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                  CITY OF SANTA FE PROCUREMENT CHECKLIST  

Contractor Name:  ASPEN SOLUTIONS LLC           

Procurement Title:  Children & Youth Amendment #2          

Procurement Method: State Price Agreement     Cooperative     Sole Source       Other        
      

Exempt    Request For Proposal (RFP)    Invitation To Bid (ITB)      Contract under 60K       Contract over 60K   

Department Requesting Community Services    Staff Name Kyra Ochoa     
               

Procurement Requirements: 
A procurement file shall be maintained for all contracts, regardless of the method of procurement. The procurement file 
shall contain the basis on which the award is made, all submitted bids, all evaluation materials, score sheets, quotations 
and all other documentation related to or prepared in conjunction with evaluation, negotiation, and the award process. 
The procurement shall contain a written determination from the Requesting Department, signed by the purchasing 
officer, setting forth the reasoning for the contract award decision before submitting to the Committees. .   

REQUIRED DOCUMENTS FOR APPROVAL BY PURCHASING* 
YES N/A 

   Approved Procurement Checklist (by Purchasing) 
       Memo addressed to City Manager (under 60K) Committees/City Council (over 60K) 
   State Price Agreement 
   RFP 
   Evaluation Committee Report 
   ITB 
   Bib Tab 
   Quotes (3 valid current quotes) 
   Cooperative Agreement  
   Sole Source Request and Determination Form  
   Contractors Exempt Letter 
   Purchasing Officers approval for exempt procurement 
   BAR  
   FIR 
   Executed Contract, Agreement or Amendment  
   Current Business Registration and CRS numbers on contract or agreement 
   Summary of Contracts and Agreements form 
   Certificate of Insurance 
   All documentation presented to Committees 
   Other:   City of Santa Fe Business Registration #224709   

Kent DeYoung         Administrative Manager        07/17/2020 
Department Rep Printed Name (attesting that all information included)     Title      Date 

               
Purchasing Officer (attesting that all information is reviewed)    Title      Date 

Include all other substantive documents and records of communication that pertain to the procurement and any 
resulting contract.  

Fran Dunaway (Aug 31, 2020 08:05 MDT)

https://secure.na2.adobesign.com/verifier?tx=CBJCHBCAABAAy0JZLHQpDRqtqNdXd2HXip_PJHwljz18


City of Santa Fe 
Youth and Family Services Division 

 
 
 
 

Request for Proposals: 
Children and Youth Commission Funding 

 
 

RFP # 18/30/P 
 
 
 
 

PROPOSALS DUE: 
March 16th, 2018 
Before 2:00 p.m. 

 
ONLINE SUBMISSION: 

https://santa_fe_children_and_youth_commission.formstack.com/forms/cyc_rfp_2018 
 

CITY OF SANTA FE 
2651 SIRINGO ROAD, BUILDING H 
SANTA FE, NEW MEXICO  87505 

 
 
  





 
SCHEDULE FOR CHILDREN AND YOUTH FUNDING 2018-2020 

 
18/30/P 

 
 
February 2, 2018 
 
 

CYC 2017-2018 Strategic Plan Presentation 

February 14, 2018 
 
 

 

February 27, 2018 Technical Assistance Training: 3:00 p.m. to 4:30 p.m. 
Market Station Office, 500 Market Place Suite 200, 
Santa Fe, NM 87504 
 

February 28, 2018 Technical Assistance Training: 9:00 a.m. to 10:30 a.m. 
Market Station Office, 500 Market Place Suite 200, 
Santa Fe, NM 87504 
 

March 16, 2018  Deadline for submittal of proposals to the Purchasing 

87505 (505) 955-5711 BEFORE 2:00 p.m. 
No late proposals accepted. 
 

March 15  March 30, 2018  Review and analysis of Proposals by Staff and Human 
Services Committee. 
 

April 10, 2018 Interviews with applicants to be held at (TBD).  
Applicants will be contacted with specific times. 

April 24, 2018 
 

Children and Youth Commission Meeting, Final 
Recommendations 

May 21, 2018 Recommendation of award to Finance Committee 
 

May 30, 2018 Recommendation of award to City Council 
 

June 1, 2018 Prepare contracts for Fiscal Year 2018-2019 
 

July 2, 2018 Beginning of Fiscal Year 2018-2019 
 

 
DATES FOR CONSIDERATION BY THE CITY COMMITTEES AND CITY COUNCIL 
ARE TENTATIVE AND SUBJECT TO CHANGE WITHOUT NOTICE. 



