of Property will select a pool member and enter into a contract with that pool member to provide 
the requested service.  The duration of the Pool Period for this pool will be five (5) years.  
Selection may be made from the pool based on qualifications alone in a targeted manner, or the 
City may reach out to multiple pool members for availability and other factors before selecting a 
member of the pool in any instance.  Selections from the pool will made in a fair and 
nondiscriminatory manner.  The City reserves the right, at its sole discretion, to select real estate 
advisors/Brokers for future real estate transactions or related projects through alternative means or 
requests for proposals. 

Firms within the pool may be retained as real estate advisors by the Real Estate Division in 
connection with real estate transaction services on behalf of any City division or other public entity 
located in the City including, but not limited to, the Airport Commission, Mayor’s Office of 
Housing and Community Development, Office of Economic and Workforce Development, 
Municipal Transportation Agency, Port Commission, Public Utilities Commission, Office of 
Community Investment and Infrastructure, Department of Public Health, Recreation and Parks 
Department, Community College District, Public Library System, Department of Public Works, 
Fine Arts, and Treasure Island Development Authority.  However, nothing contained herein is 
intended to prevent the City or any other public entity located in the City from issuing subsequent 
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requests for proposals for specific real estate transactions or for general real estate consulting 
services.   
Please note that the City has created separate pools for real estate appraisal services and for Title 
Insurance Services, and therefore those services will not be requested as part of this pool. 

C. Resulting Contracts Awarded to Contractors Selected from the Prequalified 
Pool 

1. Selection of Contractors from the Prequalified Pool 
Pursuant to Section 21.4 of the San Francisco Administrative Code, City shall select contractors 
from the Prequalified Pool for Resulting Contracts as described below. Selections must be made 
prior to Pool expiration. City may request quotes or proposals from the Prequalified Pool. Chapter 
14B LBE Rating Bonuses shall apply when evaluating quotes and proposals received from the 
Prequalified Pool. The LBE sub-participation requirement is waived for the Resulting Contracts.  

2. Notice of Intent to Award a Resulting Contract to the Prequalified 
Pool 

City shall issue a Notice of Intent to Award a Resulting Contract to all contractors in the 
Prequalified Pool upon selecting a contractor from the Prequalified Pool. The City’s award of a 
Resulting Contract to a contractor from the Prequalified Pool is final and not subject to further 
review. 

3. Anticipated Term of Resulting Contracts  
A Resulting Contract awarded to the Prequalified Pool shall be non-exclusive, with an original 
term to be determined at the time of Contract award based on the awarding Department’s business 
needs, but shall not exceed five (5) years. 

4. Anticipated Not to Exceed Amount of Resulting Contracts  
The Not-to-Exceed (NTE) amount of a Resulting Contract awarded to the Prequalified Pool shall 
be determined at the time of Contract award based on the awarding Department’s business needs. 

D. Cooperative Agreement 
Any other City department, public entity or non-profit made up of multiple public entities, may 
use the results of this RFQ to select Contractors from the Prequalified Pool under the same terms 
and conditions of this RFQ. 

E. RFQ Schedule 
The anticipated schedule for this RFQ is set forth below. These dates are tentative and subject to 
change. It is the responsibility of the Proposer to check for any Addenda to this RFQ or other 
pertinent information posted in the City’s Supplier Portal and on RED’s webpage.   

Proposal Phase Tentative Date 
Request for Qualifications Issued February 6, 2023 
Pre-Proposal Conference February 13, 2023, 10:00 a.m. 

25 Van Ness, Suite 610 
San Francisco, CA  94102 
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Deadline for Written Questions February 21, 2023 

Deadline to Submit Proposals March 6, 2023 

Notice of Intent to Establish Prequalified Pool March 13, 2023 

Period for Protesting Notice of Intent to Award Within three (3) business days of the 
City's issuance of a Notice of Intent to 
Award. 

The Pre-Proposal Conference Details:  
 
The Pre-Proposal Conference will begin at the time specified. Proposers’ representatives are 
urged to arrive on time. Topics already covered will not be repeated for the benefit of late 
arrivals.  
 
Failure to attend the Pre-Proposal Conference shall not excuse the awarded Proposer from 
any obligations of a Resulting Contract awarded pursuant to this RFQ.  
 
Any change or addition to the requirements contained in this RFQ as a result of the Pre-Proposal 
Conference will be executed by a written Addendum to this RFQ. It is the responsibility of the 
Proposer to check for any Addendum to this RFQ or other pertinent information posted on the 
City’s Supplier Portal https://sfcitypartner.sfgov.org/pages/index.aspx and RED’s webpage at: 
www.sf.gov/red.  

 
II. GOODS AND SERVICES REQUESTED 

A. Goods and/or Services Requested  
This RFQ is being issued to create a Prequalified Pool of suppliers to provide real estate/broker 
services and any other services necessary to produce a financially sound and cost-effective real 
estate transaction, study, plan, or other work product as requested by the City.  The selected real 
estate advisors/brokers shall provide qualified personnel for services which may include, but are 
not limited to, the following:  
 

i. Strategic planning for the City’s space needs 
The City may require real estate advisory services to develop a strategic plan for the City’s space 
needs, including leased and owned real property.  Such services may include: projection of current 
and future space needs, opportunities for cost savings and/or revenue enhancement, 
recommendations to increase operational efficiency, asset evaluation and positioning, acquisition 
and disposition strategies, and identification of industry best practices related to space planning. 
 

