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businesses do not qualify for a bid discount, but the DBE Ordinance 
requires that the City make good faith efforts to do business with 
DBEs.

1. Certifi ed businesses

To be certifi ed as a local business (DBE), you must be both:
• local i.e., having had a place of business in San Francisco for 

at least six months; and
• economically disadvantaged, which relates to type of business 

and average gross receipts for the last three years.

2. Registered businesses

To qualify as a registered DBE, you must be economically 
disadvantaged and either:
• located in San Francisco, but not economically disadvantaged, 

or
• located outside San Francisco, of any business size.

C. How does the bid discount work?

City applies bid discount on public works/construction, general 
services, architect/engineering and professional services contracts 
over $10,000.  For commodities, City applies bid discount on 
contracts over $2,500.  

The Ordinance grants 10% bid discount.  For example, if a DBE 
and a non-certifi ed bidder all submitted bids of $100, the DBE’s 
bid would be reduced by 10% and the non-certifi ed bidder’s bid 
would not be affected.  The DBE would receive the award based 
on its adjusted bid of $90.  The DBE would invoice, and the City 
would pay $100.
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D. To which transactions does the bid discount apply?

Eligibility for the DBE bid discount is determined by HRC.

The bid discount is available for all certifi ed DBE vendors of:
• commodities (except petroleum and related products)
• general services
• Public Works/construction contracts
• professional services
• legal
• architects/engineering
• computer consulting, design training, etc.
• management consulting
• medical services
• accounting, auditing, fi nance, miscellaneous professional 

services

The 10% discounts do not apply to contracts over $10 million.

E. If I am not a DBE, can I form a joint venture with a DBE?

Yes.  Bid discounts are also available for joint ventures of DBE’s:
• DBE participation 35-39% .............................5%
• DBE participation 40-99% .............................7.5%
• DBE participation 100% ................................10%

F. How does the subcontracting program work?

The ordinance has established a separate program to increase 
the opportunities for DBEs to become subcontractors on City 
construction and public works projects and in professional/
general service contracts.  The program applies to prime contracts 
that the City anticipates will involve subcontracting.

Bidders seeking these types of prime contracts from the City 
must show the City in their bids what subcontracts they intend to 
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When you receive an award, it will be one of several varieties:

A. Purchase Order:  
A purchase order is used for a one time purchase of a defi nite 
quantity of goods.

B. Contract Purchase Order:  
For construction, professional services and other transactions, 
the City prepares a Contract Purchase Order (signed by OCA/
Purchasing with the exception of construction) and a separate 
contract (approved by the department, the vendor, the City 
Attorney and OCA/Purchasing).  The Contract Purchase Order 
verifi es that funds have been encumbered and so performance can 
begin.  The separate contract provides a detailed description of 
the duties and responsibilities of the vendor and the City.

C. Citywide Blanket Purchase Order:  
A Citywide Blanket Purchase Order is awarded for a fi xed term 
for an indefi nite quantity of goods or services.  Purchasing or 
other City departments may place orders throughout the year, 
using Purchase Order Releases from Blanket for items listed in 
the Citywide Blanket.  All listed items the City needs will be 
purchased from the successful bidder, unless conditions in the bid 
state otherwise.

D. Departmental Blanket Purchase Order:  
A Departmental Blanket enables a City department to order 
directly from the vendor in accordance with the Blanket’s terms.  
The Departmental Blanket may cover:  limited purchases of items 
not on a Citywide Blanket; monthly charges, such as for copier 
rental or maintenance.

E. Emergency Order:  
If an emergency situation arises, OCA/Purchasing may give a 
department a purchase order number, and the department in turn 
would call a vendor directly, order what was needed and give the 

7.  TYPES OF AWARDS



vendor the purchase order number (or OCA/Purchasing may call 
the vendor directly).  A confi rming purchase order would follow.

F. Departmental Purchase Order (DPO):  
Under OCA/Purchasing’s guidelines, departments may place 
their own orders for products up to $10,000 (including tax and 
shipping).  Departments are encouraged to solicit competitive 
bids.

A Departmental Purchase Order below $200 could be verbal 
rather than written.  For DPOs, the department will deal directly 
with the vendor, and OCA/Purchasing will not be involved.
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A. Vendors work with the department receiving the 
product or service

After the City’s order has been placed (whether by OCA/Purchasing 
or another department), you will be working with the department 
to which you will deliver the product or service.  That department 
is responsible for receiving and accepting the product or service and 
initiating the process to pay the invoice.

B. Where and how to deliver

For most orders, the delivery point is sited in the requesting 
department where the item or service will be used.  You should 
note carefully the Delivery Address in the City’s bidding and order 
documents, including the room number if indicated.

This means that if the delivery address is 1234 Main St., Room 605, 
the fi nal delivery point is that room, and it is probably on the sixth 
fl oor of the building.  For bids for heavy items, the City will use best 
efforts to indicate the delivery point’s fl oor and whether an elevator is 
present.  But even if this detail is not present, you are responsible for 
delivering to the fi nal destination specifi ed in the order.

Deliveries to City departments typically are made by common carrier, 
by the vendor’s trucks or through the U.S. Postal Service.

