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Note regarding a Request for Information 

 
The RFI is not a competitive solicitation. This RFI is to be used solely for 

information and planning purposes by the City and will not result in a contract. As 

part of this, the City reserves the right to invite vendors to demonstrate their products 

and services. Submissions will not be scored or otherwise evaluated for merit. The City 

will not reimburse participants for any costs in connection with this RFI.  
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SECTION I – GENERAL INFORMATION 

A. Statement of Intent 

The San Francisco Department of Public Health (DPH, the Department) is issuing this Request 

for Information (RFI) to solicit information for possible solutions for a comprehensive electronic 

Contract Management System (eCMS).  

SECTION II – SCOPE OF CONTENT 

A. Current State 

The DPH Business Office, which oversees contract management, approval processes, data 

collection and reporting, document storage, and annual program review, is within DPH’s central 

administration and will be the users of an eCMS. The DPH Business Office solicits and 

administers dozens of Requests for Proposal (RFPs) each year. The Business Office also 

processes and manages over 300 Community-Based Organization (CBO) contracts that serve 

as an extension of DPH’s services, and over 500 contracts annually in support of DPH’s internal 

operations. Additionally, DPH conducts annual performance monitoring and has multiple 

contract data/information reporting requirements/requests throughout the year. This RFI aims to 

collect information from firms and organizations on options for the development and 

implementation of a standardized and centralized eCMS supporting all DPH divisions/sections.  

This system must have the following components:  

1. Request Form Development (forms used to initiate various contract related processes) 

2. Contract Flow Management (programmed workflows and tracking)  

3. Vendor Management (profile data and contract document storage) 

 

DPH Internal Contract Processing Pathways 

While all DPH contracts follow a standard review and approval process by other City 

Departments (e.g., Office of Contract Administration, City Attorney) external to DPH, there are 

primarily two distinct internal contract development, approval, and processing pathways. 

Although the distinctions are due mostly to historical organizational restructuring, as of today, 

the two pathways may be distinguished by contract type: (1) Community Based Organization 

(CBO) contracts, which serve as an extension of DPH’s activities and service delivery system, 

and (2) Department Operational Support (DOS) contracts, which are contracts that directly 

support DPH’s operations (i.e., IT contracts).   

 

The internal review and approval of CBO contracts is complex, involving staff participation from 

multiple sections of the DPH Business Office and DPH Finance, with coordination provided by 

the Contract Development and Technical Assistance (CDTA), and finalization completed by the 

Contracts Office.  The DOS contracts, however, are managed by the Contracts Office centrally 

from start to finish. There is one Contracts Office unit focused primarily on DOS contracts, and 
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two Contracts Office units focused primarily on CBO contracts. Additional detail on the 

differences is described below. 

 

CBO Contracts. The Department processes approximately 300+ Community-Based 

Organization or CBO contracts, of which there are approximately 407+ programs, with each 

program receiving an annual monitoring review. These contracts are primarily with non-profit 

vendors. The internal DPH development of CBO contracts includes participation by multiple 

DPH sections/units detailed in the diagram on the next page.  Vendor coordination occurs with a 

single, principal point-of-contact from the DPH Business Office’s Contract Development and 

Technical Assistance (CDTA) Unit. This ensures standardization across vendors who may have 

multiple contracts with multiple DPH sections. The diagram on the next page illustrates the eight 

units (and ~131 staff) that may touch a CBO contract through the internal development and 

review process. Another unique aspect of a CBO contract is that a Funding Notification Letter is 

issued for each, detailing funding and other related information. The trigger to issue a Funding 

Notification Letter is a Funding Notification Letter Request Form, which is one of the proposed 

forms to be developed through the new system. 

 

DOS Contracts. The second DPH contract development and approval pathway is for the 

Department Operational Support or DOS Contracts. The Department has approximately 500+ 

for-profit, hospital-based, facility, IT, systemwide, and central office contracts. The internal 

development of DOS contracts is managed by various individuals inside the Department. Given 

the nature of the procurements, time dedicated to contract development is greater than found in 

CBO contracts. The DOS Contract Development diagram illustrates the four primary areas that 

may touch a contract through the internal development of a DOS contract.  
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B. Future State   

As previously stated, the DPH Business Office aims to implement a centralized, comprehensive, 

eCMS. There are three main components of 

DPH’s existing contract system – Request Form 

Development, Contract Flow Management, and 

Vendor Management.  