ii. Portfolio analysis, planning, and strategy recommendations 
The City may request real estate advisory services in a collaborative effort to develop strategic 
objectives for its real estate portfolio.  This may include identifying priorities, processes, and 

https://sfcitypartner.sfgov.org/pages/index.aspx
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targets for various types of real estate holdings and the identification of industry best practices 
related to real estate portfolio planning. 
 

iii. Site location, market research and analysis, marketing, and lease 
negotiation in support of the City-as-landlord or City-as-tenant 

The City, at its option, may request real estate advisers to:  define space needs, review availability 
of existing space and new space, develop advertisements for space, provide expertise related to 
retail leasing, research the market for appropriate space that meets City client needs, review and 
analyze lease proposals for value to the City, prepare a market survey (including asking price and 
business terms of the lease, evaluation of all comparable sites, market, any known violations or 
hazardous conditions, discounted cash flow analysis of projected rents and expenses, and 
recommendation), provide information on landlord performance and compliance, negotiate new 
leases and renewals, manage execution of leases, provide emergency lease support in case of a 
catastrophic event that requires immediate relocation. 
 

iv. Acquisition or disposition of property and air rights 
The City, at its option, may request real estate advisory services in connection with the acquisition 
or disposition of property, including air rights, with services that include but are not limited to 
valuation, development of marketing/bid packages, advertising/distribution to appropriate bidders, 
financial analysis, negotiation, and documentation. 
 

v. Sales of Transferable Development Rights 
Under the authority granted in Planning Code Section 128, the City may engage in sales of 
transferable development rights from eligible, City-owned properties and may seek real estate 
advisory services, including provision of brokers’ estimates of fair market value and negotiation 
support, for such transactions. 
 

vi. Financial Services  
The City may consider a variety of alternative finance mechanisms to meet the capital needs of 
City-owned facilities.  To the extent the City may consider using real estate assets as a means to 
address those needs, the City may seek real estate advisory services to propose, analyze, and 
implement a variety of real estate-based transactions, including economic analyses, fiscal impact 
analyses, economic multiplier studies, public/private partnerships, joint ventures, sale or 
lease/leasebacks, concession leasing, etc. 
 

vii. Other Services 
1. Provide information, judgments, and forecasts regarding general economic and real estate 

market conditions.  Assist in conducting surveys of the real estate activities of other major 
metropolitan cities and counties and the State of California.  Upon request, provide the City 
with a review or special study of any real estate related financial products or techniques, 
such as concession leasing, which may be proposed to City staff. 
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2. Make available qualified personnel for consultations and conferences with City officials, 
staff members of the City, community groups, as well as for other meetings on an as needed 
basis. 

3. Perform other real estate advisory specialty services as may be required from time to  
time. 

 
4. The City may need to solicit brokers with expertise in the seven counties where the  

SFPUC has real estate.  From time to time the SFPUC may need to purchase or sell 
agricultural property in Tuolumne County and in the unincorporated Sunol area of 
Alameda County.   
 

The SFPUC may also want to purchase residential real property in flood-prone areas.  The selected 
broker must have residential property expertise or can associate with residential real estate brokers 
to represent the SFPUC.  

B. Reserved (Regulatory and Compliance Requirements Specific to the 
Goods/Services Solicited).  

C. Green Purchasing Requirements 
In preparation for any Proposal submitted in response to this Solicitation, Proposers are required 
to review the City Mandatory Green Purchasing Requirements to ensure all goods and services 
offered to City in response to this Solicitation comply with the City’s Green Purchasing 
Requirements.   

III. LOCAL BUSINESS ENTERPRISE (LBE) PROGRAM REQUIREMENTS 

A. CMD Compliance Officer 
The CMD Compliance Officer (CCO) for this Solicitation and any Contract awarded to a 
Contractor selected from the resulting Prequalified Pool is:  

 
Sheila Tagle 
CMD Compliance Officer 
Contract Monitoring Division 
City and County of San Francisco 
Tel: 415.581-2315 
Email: sheila.tagle@sfgov.org 
Website: www.sfgov.org/cmd. 
 
B. Application of LBE Rating Bonuses and/or Bid Discounts 

LBE Rating Bonuses shall be applicable at each phase of the RFQ evaluation and selection process. 
During the bidding process, a 10% rating bonus shall apply to any Proposal from a Small-LBE or 
Micro-LBE Contractor. 
If after the application of the rating bonus specified above to any Proposal from Small-LBE or 
Micro-LBE the apparent low bidder is not a Small-LBE or Micro-LBE, a 5% rating bonus may 

https://sfgov.org/oca/green-purchasing-requirements
http://www.sfgov.org/cmd
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apply to any Proposal from a SBA-LBE. The 5% rating bonus for SBA-LBEs shall not be 
applied if it would adversely affect a Small-LBE or Micro-LBE.  
Please submit the following CMD form with the RFQ Package:  

FORM 3: CMD Compliance Affidavit.  
CMD 3 Form is contained in CMD Attachment 2 for Architecture, Engineering & Professional 
Services Contract available at this link:  https://sfgov.org/cmd/file/2089  
 
LBE Rating Bonus shall also be applicable when selecting a Contractor from the resulting 
Prequalified Pool. 
 

C.  LBE Sub-consulting Participation Requirements 
 
The LBE Sub-consulting Participation Requirement for Resulting Contracts is waived. 
 