Do not send the order to the buyer in OCA/Purchasing whose name 
may be on the transaction.  See below under “Problems.”

C. Include the order number on the outside of the 
package

You must include the Department contact name and Purchase Order 
number, Departmental Blanket Purchase Order number, Citywide 
Blanket Purchase Order Release number or Contract Purchase Order 
number on the outside of the package.  This will enable the City to 

8.  DELIVERY AND ACCEPTANCE
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identify the correct department or individual as the recipient in case 
there are any problems.

D. Inspection and acceptance by the department
All goods and services are considered received by the City only after 
the requesting department inspects to be certain all items are received 
and in good condition, or that the service has been performed 
satisfactorily.  After inspection and any necessary tests have been 
performed, the department will approve the invoice.

E. Problems
Circumstances that may interfere with the City’s acceptance and 
payment for an order include:

• Short shipment, backorders: generally, the City pays for an 
order only after all items have been received.  Partial payments 
are discouraged because of the abovementioned burden and 
cost of multiple payments.  Exceptions are large-volume, 
high-dollar orders.  If you have made several shipments to fi ll 
an order, and mailed the invoice for the entire order before all 
shipments were received, you can expect payment only after 
the City receives the complete order.

• Wrong delivery address: the shipment was sent to OCA/
Purchasing.  Occasionally, vendors send orders to OCA/
Purchasing instead of the requesting department.  This causes 
delays as OCA/Purchasing determines the ultimate recipient 
and forwards the order.  If no purchase order number appears 
on the outside of the container, OCA/Purchasing may be 
unable to identify the correct department and thus be forced 
to return the shipment.

• No purchase order number on the package: if there is a 
problem with the delivery address, knowing the order number 
can be a signifi cant help to the City in identifying the 
ultimate recipient.
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Receiving departments initiate the process to pay the invoice.  If you 
have questions about an invoice, call the receiving department fi rst.  
If the department is unable to assist you, then call OCA/Purchasing.  
Always have the City’s purchase order number when you call.

This information is applicable to purchase orders, contract purchase 
orders and blanket purchase orders signed by OCA/Purchasing.  
For payment information on construction, you should contact 
the particular City department involved.  See Chapter 10, “City 
References,” for names, addresses and phone numbers.

As the City implements its new accounting system, more and more 
departments will be processing their orders and invoices online.  This 
section notes the differences between what online departments do 
and offl ine departments do.

A. Where do I send the invoice?

Send your invoice to the “Bill To” address specifi ed in the order.  This 
will speed payment.  For all types of orders, the billing address is that 
of the City department receiving the good or service. Include the 
Purchase Order, Contract Purchase Order or Blanket Order Release 
number on the invoice.  This will help us match the invoice to the 
correct order.

B. What does the user department have to do?

1. General

The City must verify that the order was received complete and in 
good condition.  The invoice is matched with the original order 
and any receiving document so the City can determine that what 
was delivered is what was ordered.  

9.  PAYING THE INVOICE
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2. Online departments

The online department enters the invoice information into the 
system and approves payment if everything is in order.  The 
transaction is then posted to the Controller.  No paper is sent 
between City offi ces.

3. Offl ine departments

The offl ine department completes a form indicating receipt of the 
complete order and requesting payment, and then sends the form 
along with a copy of the invoice to the Controller.

C. What happens before the check is written?

The Controller’s Offi ce reviews the invoice and upon receiving 
information (either online or as documents), prepares the warrant 
and mails it to the vendor.

D. What if I have questions about an invoice?

Call the City department to which you have mailed the invoice.  
Have the purchase order number or other identifying City transaction 
number handy.

E. What can I do to help the payment process 
proceed more quickly?

If you observe the following tips, things should go smoothly:
• Make sure you send the shipment to the correct City address.  

In general, do not send the shipment to OCA/Purchasing.  
Note carefully the “Deliver To” address on the City’s Purchase 
Order, Contract Purchase Order, Blanket Order Release, or 
Departmental Purchase Order.

• Include the order number on the outside of the package.



• Send an invoice for the complete order, not a partial one, and 
do this only after the full order has been shipped.  In general, 
the City does not pay partial invoices.  Invoices sent too early 
may become diffi cult to locate once the shipment arrives.

• Send the invoice to the correct City address.  Pay close 
attention to the Purchase Order, Contract Order or Blanket 
Purchase Order which shows the “Bill To” address.

• Include the correct Purchase Order number, Blanket Order 
Release number, Contract Order number or Departmental 
Purchase Order number on the invoice.  The City needs that 
identifying number to match the shipment or services with 
the procurement document.
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For information on payments, call the department that received, or 
will receive, the product or service.