INFORMATION FOR PROPONENTS 
 
1. RECEIPT OF PROPOSALS 
 
 The City of Santa Fe (herein called "City"), invites firms to submit online at: 

https://santa_fe_children_and_youth_commission.formstack.com/forms/cyc_rfp_2018. 
Proposals must be received before 2:00 p.m. local prevailing time, on March 27th, 2017. 
Please note that the City of Santa Fe and The Community Services are not responsible for 
compatibility issues do to operating systems, platforms, programs or program versions.   

 
 The packets shall be submitted online at 

https://santa_fe_children_and_youth_commission.formstack.com/forms/cyc_rfp_2018.  No 
late proposals will be accepted whether hand delivered, mailed or special delivery. Do 

-
will be determined to be non-responsive if delivered late, no matter whose fault it was. It 
is recommended that extra days be included in the anticipated delivery date to ensure 
delivery is timely.  

 Any proposal received after the time and date specified shall not be considered.  No 
proposing organization may withdraw a proposal within 60 days after the actual date of the 
opening thereof. 

 
2. PREPARATION OF PROPOSALS 
 
 Vendors shall comply with all instructions and provide all the information requested.  

Failure to do so may disqualify your proposal.  All information shall be given in ink or 
typewritten.  Any corrections shall be initialed in ink by the person signing the proposal. 

 This request for proposal may be canceled or any and all proposals may be rejected in whole 
or in part, whenever the City of Santa Fe determines it is in the best interest of the city. 

 
3. ADDENDA AND INTERPRETATIONS 
 
 No oral interpretation of the meaning of any section of the proposal documents will be 

binding.  Oral communications are permitted in order to make an assessment of the need for 
an addendum.  Any questions concerning the proposal must be addressed prior to the date 
set for receipt of proposal. 

Every request for such interpretation should be in writing addressed to, Purchasing Officer, 
nd to be given consideration 

must be received at least (5) days prior to the date set for the receiving of proposals. 
 

 Any and all such interpretations and any supplemental instruction will be in the form of 
written addenda to the RFP, which if issued, will be delivered to all prospective firms not 
later than three days prior to the date fixed for the receipt of the proposals.  Failure of any 



proposing firm to receive any such addenda or interpretations shall not relieve such firm 
from any obligation under their proposal as submitted.  All addenda so issued shall become 
part of the contract documents. 
 

 The City reserves the right to not comply with these time frames if a critical addendum is 
required or if the proposal deadline needs to be extended due to a critical reason in the best 
interest of the City of Santa Fe 

 
4. LAWS AND REGULATIONS 
 
 The proposing firm's attention is directed to the fact that all applicable Federal Laws, State 

Laws, Municipal Ordinances, and the rules and regulations of all authorities having 
jurisdiction over said item shall apply to the contract throughout. They will be deemed to be 
included in the contract the same as though herein written out in full. 

 
5. METHOD OF AWARD 
 
 The proposal is to be awarded based on qualified proposals as per the enclosed rating system 

and at the discretion and consideration of the governing body of the City of Santa Fe. The 
selection committee may interview the top three rated proponents; however, contracts may 
be awarded without such interviews.  At its discretion the city reserves the right to alter the 
membership or size of the selection committee. The City reserves the right to change the 
number of firms interviewed. 

 
6. 

WAGE ORDINANCE) 
 

A copy of the City of Santa Fe Ordinance No. 2003-8, passed by the Santa Fe City Council 
on February 26, 2003 is attached.  The proponent or bidder will be required to submit the 
proposal or bid such that it complies with the ordinance to the extent applicable.  The 
recommended Contractor will be required to comply with the ordinance to the extent 
applicable, as well as any subsequent changes to the Ordinance throughout the term of this 
contract. 
  

7. RESIDENT, LOCAL OR VETERANS PREFERENCE 
 
 INTENT AND POLICY 

The city recognizes that the intent of the state resident preference statute is to give New 
Mexico businesses and contractors an advantage over those businesses,  

 policy is to give a preference to those persons and companies who contribute to the 
economy of the State of New Mexico by maintaining businesses and other facilities within 
the state and giving employment to residents of the state (1969 OP. Att'y Gen. No. 69-42).  
The city also has adopted a policy to include a local preference to those persons and 
companies who contribute to the economy of the County of Santa Fe by maintaining 
businesses and other facilities within the county and giving employment to residents of the 
county. 