IV. MINIMUM QUALIFICATIONS DOCUMENTATION REQUIRED WITH 

PROPOSAL (PASS/FAIL) 
Proposers must provide documentation that clearly demonstrates each Minimum Qualification 
(MQ) listed below has been met. Minimum Qualification documentation should be clearly marked 
as “MQ1”, MQ2”, MQ3” to indicate which MQ it supports.  

Each Proposal will be reviewed for initial determination on whether Proposer meets the MQs 
referenced in this section. This screening is a pass or fail determination and a Proposal that 
fails to meet the Minimum Qualifications will not be eligible for further consideration in the 
evaluation process. The City reserves the right to request clarifications from Proposers prior to 
rejecting a Proposal for failure to meet the Minimum Qualifications.  

 

MQ # Description 

MQ 1 Completed Attachment 1, Proposer Questionnaire and References.    

MQ 2 Submit proof of the following: Must have at least ten (10) years of commercial real 
estate experience, three (3) years of which must include working with public sector 
clients.  

MQ 3 Submit proof of the following: Licensed and certified to conduct business in the State 
of California pursuant to §10000-10035 of the Business and Professions Code and, if 
selected, respondent must maintain that license in good standing for no less than five 
(5) years. 

 

https://sfgov.org/cmd/file/2089
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V. WRITTEN PROPOSAL  
In addition to submitting documents supporting each Minimum Qualification as required by this 
Solicitation, Proposers shall also submit a “Written Proposal” containing responses and required 
supporting information and documents to the requested information listed below.  In the response, 
Respondents may indicate “N.A.” if the state is not applicable. 

 1.  Response cover letter signed by an owner or officer of the proposing firm identifying 
the contact person and key personnel.  If a joint venture, identify the roles of the partnering 
organizations and have an owner or officer of the joint venture sign the cover letter. 

 2.  Describe the services and activities which your firm is qualified to provide to the Real 
Estate Division and City and how those services meet the defined scope of work.  Include as a 
minimum the following information: 

  a.  Overall services that the firm is qualified to provide 

  b.  Details as to how your firm’s list of services satisfies the scope of work outlined 
       in this RFQ 

 3.  Provide a resume of the proposer’s experience and other factors relevant to the services 
described in this RFQ.  Provide resumes of key staff or job descriptions/minimum requirements 
for key positions. 

 4.  Provide a statement listing similar contracts (both public and private) relevant to 
services solicited that have been completed during the last three (3) years.  The statement must 
also list any failure or refusal to complete a contract, including details and dates. 

 5.  Describe any arrangements, formal or informal, that the firm has with any party that 
might conflict with or interfere with the firm’s ability to provide independent and unbiased services 
under this RFQ.   

 6.  Describe any litigation, administrative proceeding, or investigation (actual or pending) 
in which the firm is involved or to which it is subject that might have an adverse effect on its ability 
to fulfill any engagements resulting form this RFQ, or of which the City should be aware in 
evaluating the firm’s capacity to undertake future engagements. 

 7.  Fees for Real Estate Advisory Services 

 The City intends to select pool members primarily based upon the City’s assessment of 
qualifications and which firm will provide the best overall array of real estate advisory services to 
the City.  The City will negotiate fees for each separate contract or engagement taking into account 
all of the fee proposals it receives under the RFQ and market conditions.   

PLEASE NOTE that fees for certain transaction-related real estate advisory services under 
this RFQ will be paid from funds generated by the transaction on a contingency basis only.   
Accordingly, the fees payable to real estate advisors are contingent upon the successful closing of 
the transaction.  Advisors will be expected to perform necessary work in order to conduct a 
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transaction, without regard to the amount of time spent.  Respondents are required to indicate 
whether they will work on a contingent fee basis and briefly describe under what circumstances 
the firm would the firm not undertake an assignment on a contingent fee basis.    

In cases where there is no closing or where a contingency fee may not apply, the City will 
compensate the financial advisors on an hourly basis up to a maximum amount to be negotiated 
for each engagement.  Accordingly, please list the hourly billing rates for each employee that you 
anticipate being involved in any of the City’s transactions; if a CPI or other annual increase is 
expected, please state in the response.  

The primary personnel from the project team are expected to attend working group meetings, 
conference calls; rating agency and general public presentations; pricings; and closings.   

PLEASE FURTHER NOTE that the City does NOT reimburse its financial advisors for any 
travel costs incurred in the regular course of a City transaction, including but not limited to, 
mileage, parking, airfare, taxi, Lyft, Uber or rental car expenses, nor does the City regard travel 
time to or form such meetings as noted above, to be billable.   

PLEASE FURTHER NOTE that the city does not anticipate nay out-of-area travel to meet with 
rating agencies, insurers, or investors.  Any such arrangements will be subsequently negotiated on 
an actual cost basis, if needed.  

8.  Any relevant addenda which the respondent wishes to submit.  

VI. PROPOSAL EVALUATION CRITERIA (100 POINTS) 
 

Evaluation Phase Maximum Points 
Minimum Qualifications Pass/Fail 

Written Proposal 100 Points 

A review panel of parties with expertise in various types of real estate transactions will evaluate 
the Written Proposals. The City intends to evaluate the Written Proposals generally in accordance 
with the criteria itemized below.   

1.  Demonstrated Experience of Respondent (50 points)  
a.  Demonstrated and verifiable experience of successfully providing real estate 

advisory services.  
b.  Proven ability to successfully meet the proposed scope of work outlined in this 

RFQ.  
c.  Organization, clarity, cohesiveness, quality and completeness of response.  