A. Offi ce of Contract Administration/Purchasing 

Main Offi ce: 
City Hall, Room 430
1 Dr. Carlton B. Goodlett Place
San Francisco, CA  94102-4685

Phone:  (415) 554-6743
Fax:   (415) 554-6717
E-mail:  purchasing@sfgov.org
Home page: www.sfgov.org/oca

OCA/Purchasing’s satellite offi ces:

• Department of Public Health 
 S.F. General Hospital 
 1001 Potrero Ave., Room GP-1
 San Francisco 94110-3594 
 Phone: (415) 206-6955
 Fax: (415) 206-6956

For information on payments:  (415) 206-8444

• S.F. International Airport 
 Terminal 2
 P.O. Box 8097
 San Francisco, CA  94128
 Phone: (650) 821-2848
 Fax: (650) 821-2820

For information on payments:  (650) 821-2843
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• San Francisco Public Utilities Commission (SFPUC) 
 Water Department and Hetch Hetchy
 1155 Market St., 5th Fl.
 San Francisco, CA 94103
 Phone: (415) 487-5267
 Fax: (415) 487-5237

 For information on payments: (415) 487-5295

• Municipal Transportation Agency (MTA)
 Municipal Railway
 One South Van Ness Ave., Room 3097
 San Francisco, CA 94103-1267
 Phone: (415) 701-4705
 Fax: (415) 701-4729

 For information on payments:  
 Materials Management:  (415) 701-4700
 Finance and Administration:  (415) 701-4660

• Department of Public Works (DPW) 
 Bureaus of Building Repair, Street and Sewer Repair, 
 Street Environmental Services
 2323 Cesar Chavez St., Bldg. A 
 San Francisco, CA 94124 1091 
 Phone: (415) 695-2124
 Fax: (415) 695-2127

 For information on payments:  (415) 695-2074
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B. Construction Departments

Public Works 
For information on upcoming contracts:
• Chief, Bureau of Engineering (BOE)     
 (415) 558-4000       

       
• Chief, Bureau of Architecture (BOA)   
 (415) 557-4700       

        
• Superintendent, Bureau of Building Repair (BBR)
 (415) 695-2014

For information on payments:
• Accounting Division, DPW 
 (415) 554-6410

For information on contract processing:
• Contract Administration Division, DPW 
 (415) 554-6229
 
Port of San Francisco Commission
For information on upcoming construction and professional 
service contracts, payments and contract processing:
• Engineering Division, Manager, Special Services Section
 (415) 274-0554
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Municipal Transportation Agency
For information on MUNI payments:
• Finance 
 (415) 554-7610
 (415) 554-7945

 For information on Construction and Professional Service 
Contracts:

• Construction Division
 (415) 554-0721

San Francisco Public Utilities Commission
Construction and professional services contracts:
• Contract Administration 
  (415) 551-4603

Upcoming contracts, other payments and contract processing:
• Contract Administration 
 (415) 551-4603

San Francisco International Airport
Construction and professional service contracts:
• Facilities Operations and Maintenance Division 
 (650) 821-7777

• Planning, Design and Construction 
 (650) 821-7799

• Leases and professional service contracts:
 Contract Administration Division 
 (650) 821-7777

• Invoice and payment processing:
 Accounting
 (650) 821-2861
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D. Other contract administration offi ces

Two other City departments administer a signifi cant number of 
professional service contracts:

• Department of Public Health 
 Offi ce of Contract Management and Compliance 
 101 Grove St., Room 307
 San Francisco, CA  94102
 (415) 554-2607

• Department of Human Services 
 Offi ce of Contract Compliance
 170 Otis Street, 8th Floor
 San Francisco, CA  94103 
 (415) 557-5581

E. Small Business Commission:  Starting a Business in 
San Francisco

If you are considering starting a business in San Francisco, or 
establishing an offi ce here of an existing business, City government 
can help.  The Small Business Commission has published “Getting 
a Business Started—A Guide to Doing Business in San Francisco.”  
This booklet will tell you about the local, state and federal 
requirements which apply to businesses.

For more information or for a copy of the booklet, call the Small 
Business Commission at (415) 554-6134.

FOR INFORMATION ON PAYMENTS, CALL THE 
DEPARTMENT THAT RECEIVED, OR WILL RECEIVE, 
THE PRODUCT OR SERVICE.

A. OFFICE OF CONTRACT ADMINISTRATION/
PURCHASING 
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11.  MAP—PURCHASING DEPARTMENT:  
  MAIN OFFICE AND SATELLITE LOCATIONS
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KEY TO LOCATIONS

 Purchasing
 City Hall, Room 430
 1 Dr. Carlton B. Goodlett Place

 Public Utilities Commission
 Water Dept. and Hetch Hetchy
 1155 Market St., 5th Floor

 Municipal Transportation Agency 
 Municipal Railway
 One South Van Ness Ave., Room 3097

 San Francisco General Hospital
 1001 Potrero Ave., Room GP-1

 Department of Public Works
 2323 Cesar Chavez St. (old Army St.), Room 3

 Central Shops 
 (Department of Administrative Services)
 1800 Jerrold Ave.

 San Francisco International Airport
 Terminal 2
 P.O. Box 8097
 San Francisco, CA 94128
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Offi ce of Contract Administration
City Hall, Room 430

1 Dr. Carlton B. Goodlett Place
San Francisco  94102-4685

Phone:  (415) 554-6743
E-mail:  purchasing@sfgov.org

Home Page:  www.sfgov.org/oca
Bid Database:  http://bids.sfgov.org