 

As the graphic to the right shows, in the future 

state, each of these three components do not 

reside in a silo. Information from each component 

is connected to the others. The subsections below 

further detail the desired contract management system framework, including goals, capabilities, 

and intended impact for each component. These business requirements are just the minimum 

and using the descriptions of the three eCMS components, DPH would like to better understand 

how industry firms and organizations manage these types of contract forms, flows, and vendors.   

 

Request Form Development 

The first component of the contract management system is Request Form Development. This is 

the data entry, routing, tracking, and approval of request forms that initiate a larger process. The 

development and completion of any request form requires linking the forms to standardized 

fields. 

 

The three main forms in the contract management system are the: (1) Funding Notification (FN) 

Request Form, (2) Personal Services Contract (PSC) Form, and (3) Solicitation Request Form. 

 

1. The purpose of a Funding Notification Request Form is to document a request, 

summarize the changes, collect the required contract information, and obtain the 

necessary approvals to ensure that a proposed funding request is possible before the 

contracting process begins. This form is currently utilized in the Community-Based 

Organization (CBO) contract flow to initiate all new contracts requests, or to request 

funding changes to existing contracts. This form provides the detail necessary to 

develop a Funding Notification Letter, which is issued for each CBO contract. Similarly, it 

is anticipated, an analogous request form will be adapted for Department Operational 

Support (DOS) contracts in a new eCMS to collect the required contract information 

before the contracting process begins.    

2. The Personal Services Contract (PSC) form is used to collect required information 

needed to initiate PSC approval by the City’s Civil Service Commission (overseen by the 

City’s Department of Human Resources).  The Department must obtain PSC approval 

from the Civil Service Commission to contract out services as opposed to performing 

these services with civil service staff. The Civil Service Commission approves service 

categories and not unique contracts. This process applies to all DPH contracted 

services. 

3. The Solicitation Request Form collects the baseline information needed to initiate the 

development of an RFP/RFQ document, the first step in a solicitation process. Currently 

these forms are manually tracked and managed by the Contracts Office staff.   

e
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Vendor 
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There are a minimum of five main capabilities or functions required for Request Form 

Development. First, forms must be transitioned and logically redesigned from paper to electronic 

completion and routing. Second, the fields (where possible) will be standardized drop downs 

and/or auto-populate using DPH directed logic (e.g., contract programs linked to vendor). Third, 

routing or programmed workflows will enable timely routing of forms and information to the 

appropriate user for completion and/or approval. Next, where possible, a new system will 

integrate the approvals process with e-signature capability and electronic routing, minimizing 

wet signature and emails. Finally, tracking the development, routing, and approval of forms 

through the system via auto-notifications and timestamps will improve process transparency and 

accountability resulting in a more efficient request process. This will also allow the DPH 

Business Office to more easily discover where the process slows down and implement process 

improvements over time.  

 

With these capabilities, it is anticipated the request form development and process will become 

more efficient through improved communication, reduced timelines, full transparency, and 

standardized data fields.  

 

Below is a snapshot of the desired Request Form Development component.   
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Request Form Development is the data entry, routing, tracking, and approval of request 

forms that initiate a larger process.  

 

• Funding Notification (FN) Request Form collects required contract information, 

initiates the funding notification letter, and begins the contracting process for 

Community-Based Organization contracts. A similar, generalized request form will 

be adapted to collect necessary contract information before the Department 

Operational Support (DOS) contracting process begins. 

• Personal Services Contract (PSC) collects required information needed to 

initiate the Personal Services Contract process with DHR and Civil Service 

Commission. 

• Solicitation Request Form collects baseline information needed to initiate the 

development of the RFP/RFQ solicitation document. 

  

Current State: These forms are manually completed, tracked, and managed by separate 

business office staff (decentralized).  

G
o

a
l To transition these forms from paper development, routing, and tracking to electronic data 

entry, routing, approval, and flow.   
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Forms (electronic): Specific forms will be created for online completion and routing. 

Fields (drop-down, auto-populate): Where possible, fields will be standardized drop-

down selections or auto-populate using DPH-directed field logic (e.g., contract programs 

linked to vendor).   

Routing: Programmed workflows will enable timely routing of forms and information to 

the appropriate user for completion and/or approval.  

Approval: Where possible, integrate the approvals process with e-signature capability 

and electronic routing. Reduce wet signature and email.  

Tracking (auto-notifications, timestamps): Include the ability to track each form 

through the approval process with automated notifications for approvers and a recorded 

timestamp for each action. 