 
2.  Expertise/Skills of Assigned Staff (40 points)  

a.  Experience of staff to be assigned to this contract.  
b.  Professional qualifications, education and skill set of assigned staff.  
c.  Staff availability, accessibility and workload.  
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3.  Competitiveness of Proposed Expenses and Fees (10 points)  
a.  Proposed fees are 1) commensurate with the experience and skill level of assigned 

staff and 2) within market rates.  
b.   Reasonableness and appropriateness of proposed reimbursable expenses.  

 
VII. RESERVED (PRICE PROPOSAL EVALUATION CRITERIA).  

 
VIII. ORAL INTERVIEWS (PASS/FAIL) 
The Evaluation Panel may hold oral interviews with Proposers that have met the Minimum 
Qualifications and whose Written and Price Proposals received the highest scores. Prior to Oral 
interviews, the City will send a letter to each invited Proposer regarding the format and general 
rules of the interview. The City reserves the right to limit participation in the panel interviews to 
Proposers’ key/lead team members and to exclude, for example, sub-consultants on multiple 
teams. The interview evaluation process may include (and be scored based on) a presentation by 
the Proposer and/or interview questions from the Evaluation Panel. Those questions may include 
and be related to Proposers’ and key/lead team members’ qualifications, their work approach, 
project task descriptions, team organization, and any questions which seek to clarify Proposal 
components. Proposers may also be scored on follow-up questions if clarification of Proposer’s 
responses is necessary. The same set of interview questions will be used for all Proposers and shall 
be presented to Proposers at least one week prior to the date of interview to allow Proposers 
sufficient time to prepare their responses. The Evaluation Panel may ask follow-up questions if 
clarification of Proposer’s responses is necessary. The Evaluation Panel will proceed to evaluate 
each Proposer based on each Proposer’s presentation and responses. 

IX. SUPPORTING DOCUMENTATION REQUIRED PRIOR TO CONTRACT 
EXECUTION 

Proposers must provide the following Required Supporting Documentation (“RSD”) prior to 
Award. Failure to do so may result in the Proposal being deemed Non-Responsive. 

RSD #1 Evidence that Proposer is 12B compliant or likely to become compliant within 30 
calendar days of the Proposal Due Date. 

 
X. CITY’S SOCIAL AND ECONOMIC POLICY REQUIREMENTS 
The San Francisco Municipal Code establishes a number of requirements for people seeking to do 
business with the City (“Social and Economic Policy Requirements”). The Social and Economic 
Policy Requirements set forth below are not intended to be a complete list of all Social Policy 
Requirements applicable to this Solicitation and any contracts awarded from it. 

A. Proposers Unable to do Business with the City 
1. Generally 

Proposers that do not comply with laws set forth in San Francisco’s Municipal Codes may be 
unable to enter into a contract with the City.  
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2. Contractor Vaccination Policy Attestation Form 
If awarded a Resulting Contract when selected from the Prequalified Pool, Proposer must agree to 
comply with the requirements of the 38th Supplement to Mayoral Proclamation Declaring the 
Existence of a Local Emergency (“Emergency Declaration”), dated February 25, 2020, and the 
Contractor Vaccination Policy for City Contractors issued by the City Administrator (“Contractor 
Vaccination Policy”), as those documents may be amended from time to time. A copy of the 
Contractor Vaccination Policy can be found here: https://sf.gov/confirm-vaccine-status-your-
employees-and-subcontractors. 

3. Administrative Code Chapter 12X  
If awarded a Resulting Contract when selected from the Prequalified Pool, Proposer may be subject 
to the requirements of Administrative Code Chapter 12X, which prohibits the City from entering 
into a contract with a Proposer that has its headquarters in a state with laws that perpetuate 
discrimination against LGBTQ people; restrict abortion prior to the viability of the fetus; or 
suppress voting rights. The list of Covered States is available here. When permitted, City, in its 
sole and absolute discretion, may elect to obtain a waiver to the requirements of Chapter 12X based 
on one or more exceptions permitted thereunder.  

4. Administrative Code Chapter 12B 
If awarded a Resulting Contract when selected from the Prequalified Pool, Proposer may not, 
during the term of the Contract, in any of its operations in San Francisco, on real property owned 
by San Francisco, or where work is being performed for the City elsewhere in the United States, 
discriminate in the provision of bereavement leave, family medical leave, health benefits, 
membership or membership discounts, moving expenses, pension and retirement benefits or travel 
benefits, as well as any benefits other than the benefits specified above, between employees with 
domestic partners and employees with spouses, and/or between the domestic partners and spouses 
of such employees, where the domestic partnership has been registered with a governmental entity 
pursuant to state or local law authorizing such registration, subject to the conditions set forth in 
§12B.2(b) of the San Francisco Administrative Code. 

B. Reserved (Prevailing Wage Ordinance). 
C. Health Care Accountability Ordinance 

If awarded a Resulting Contract when selected from the Prequalified Pool, Proposer may be 
required to comply with the requirements of Chapter 12Q. For more information, visit: 
http://sfgov.org/olse/hcao. 

D. Minimum Compensation Ordinance 
If awarded a Resulting Contract when selected from the Prequalified Pool, Proposer may be 
required to comply with Administrative Code Chapter 12P. For more information, visit: 
http://sfgov.org/olse/mco. 