  
 With acknowledgment of this intent and policy, the preference will only be applied when 

bids are received from in-state and county businesses, manufacturers and contractors that are 
within 5% of low bids received from out-of-state businesses, manufacturers and contractors 
(13-1-21 (A) -1-21 (F) and 13-4-2 (C) NMSA 1978). 

 
 To be considered a resident for application of the preference, the in-state bidder must have 

included a valid state purchasing certification number with the submitted bid. 
 
 Thus it is recommended that in-state bidders obtain a state purchasing certification number 

and use it on all bids, in order to have the preference applied to their advantage, in the event 
an out-of-state bid is submitted.  In submitting a bid, it should never be assumed that an out-
of-state bid will not be submitted. 

 
 For information on obtaining a state purchasing certification number, the potential bidder 

should contact the State of New Mexico Taxation and Revenue Department.  
 
 All resident preferences shall be verified through the State Purchasing Office.  Applications 

for resident preference not confirmed by the state Purchasing Office will be rejected.  The 
certification must be under the bidder's business name submitting the bid. 

 
 NON-APPLICATION-COMPETING IN-STATE BIDDERS 
 

If the lowest responsive bid and the next responsive bids within 5% of the lowest bid, are all 
from the state of New Mexico, then the resident preference will not be applied and the state 
purchasing certification number will not be considered.  To be considered an in-state bidder 
in this situation, the bidders must meet the definition criteria of Chapter 13-1-21 (A)(1) and 
Chapter 13-4-2 (A) NMSA 1978. After examining the information included in the bid 
submitted, the city Purchasing Director may seek additional information of proof to verify 
that the business is a valid New Mexico business.  If it is determined by the city Purchasing 
Director that the information is not factual and the low responsive bid is actually an out-of-
state bidder and not a New Mexico business, then the procedures in the previous section  

 may be applied. 
 
 If the bidder has met the above criteria, the low responsive "resident" bid shall be multiplied 

by .95. If that amount is then lower than the low responsive bid of a "non-resident" bidder, 
the award will be based taking into consideration the resident preference of 5%. 

 
 APPLICATION FOR LOCAL PREFERENCE 
 

For the purposes of this section, the terms resident business and resident manufacturer shall 
be defined as set out in Section 13-1-21 NMSA 1978; the term local as applied to a business 
or manufacturer shall mean: 

  
Principal Office and location must be stated: To qualify for the local preference, the 
principal place of business of the enterprise must be physically located within the Santa 



Fe County Geographic Boundaries. The business location inserted on the Form must be a 
physical location, street address or such. DO NOT use a post office box or other postal 
address. Principal place of business must have been established no less than six months 
preceding application for certification.  

 
The PREFERENCE FACTOR for resident and local preferences applied to bids shall be 
.95 for resident and .90 for local. The preference for proposals shall be 1.10 for local. 

New Mexico Resident Veteran Business Preference:  New Mexico law, Section 13-1-22 

NM Department of Taxation and Revenue for the 
resident veteran business requires the Offeror to provide evidence of annual revenue and 
other evidence of veteran status. 

An Offeror who wants the veteran business preference to be applied to its proposal is 
required to submit with its proposal the certification from the NM Department of Taxation 
and Revenue and the sworn affidavit attached hereto as Appendix E. 
 
If an Offeror submits with its proposal a copy of a valid and current veteran resident 
business certificate, 7%, 8%, or 10% of the total weight of all the evaluation factors used in 
the evaluation of proposal may be awarded. 
 
The local preference or resident business preference is not cumulative with the resident 
veteran business preference. 
 
Proposals for Goods and Services. When proposals for the purchase of goods or services 
pursuant to Section 23 are received, the evaluation score of the proposal receiving the 
highest score of all proposals from those proponents in the first category listed above shall 
be multiplied by the Preference Factor.  If the resulting score of that proposal receiving the 
preference is higher than or equal to the highest score of all proposals received, the contract 
shall be recommended to that proponent receiving the preference. I f no proposal are 
received from proponents in  
 
the first category, or if the proposal receiving the preference does not qualify for an award 
after multiplication by the Preference Factor, the same procedure shall be followed with 
respect to the next category of proposals listed to determine if a proponent qualifies for 
award. 