Im
p

a
c
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Improve communication and reduce timelines 

Full visibility and transparency into contract activities, timelines, and key dates and 

events; staff will have timely access to the information needed to move the form forward 

Standardized data fields eliminate redundant entry of information and reduce errors; 

clean, consistent data in will result in more accurate and efficient reporting 
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Contract Flow Management 

The second component of the contract management system is Contract Flow Management, or 

the routing and tracking of contract documents internally within DPH. There are several levels of 

variation in the routing pathways. 

 

First, as described previously, within DPH, the contract development, review and approval 

process follows two different routes, depending on whether the contract is either a (1) 

Community-Based Organization (CBO) contract, or a (2) Department Operational Support 

(DOS) contract. As a reminder, CBO contracts are overseen by the Contract Development and 

Technical Assistance (CDTA) unit as the Principal Point of Contact, have multiple touch points, 

and the vendors are primarily non-profit vendors. DOS contracts are managed centrally by a 

Contract Analyst in the Contracts Office, and are primarily, for-profit, hospital-based, facility, IT, 

systemwide, and central office contracts.  

 

Secondly, while the pathway variation is primarily in the external approval requirements, there is 

some variation in the internal DPH routing, depending on whether the contract is an original 

agreement, an amendment, or a revision to the program budget (RPB). There is some variation 

for Behavioral Health Services (BHS) contracts which have a unique process with regards to 

receiving an Initial Payment and cost report review. Additionally, contracts with grant funding 

require an additional level of DPH Fiscal Office – Grant Unit review. Finally, there are DOS 

vendors that are selected using a DPH Group Purchasing Organization (GPO) where the 

contract doesn’t require all the same steps.  

 

The main goal of this Contract Management Flow component is to transition these current 

contract flows to an electronic routing and status tracking system with a single repository for 

contract storage.  

 

There are at least three main capabilities or functions required for Contract Flow Management. 

First and foremost, with one system, there must be one repository for contract versions, 

modifications, and revisions (including the original, amended, revised program budget versions 

and all existing and some historical) linked by key fields across components. In addition, like the 

Request Form Development component, Contract Flow Management must have automated 

routing and tracking. The workflows must be programmed to route forms and actions to the 

appropriate user (with flexibility to be able to add or change users) while automatically triggering 

the next step to move the contract along. Each action and notification must be automated and 

timestamped. These layers of documentation and recording reinforce process transparency and 

accountability.  

 

With these capabilities, it is anticipated the automation of the contract flow will not only establish 

one repository for all contracts and streamline processes, but also improve efficiency, 

consistency, reporting, and control. 

 

Below is a snapshot of the desired Contract Flow Management component.   
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Internal DPH contract routing and flow varies depending on contract type and DPH 

Business Office staff: 

• Original Agreement/Amendment 

o Community-Based Organization or CBO (variations by unit participation, 

approval staff, and/or funding source, e.g., BHS Cost Report or grant funding) 

o Department Operational Support or DOS  

• Revision to Program Budget (internal revision not approved by OCA or City 

Attorney (CAT))  

o CBO 

o DOS 

Note: Not currently reflected is the Initial Payment process for Behavioral Health Services 

contracts only. 

  

Current State: Specific processes, tracking, and management vary depending upon 

division and section (decentralization). Some contract routing exists in SharePoint, but this 

is not a comprehensive solution.  

G
o

a
l To transition these current contract flows to an electronic routing and status tracking system 

with a single repository for contract storage. 

C
a

p
a

b
il

it
ie

s
 

Document Storage: Contract versions will be stored and accessible by all DPH staff, 

including original, amended, and those with a revision to program budget (RPB). Migrate 

current and recent historical contract records into the new system to ensure data integrity 

and continuity. 

 

Routing: Programmed workflows will enable timely routing of forms and specific 

information to the appropriate user. Each step will automatically trigger the next action with 

the notification required to move the contract along. 

 

Tracking (auto-notifications, timestamps): Include the ability to track each contract 

through the DPH internal contract process with automated notifications for each step and a 

recorded timestamp for each action. 

Im
p

a
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t 

Streamline consistency of contract processes and automate to improve contract cycle time 

  

Accelerate timelines using guided workflows, task management, and notifications 

  

Entire collection of contracts secure, searchable, easily accessible  

  

Allows people and systems within the organization to access, analyze, and act on contract-

related information to improve efficiency, consistency, reporting, and control 

 



 
San Francisco Department of Public Health – RFI #25-2021 Page 13 

Vendor Management 

The third component of the contract management system is Vendor Management or the 

development of a comprehensive profile that provides contract and program information that 

can be easily grouped (sorted), analyzed for reporting, and tracked for deadlines and 

expirations.  