E. First Source Hiring Program 
If awarded a Resulting Contract when selected from the Prequalified Pool, Proposer may be 
required to comply with all of the applicable provisions of the First Source Hiring Program, 

https://sf.gov/confirm-vaccine-status-your-employees-and-subcontractors
https://sf.gov/confirm-vaccine-status-your-employees-and-subcontractors
https://codelibrary.amlegal.com/codes/san_francisco/latest/sf_admin/0-0-0-55489
https://sfgov.org/oca/request-12x-waiver
http://sfgov.org/olse/hcao
http://sfgov.org/olse/mco
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Chapter 83 of the San Francisco Administrative Code. For more information, visit 
https://oewd.org/first-source  

F. Reserved (Sweatfree Procurement). 
  

XI. TERMS AND CONDITIONS FOR RECEIPT OF PROPOSALS  
A. How to Register as a City Supplier 

The following requirements pertain only to Proposers not currently registered with the City as a 
Supplier.  

Step 1: Register as a BIDDER at City’s Supplier Portal: 
https://sfcitypartner.sfgov.org/pages/index.aspx  
Step 2: Follow instructions for converting your BIDDER ID to a SUPPLIER ID. 

This will require you to register with the City Tax Collector’s Office and submit Chapter 12B and 
12C forms through the Supplier portal. Once these forms have been completed, submitted, and 
processed, you will be notified via email with your organization's new Supplier ID. That email 
will also provide instructions for completing your Supplier registration.  

• City Business Tax Registration Inquiries: For questions regarding business tax 
registration procedures and requirements, contact the Tax Collector’s Office at (415) 
554-4400 or, if calling from within the City and County of San Francisco, 311.  

• Chapter 12(B) and 12(C) Inquiries: For questions concerning the City’s Chapter 
12(B) and 12(C) Equal Benefits and Non-Discrimination in Contracting requirements, 
go to: www.sfgov.org/cmd. 

 

B. Proposal Questions and Submissions 

1. Proposer Questions and Requests for Clarification 
Proposers shall address any questions regarding this Solicitation to the Contract Administrator 
whose name and contact information appears on the cover page of this Solicitation. Proposers who 
fail to submit questions concerning this Solicitation and its requirements will waive all further 
rights to protest based on the specifications and conditions herein.  
Questions must be submitted by email to the Contract Administrator whose name and 
contact information appears on the cover page of this Solicitation no later than Written 
Questions Due Date.  
A written Addendum will be executed addressing each question and answer and posted publicly. 
It is the responsibility of the Proposer to check for any Addenda and other updates that will be 
posted on the City’s Supplier Portal: https://sfcitypartner.sfgov.org/pages/Events-BS3/event-
search.aspx and on RED’s webpage at:  www.sf.gov/red.   

https://oewd.org/first-source
https://sfcitypartner.sfgov.org/pages/index.aspx
http://www.sfgov.org/cmd
https://sfcitypartner.sfgov.org/pages/Events-BS3/event-search.aspx
https://sfcitypartner.sfgov.org/pages/Events-BS3/event-search.aspx
http://www.sf.gov/red
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2. Proposal Format 
Proposals must be created using a word processing software (e.g. Microsoft Word or Excel) and 
typed in a serif font (e.g., Times New Roman). The document must have page margins of at least 
.5” on all sides. Information must be provided at a level of detail that enables effective evaluation 
and comparison between Proposals. Failure to follow formatting, submission, or content 
requirements, as well as page limit restrictions (if any), may negatively impact the evaluation of 
your Proposal. 

3. Time and Place for Submission of Proposals 
Prior to the Proposal submission deadline, Proposers must submit their proposals one of the 
following ways: 

(a) Mailed to: 
Real Estate Division  
25 Van Ness Avenue, Suite 400 
San Francisco, CA 94102 
Re:  RED Brokers RFQ, #2023-2-6 
 

(b) Emailed to: 
 realestateadmin@sfgov.org 
 Title of email must reflect the following: 
 Your company’s name – RE:  RED Brokers RFQ, Sourcing 

Event#0000007885 
 
Late submissions will not be considered. Each original Proposal received will be screened to 
ensure that all content required by this Solicitation is included. Partial or complete omission of 
any required content may disqualify Proposals from further consideration. Late Proposal 
submissions will not be considered and failure to adhere to the above requirements may result in 
the complete rejection of your Proposal. 

C. Proposal Addenda 
The City may modify this Solicitation, prior to the Proposal Due Date, by issuing an Addendum 
to the Solicitation, which will be posted on the San Francisco Supplier Portal. Every Addendum 
will create a new version of the Sourcing Event and Proposers must monitor the event for new 
versions. The Proposer shall be responsible for ensuring that its Proposal reflects any and all 
Addenda issued by the City prior to the Proposal Due Date regardless of when the Proposal 
is submitted. Therefore, the City recommends that the Proposer consult the website frequently, 
including shortly before the Proposal Due Date, to determine if the Proposer has downloaded all 
Solicitation Addenda. It is the responsibility of the Proposer to check for any Addenda, Questions 
and Answers documents, and updates, which may be posted to the subject Solicitation. 