 
Qualifications for Local Preference. The Central Purchasing Office shall have available a 
form to be completed by all bidders/proponents who desire to apply for the local preference 
as a local business.  The completed form with the information certified by the offeror must 
be submitted by the bidders/proponents with their bid or proposal to qualify for this 
preference. 
 
Limitation. No offeror shall receive more than a 10% for local preference pursuant to this 
section on any one offer submitted.  A bidder may not claim cumulative preferences. 
 



Application. This section shall not apply to any purchase of goods or services when the 
expenditure of federal and/or state funds designated for a specific purchase is involved and 
the award requirements of the funding prohibit resident and/or local preference(s). This shall 
be determined in writing by the department with the grant requirements attached to the 
Purchasing Office before the bid or request for proposals is issued. 
 
Exception. The City Council at their discretion can approve waiving the Local Preference 

 best interest to 
do so. 

 
8. PROTESTS AND RESOLUTIONS PROCEDURES 
 
 Any proponent, offeror, or contractor who is aggrieved in connection with a procurement 

may protest to the Purchasing Officer.  The protest must be in writing and submitted within 
fifteen (15) days and requirements regarding protest and resolution of protests are available 
from the Purchasing Office upon request. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

CHILDREN AND YOUTH COMMISSION FUND 
GENERAL INFORMATION 

 
Vision: The healthy development of children and youth and a community environment in 

which the strengths of young people are recognized and nurtured. 
Mission: To improve the lives of children by supporting local nonprofit and school programs 

that work for kids. 
 
The Children and Youth Commission receives four (4) percent of the gross receipts tax and 
administers funding to local Santa Fe nonprofits and Santa Fe Public Schools on a two-year 
funding cycle at approximately $1.2 million annually (funding amount varies due to GRT 
fluctuations). The purpose of the fund is to support local community programs that promote the 
healthy development of local children and youth, ages birth to twenty-one (21). 
In the summer of 2017 the Commission went through their annual strategic planning session 
which builds upon the planning efforts of the 2015 and 2016 strategic framework. This year, the 
Commission is focused on: 
 

 Equitable distribution of funding across the four goal areas as well as targeting priority 

populations who are underrepresented and/or historically struggle to access services and 

income as determined by family size. 

 This year organizations applying for funding will be required to choose one program that targets 

their selected indicator that contributes to turning the curve on one of the goal areas. 

 Organizations will not be able to use multiple programming for a selected goal area. 

 
The Children and Youth Commission continues to focus on Results-Based Accountability 
Framework and End/Results Framework with Community Indicators to ensure that funding is 
having a direct impact on the overall well-being of families and individuals within the 
Community. Through this approach, the Committee has designated four priority funding 
categories: Early Care, Supplemental Education, Youth Wellness and Reconnecting Youth. 
Additionally, the Committee has identified Key Indicators to measure the conditions of well-
being and Desired Outcomes to illustrate conditions of well-being. 
 

-based outcomes for their 
service populations. By applicants applying directly towards, and aligning services and programs 

assess their overall impact within their service area. Additionally, applicants shall demonstrate 
their ability to carry out approved plans and track appropriate indicators. The ultimate goal is to 
track and compare data and outcomes with local, state and national statistics. 
 



Applicants shall be limited to non-profit organizations that have been granted and currently hold 
tax exempt status under Section 501 (c) (3) of the Internal Revenue Code, or to applicants whose 
programs are covered by a fiscal agent that meets these requirements. 
Applicants currently receiving city funding may apply for Children and Youth funds; applicants 
will need to disclose all current city funding and applications will be reviewed by the 
Commission based upon specialized programs, services, and community needs. 
 
Funding is on a cost reimbursement basis. Payment is made after costs have been incurred and 
reimbursement has been requested showing that work has been done. Reporting requirements are 

by City staff members or consultants. Funded programs may be expected to participate in several 
training and technical assistance opportunities during the funding year. 
 
Funding is primarily intended to pay for direct services for the community, rather than to pay for 
administrative costs and applicants should reflect this in their budgets. Direct administrative 
costs for the program shall be as low as possible (not to exceed 30%). 
 