 

The main goal of this component is to transition current contract and program information into a 

comprehensive vendor profile for reporting, tracking deadlines and expirations, and linking 

performance monitoring objectives to unique programs, as applicable, to clarify performance 

monitoring expectations. The current process of linking contract programs to performance 

monitoring objectives is done generically by matching service category to monitoring objectives, 

which does not easily allow advance identification of misalignments. 

 

There are at least three main capabilities or functions required for Vendor Management. Just as 

Request Form Development required standardized fields, the profile will also require 

standardized fields with drop down selections and auto-populate using DPH logic. In many 

cases, the data from the profile, will be the source for the Request Form drop-down data 

options. Program Name will be a key linking field for the auto-populate function among all three 

system components, particularly essential for CBO contracts. These dropdowns will be the 

basis for new form standardization. Second, with standardized fields, reporting and sorting will 

allow the DPH Business Office to respond to the numerous ad hoc information requests, annual 

reporting requirements, and planning requirements (e.g., preparing expiring contracts to the 

Board of Supervisors). Finally, annual performance monitoring objectives linked to specific 

contract program name (instead of generic objectives by service type) will be available to 

ensure clarity and a common understanding of monitoring expectations between the vendor and 

DPH. A new system must include a user-friendly report that links program to objective by 

contract. 

 

With these capabilities, it is anticipated information will be more easily tracked, reported, and 

linked making the overall contract management system more efficient.  

 

Below is a snapshot of the desired Vendor Management component.   
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A comprehensive profile that provides contract and program information that can be 

easily grouped (sorted), analyzed for reporting, and tracked for deadlines and expirations.  

  

Information in a profile may include: date(s) of Board of Supervisor (BOS) approval, 

amount and term approved, Health Commission approval dates, contract term expiration 

dates, program names, available services, target populations, neighborhoods served, 

funding levels, and other related information for each contract. The DPH Business Office 

receives numerous ad hoc customized requests monthly, and this would allow sorting by 

request, as well as expedite preparation of comprehensive annual contract reports due to 

the Health Commission and the BOS. 

  

Current State: To gather necessary information for data requests, may require phone 

calls, emails, and manual data collection. Vendor data is currently tracked in multiple 

spreadsheets. 

G
o

a
l To transition current contract and program information into a comprehensive profile for 

reporting, tracking deadlines and expirations, and linking performance monitoring 

objectives to unique programs, as applicable.  
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Fields (drop-down, auto-populate): Where possible, fields will be standardized drop-

down selections or auto-populate using DPH-directed field logic. Utilizing the Program 

Name as a key field for populating information and linking between all three system 

components. These drop-downs will be the basis for new form standardization. 

 

Reporting: Data fields will be identified for reporting and tracking purposes. Information 

will enable data sorting to respond to the numerous ad hoc information requests, annual 

reporting requirements, and planning (e.g., preparing expiring contracts to the BOS). 

 

Monitoring Objectives: Annual performance monitoring objectives linked to specific 

contract program name (instead of generic objectives by service type) will be available to 

ensure clarity and a common understanding of monitoring expectations between the 

vendor and DPH. System to include a user-friendly report that links program to objective 

by vendor.  

Im
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More easily track information by contract and program 

  

Standardized and linked fields across all three system components will allow agile and 

easily customizable reporting 

 

Linking program name within each contract to the identified performance objectives will 

enable BOCC staff and vendors to identify exclusions, ensure clarity, and gain a 

common understanding of monitoring expectations  
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SECTION III – QUESTIONS 

Provide complete responses the following questions as part of your response: 

A. General Information 

1. Firm or Organization Information: Provide organization’s or firm’s legal name and 

address. 

2. Contact Information: Name of the primary point of contact for the response, position 

title, and include e-mail address and phone number. 

B. Technical Requirements  

1. Explain your technical requirements: include licensing, hosting, maintenance, and 

support.  

2. Do you have an out-of-the-box solution or require customization? 

3. What is the upgrade cycle for your solution?  

4. Describe how your User Interface (UI) / User Experience (UX) is configured and what 

tools you use. How are customers involved?  