THE SUBMITTAL OF A RESPONSE TO THIS SOLICITATION SHALL EXPLICITLY 
STIPULATE ACCEPTANCE BY PROPOSERS OF THE TERMS FOUND IN THIS 
SOLICITATION, ANY AND ALL ADDENDA ISSUED TO THIS SOLICITATION, AND 
THE PROPOSED CONTRACT TERMS. 

mailto:realestateadmin@sfgov.org
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D. Public Disclosure 
All documents under this solicitation process are subject to public disclosure per the California 
Public Records Act (California Government Code Section §6250 et. Seq) and the San Francisco 
Sunshine Ordinance (San Francisco Administrative Code Chapter 67). Contracts, Proposals, 
responses, and all other records of communications between the City and Proposers shall be open 
to inspection immediately after a contract has been awarded. Nothing in this Administrative Code 
provision requires the disclosure of a private person’s or organization’s net worth or other 
proprietary financial data submitted for qualification for a contract or other benefit until and unless 
that person or organization is awarded the contract or benefit. 
If the City receives a Public Records Request (“Request”) pertaining to this solicitation, City will 
use its best efforts to notify the affected Proposer(s) of the Request and to provide the Proposer 
with a description of the material that the City deems responsive and the due date for disclosure 
(“Response Date”).  If the Proposer asserts that some or all of the material requested contains or 
reveals valuable trade secret or other information belonging to the Proposer that is exempt from 
disclosure and directs the City in writing to withhold such material from production 
(“Withholding Directive”), then the City will comply with the Withholding Directive on the 
condition that the Proposer seeks judicial relief on or before the Response Date. Should Proposer 
fail to seek judicial relief on or before the Response Date, the City shall proceed with the 
disclosure of responsive documents. 

E. Limitation on Communications During Solicitation   
From the date this Solicitation is issued until the date the competitive process of this Solicitation 
is completed (either by cancelation or final Award), Proposers and their subcontractors, vendors, 
representatives and/or other parties under Proposer’s control, shall communicate solely with the 
Contract Administrator whose name appears in this Solicitation. Any attempt to communicate with 
any party other than the Contract Administrator whose name appears in this Solicitation – 
including any City official, representative or employee – is strictly prohibited. Failure to comply 
with this communications protocol may, at the sole discretion of City, result in the disqualification 
of the Proposer or potential Proposer from the competitive process. This protocol does not apply 
to communications with the City regarding business not related to this Solicitation. 

F. Proposal Selection Shall Not Imply Acceptance 
The acceptance and/or selection of any Proposal(s) shall not imply acceptance by the City of all 
terms of the Proposal(s), which may be subject to further approvals before the City may be legally 
bound thereby.  

G. Cybersecurity Risk Assessment 
As part of City’s evaluation process, City may engage in Cybersecurity Risk Assessment (CRA). 
CRA may be performed for each entity manufacturing the product, performing technical functions 
related to the product’s performance, and/or accessing City’s networks and systems. Where a 
prime contractor or reseller plays an active role in each of these activities, CRA may also be 
required for the prime contractor or reseller.  
To conduct a CRA, City may collect as part of this Solicitation process one of the following two 
reports:  
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• SOC-2 Type 2 Report: Report on Controls at a Service Organization Relevant to Security, 
Availability, Processing Integrity, Confidentiality or Privacy; or 

• City’s Cyber Risk Assessment Questionnaire: Proposer’s responses to a City’s Cyber 
Risk Assessment Questionnaire. 

The above reports may be requested at such time City has selected or is considering a potential 
Proposer. The reports will be evaluated by the soliciting Department and the City’s Department of 
Technology to identify existing or potential cyber risks to City. Should such risks be identified, 
City may shall afford a potential Proposer an opportunity to cure such risk within a period of time 
deemed reasonable to City. Such remediation and continuing compliance shall be subject to City’s 
on-going review and audit through industry-standard methodologies, including but not limited to: 
on-site visits, review of the entities’ cybersecurity program, penetration testing, and/or code 
reviews. 

H. Solicitation Errors and Omissions  
Proposers are responsible for reviewing all portions of this Solicitation.  Proposers are to promptly 
notify the City, in writing and to the Solicitation contact person if the Proposer discovers any 
ambiguity, discrepancy, omission, or other error in the Solicitation. Any such notification should 
be directed to the City promptly after discovery, but in no event later than the deadline for 
questions.  Modifications and clarifications will be made by Addenda as provided below. 

I. Objections to Solicitation Terms 
Should a Proposer object on any ground to any provision or legal requirement set forth in this 
Solicitation, the Proposer must, no later than the deadline for questions, provide written notice to 
the City setting forth with specificity the grounds for the objection.  The failure of a Proposer to 
object in the manner set forth in this paragraph shall constitute a complete and irrevocable waiver 
of any such objection. 

J. Protest Procedures 
1. Protest of Non-Responsiveness Determination 

Within three (3) business days of the City's issuance of a Notice of Non-Responsiveness, a 
Proposer may submit a written Notice of Protest 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 Notice of Protest must be signed by an individual authorized to represent the 
Proposer, and must cite the law, rule, local ordinance, procedure or Solicitation provision on which 
the protest is based. In addition, the Notice of Protest must specify facts and evidence sufficient 
for the City to determine the validity of the protest. 

2. Protest of Non-Responsible Determination 
Within three (3) business days of the City's issuance of a Notice of Non-Responsibility, a Proposer 
may submit a written Notice of Protest of Non-Responsibility. The Notice of Protest must include 
a written statement specifying in detail each and every one of the grounds asserted for the protest. 
The Notice of Protest must be signed by an individual authorized to represent the Proposer, and 
must cite the law, rule, local ordinance, procedure or Solicitation provision on which the protest is 
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based. In addition, the Notice of Protest must specify facts and evidence sufficient for the City to 
determine the validity of the protest.  

3. Protest of Prequalified Pool Creation 
Within three (3) business days of the City's issuance of a Notice of Intent to Award, a Proposer 
may submit a written Notice of Protest of Contract Award. The Notice of Protest must include a 
written statement specifying in detail each and every one of the grounds asserted for the protest. 
The Notice of Protest must be signed by an individual authorized to represent the Proposer, and 
must cite the law, rule, local ordinance, procedure or Solicitation provision on which the protest is 
based. In addition, the Notice of Protest must specify facts and evidence sufficient for the City to 
determine the validity of the protest. 

4. Delivery of Protests 
A Notice of Protest must be written. Protests made orally (e.g., by telephone) will not be 
considered.  A Notice of Protest must be delivered by mail or email to the Contract Administrator 
whose name and contact information appears on the cover page to this Solicitation and received 
by the due dates stated above. A Notice of Protest shall be transmitted by a means that will 
objectively establish the date the City received the Notice of Protest. If a Notice of Protest is 
mailed, the protestor bears the risk of non-delivery within the deadlines specified herein.  

K. Proposal Term 
Submission of a Proposal signifies that the proposed products, services and prices are valid for 180 
calendar days from the Proposal Due Date and that the quoted prices are genuine and not the result 
of collusion or any other anti-competitive activity. At Proposer’s election, the Proposal may remain 
valid beyond the 180-day period in the circumstance of extended negotiations.  

L. Revision to Proposal 
A Proposer may revise a Proposal on the Proposer’s own initiative at any time before the deadline 
for submission of Proposals.  The Proposer must submit the revised Proposal in the same manner 
as the original. A revised Proposal must be received on or before, but no later than the Proposal 
Due Date and time. In no case will a statement of intent to submit a revised Proposal, or 
commencement of a revision process, extend the Proposal Due Date for any Proposer. At any time 
during the Proposal evaluation process, the City may require a Proposer to provide oral or written 
clarification of its Proposal. The City reserves the right to make an award without further 
clarifications of Proposals received. 

M. Proposal Errors and Omissions 
Failure by the City to object to an error, omission, or deviation in the Proposal will in no way 
modify the Solicitation or excuse the Proposer from full compliance with the specifications of this 
Solicitation or any contract awarded pursuant to this Solicitation. 

N. Financial Responsibility 
The City accepts no financial responsibility for any costs incurred by a Proposer in responding to 
this Solicitation.  Proposers acknowledge and agree that their submissions in response to this 
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Solicitation will become the property of the City and may be used by the City in any way deemed 
appropriate. 

O. Proposer’s Obligations under the Campaign Reform Ordinance 
If a Resulting Contract awarded to a Contractor from the Prequalified Pool has (A) a value of 
$100,000 or more in a fiscal year and (B) requires the approval of an elected City official, 
Proposers are hereby advised: 

1. Submission of a Proposal in response to this Solicitation may subject the Proposers to 
restrictions under Campaign and Governmental Conduct Code Section 1.126, which 
prohibits City contractors, Proposers, and their affiliates from making political 
contributions to certain City elective officers and candidates; and 
 

2. Before submitting a Proposal in response to this Solicitation, Proposers are required 
to notify their affiliates and subcontractors listed in the awarded contract or Proposal 
of the political contribution restrictions set forth in Campaign and Governmental 
Conduct Code section 1.126. 

This restriction applies to the party seeking the contract, the party’s board of directors, chairperson, 
chief executive officer, chief financial officer, chief operating officer, any person with an 
ownership interest greater than ten percent, and any political committees controlled or sponsored 
by the party, as well as any subcontractors listed in the awarded contract or Proposal. The law both 
prohibits the donor from giving contributions and prohibits the elected official from soliciting or 
accepting them. 

The people and entities listed in the preceding paragraph may not make a campaign contribution 
to the elected official at any time from the submission of a Proposal for a contract until either: (1) 
negotiations are terminated and no contract is awarded; or (2) twelve months have elapsed since 
the award of the contract. 

A violation of Section 1.126 may result in criminal, civil, or administrative penalties. For further 
information, Proposers should contact the San Francisco Ethics Commission at (415) 252-3100 
or go to https://sfethics.org/compliance/city-officers/city-contracts/city-departments/notifying-
bidders-and-potential-bidders. 

P. Reservations of Rights by the City 
The issuance of this Solicitation does not constitute a guarantee by the City that a contract will be 
awarded or executed by the City. The City expressly reserves the right at any time to: 

1. Waive or correct any defect or informality in any response, Proposal, or 
Proposal procedure; 

2. Reject any or all Proposals; 
3. Reissue the Solicitation; 
4. Prior to submission deadline for Proposals, modify all or any portion of the 

selection procedures, including deadlines for accepting responses, the specifications or 

tel:(415)%20252-3100
https://sfethics.org/compliance/city-officers/city-contracts/city-departments/notifying-bidders-and-potential-bidders
https://sfethics.org/compliance/city-officers/city-contracts/city-departments/notifying-bidders-and-potential-bidders
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requirements for any materials, equipment or services to be provided under this Solicitation, or the 
requirements for contents or format of the Proposals;  

5. Procure any materials, equipment or services specified in this Solicitation 
by any other means; or 

6. Determine that the subject goods or services are no longer necessary. 
Q. No Waiver 

No waiver by the City of any provision of this Solicitation shall be implied from the City’s failure 
to recognize or take action on account of a Proposer’s failure to comply with this Solicitation.  

R. Other 
1. The City may make such investigation, as it deems necessary, prior to the award 

of this contract to determine the conditions under which the goods are to be delivered or the work 
is to be performed. Factors considered by the City shall include, but not be limited to: 

a. Any condition set forth in this Solicitation;  
b. Adequacy of Proposer’s plant facilities and/or equipment, location and 

personnel location to properly perform all services called for under the Purchase Order; and 
c. Delivery time(s). 