5. What end-user platforms and system requirements are supported (e.g., desktop/laptop, 

tablet, smartphone, etc.)? What are your operating system requirements? 

6. What training is required of customers to operate, maintain, and improve the solution? 

7. Outline your support model (service desk, live online support, etc.) and what tiers of 

service are offered. 

8. How much planned maintenance downtime is there per month and what offline business 

continuity options are available during these events as well as during unplanned 

downtime? 

9. How does your solution support high availability (seamless, non-stop operations)? What 

is your “number of nines” or percentage of uptime? 

10. How do you interface with other systems (i.e., HL7, FHIR)? 

C. Service Model 

1. Product Description. Describe the product or solution you would employ to deliver 

services. Including but not limited to a description of the following: 

a. Solution Architecture. Provide a brief description of the software. Explain why 

this approach is better than alternatives in the marketplace.  

b. Software Integrations. Provide a description of possible third-party software 

integrations, e.g., Microsoft Office 365 and SharePoint Online, PeopleSoft, and 

DocuSign.  

c. Reporting Capabilities. Describe the software’s reporting capabilities. If 

customizations for reports are sometimes required, an explanation of when 

customizations are required and what information is needed for report creation. 

Provide a description of possible third-party software integrations, e.g., Microsoft 

Power BI and Tableau. 
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2. Future Changes. Describe your five-year software/solution lifecycle model, including 

product roadmap and update frequency. What improvements do you see on the 

horizon? 

3. Resource Demand. What is the minimum customer commitment (FTE) required to plan, 

design, test, train, deploy, support, and optimize your solution?  What is required for 

initial implementation versus normal operations and maintenance work vs. 

optimizations? 

4. Implementation Approach. Describe your implementation approach (e.g., big bang vs. 

phased roll out). 

D. Project Costs 

1. What is a ballpark project cost for your solution over five years?  Components of the 

project costs should include, but are not limited to: 

a. License and/or subscription costs 

b. Development costs 

c. Implementation costs 

d. Hosting costs 

e. Support/maintenance costs 

f. Third party applications/licensure costs 

g. Third party integration costs that are being recommended 

h. Training costs 

i. Travel costs 

E. Other Information 

1. Please provide any other relevant information to assist in this market research regarding 

your firm or organization’s solution.   

SECTION IV – GENERAL TERMS AND CONDITIONS 

Responses to this RFI become the exclusive property of the City and subject to the California 

Public Records Act (California Government Code §6250 et. seq.), and the San Francisco 

Sunshine Ordinance (San Francisco Administrative Code Chapter 67). Please be aware that 

any information submitted, even personal identifying information may be disclosed to the public 

unless exempt from disclosure under federal, state or local law. 

 

All information submitted in response to this Request for Information is itself a public record 

without exception. Submission of any materials in response to this Request for Information 

constitutes a waiver by the submitting party of any claim that the information is protected from 

disclosure. By submitting materials, (1) you are consenting to release of such materials by the 

City if requested under the Public Records Act or Sunshine Ordinance without further notice to 

you and (2) you agree to indemnify and hold harmless the City for release of such information. 
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The Respondent shall be solely and fully responsible for all costs associated with the 

development, preparation, transmittal, and submission of any material in response to this RFI. 

The City may, in its sole discretion, ask Respondents voluntarily to demonstrate their product or 

submit to interviews, and the costs of such presentations shall be solely the responsibility of the 

Respondent. 

SECTION VI – SUBMISSION PROCEDURE 

Responses. There are no page limits. Respondents must register and submit responses on the 

SF City Partner website: https://sfcitypartner.sfgov.org/pages/index.aspx by 5:00 p.m. PT on 

September 13, 2021.  

 

Question and Answer Process.  Submit all questions relating to this RFI to 

sfdphcontractsoffice@sfdph.org by 5:00 p.m. PT on August 30, 2021.  Answers to questions 

will be posted to https://sfcitypartner.sfgov.org/pages/index.aspx. If changes to the RFI are 

warranted, they will be posted at https://sfcitypartner.sfgov.org/pages/index.aspx. 

 

Schedule of Events 

 

EVENT TARGET DATE* 

Release Date August 16, 2021 

Deadline to Submit Written Questions   

Questions Must be SUBMITTED by 5:00 p.m. PT on This Date 

August 30, 2021 

 

Response Deadline  

Responses Must be SUBMITTED by 5:00 p.m. PT on This Date 

September 13, 2021 

 

*Dates are subject to change 
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