2. City reserves the right to inspect an awarded Proposer’s place of business prior 
to award of and/or at any time during the contract term (or any extension thereof) to aid City in 
determining an awarded Proposer’s capabilities and qualifications. 

3. Failure to timely execute a contract, or to furnish any and all insurance 
certificates and policy endorsements, surety bonds or other materials required in the contract, shall 
be deemed an abandonment of a contract offer. The City, in its sole discretion, may select another 
Proposer and may proceed against the original selectee for damages. 

4. City reserves the right to reject any Proposal on which the information 
submitted by Proposer fails to satisfy City and/or if Proposer is unable to supply the information 
and documentation required by this Solicitation within the period of time requested.   

5. Any false statements made by a Proposer or any related 
communication/clarification may result in the disqualification of its Proposal from receiving 
further evaluation and a contract award. 
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Sourcing Event ID 0000007885/RED 2023-02-06 
 

Attachment 1 
 

Proposer Questionnaire and References 
 
 

Part I  
 

Proposer Information 
 

Name of Firm:      
 
Headquarter 
Address:  

  
  
 
Phone No.:   
    
 
Contact Name & 
Title:  

  
  
 
Telephone:  
 
Mobile Phone No.:  
 
E-mail:   
  
 
SF Supplier ID:    
  
 
Federal Tax ID:   
    
 
Person Preparing 
Bid:  

  
  
 
Local Representative 
Name and Number:  
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Part II  
 

Proposer Questionnaire  
 

 
 
 
 
 
 
 

  

Question Yes No 

1. Do you certify that you have complied and will continue to 
comply with Section II (E) of this Solicitation entitled 
“Limitation on Communications during Solicitation”? 
 

  

2. Have you registered as a Bidder or Supplier, through the 
Supplier Portal (https://sfcitypartner.sfgov.org/)?  
If yes, what is your Bidder ID or Supplier ID?  
_________________ 
 

  

3. Has your company enrolled with Paymode-X to receive 
electronic payments from the City? 
https://www.paymode.com/city_countyofsanfrancisco 
 

  

4. Have you registered your business with the San Francisco 
Treasurer & Tax Collector as required prior to submission 
of any Proposal?  
 
Enter your Business Tax Registration ID here: 
__________________________________ 

  

5. Are you claiming LBE preference on this solicitation per 
Chapter 14B?   
Note: To claim LBE preference for this solicitation, you must 
be certified in the following LBE certification categories by 
the Proposal Due Date: 

• Small-LBE or Micro-LBE Contractor. 
• SBA-LBE.  

 

  

6. Have you submitted with your Proposal all the Required 
Supporting Documentation outlined in the accompanying 
solicitation document?  
If you reply NO to any document, please explain. 
 

  

7. Have you submitted with your Proposal all the Minimum 
Qualification Documentation outlined in the accompanying 
solicitation document?  
If you reply NO to any document, please explain. 
 

  

8. Have you submitted with your Proposal a Written 
Proposal that complies with the requirements of the 
accompanying solicitation document?  
If you reply NO to any document, please explain. 

  

https://sfcitypartner.sfgov.org/?
https://www.paymode.com/city_countyofsanfrancisco
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Part III 
  

Proposer References 
  

All proposers must provide references for at least three (3) organizations of the approximate size 
and volume comparable to the services described in this Solicitation. Upon request, successful 
proposer(s) may also be required to submit a letter of reference from each reference listed within 
five (5) days of notification. Failure to do so may result in rejection of proposal. 
 
 

1.  Name of Company    
  Address (street, city, state, zip)    
  Contact Name    
 

 Phone No.    
 

 Email     
  Number of Years Providing 

Service  
 

  
2.  Name of Company      
 Address (street, city, state, zip)      
 Contact Name    

 
  

 
 Phone No.      
 Email       

 
Number of Years Providing 
Service   

 
  

3.    Name of Company      
 Address (street, city, state, zip)      
 Contact Name      
 Phone No.      
 Email       

 
Number of Years Providing 
Service   
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Part IV 
 

Proposer Release of Liability for References 
 

The undersigned hereby fully and forever release, exonerate, discharge and covenant not to sue 
the City, its commissions and boards, officers and employees, and all individuals, entities and firms 
providing information, comments, or conclusions ("Reference Information") in response to 
inquiries that the City may make regarding the qualifications or experience of a Prime proposer, 
proposed joint venture partner, proposed subconsultant or proposed key/lead team member in 
connection with the selection process for RFP for Provision of Real Estate Advisory Services 
[Broker] #2023-2-6 from and for any and all claims, causes of action, demands, damages, and any 
and all liabilities of any kind or description, in law, equity, or otherwise arising out of the provision 
of said Reference Information. This Release and Waiver is freely given and will be applicable 
whether or not the responses by said individuals, entities or firms are accurate or not, or made 
willfully or negligently. 
 
 
 

Company Name 
   

Signature of Authorized Representative of Company 
 
 
 
Date 
 

Print Name and Title 
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Part V  
 

Proposer Certification of Truth, Accuracy, and Completeness 
 

 
I certify that based on information and belief formed after reasonable inquiry, the statements and 
information contained in this document are true, accurate, and complete.  
 
 
 

Company Name 
   

Signature of Authorized Representative of Company 
 
 
 
Date 
 

Print Name and Title 
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ATTACHMENT 2 

Draft Agreement for Advisory Service – Broker 

  




























