Fiscal Sponsorship: 
Fiscal agents are responsible for program management, financial reporting and all contract 
requirements. If your organization is using a fiscal agent, the agent will process the 
reimbursement requests. If your organization is using a fiscal agent: 
1. Fiscal agent fees shall not exceed 12%. 
2. All official documents and signatures must be those of the fiscal sponsor, not your own 
program. 
 
RFP Training: 
RFP training will be conducted on Wednesday, February 27, 2018, 3:00-4:30 pm and February 
38, 9:30-11:00 am, Market Station Office, 500 Market Station, Suite 200, Santa Fe, NM 87504. 
 
Procurement Information: 
For procurement information Click here 
 
Contract Information: 
For contract information/outline Click here 
 
Additional Conditions: 
For additional conditions Click here 
 
Evaluation Process: 
At its discretion, the City reserves the right to alter the membership and size of the committee. 
Scores of the evaluation committee members will be totaled to determine the top rated programs. 
Unless noted elsewhere in this RFP, the same evaluation form will be used to separate the 
interview scores. A 10% local preference may be available for this procurement (For local 
preference criteria and form click here) 
 



All proposals will be reviewed for completion by staff members of the Youth and Family 
Services Division. Proposals will then be forwarded to the Children and Youth Commission for 
their formal review. In the event the Commission has additional questions, applicants will be 
scheduled to address the questions during the provider hearings. Organizations making new 
requests for funding may be required to furnish additional information prior to the provider 
hearings. The members of the Children and Youth Commission, based on the following criteria, 
make funding recommendations to the Finance Committee of the City Council. (For evaluation 
criteria click here) 
 
New Applicants: 
Contact Julie Sanchez, Youth and Family Services Program Manager at 955-6678 
or jjsanchez@santafenm.gov, if you are a new applicant or if you have any questions. 
 
FUNDING CATEGORIES FOR FISCAL YEAR 2018-2020: 
1. Early Care and Education for Children 0-5 Years 
2. Supplemental Education for School-Age Children 
3. Youth Wellness 
4. Reconnecting Youth 

Packets must be completed online at: 
https://santa_fe_children_and_youth_commission.formstack.com/forms/cyc_rfp_2018 

 

 

 

 

 

 

 

 

 

 

 

 

 



Updated 2017 

PROPOSAL EVALUATION PROCESS

All proposals will be reviewed for completion by staff members of the Youth and Family 
Services Division. Proposals will then be forwarded to the Children and Youth Commission for 
their formal review. In the event the Commission has additional questions, applicants will be 
scheduled to address the questions during the provider hearings. Organizations making new 
requests for funding may be required to furnish additional information prior to the provider 
hearings. The members of the Children and Youth Commission, based on the following criteria, 
make actual funding recommendations to the Finance Committee of the City Council:

Current and proposed program or organization involvement in community-wide 
collaborative activities (e.g., coalition membership, interagency project collaboration);
Alignment with the City Children and Youth Commission priority outcomes and 
indicators as outlined in the Ends Framework and RFP
Demonstration of a plan to address disparities, gaps and report on results 
Prior history on grants awarded over the past two years including on-time reporting, 
progress on performance measures, appropriate and timely use of past awards
Project budget rationale 
Qualifications of personnel
Completion, timeliness of application materials
Extra points will be awarded based on effectiveness of collaboration with other non-profit 
organizations, partners and the City Youth and Family Services Division
Extra points will be awarded based on demonstration of performance accountability for 
services they provide (e.g. data on how children or youth are better off as a result of the 
service provided)

A scoring rubric will be used to score applicants on the criteria above and funding amounts will 
be awarded according to the formula below.  The chart below is based on 100-point total score 
on criteria:

Evaluation Score 
Range

Evaluation Score 
Range Level

Project/ Program Funding 
Ceiling

90-100 High $85,000
80-89 Medium-High $50,000
70-79 Medium-Low $25,000
60-59 Low

$15,000
<50 Below No funding recommended

Exception: Innovation fund awards would not be determined by above formula but 
determination could be two set amounts, either $2,500 or $5,000, with awards 
Criteria includes assessment of project budget (does budget make sense)
Assumption – City is supporting a higher level of funding for projects that align to 
priorities and support agencies with high potential to make an impact/contribute toward 
turning the curve.  



More Information, including the Living Wage Ordinance, is available at 
http://www.santafenm.gov 

(Click on Hot Topics/Living Wage)

Santa Fe’s Living Wage
• The Santa Fe Living Wage Ordinance establishes minimum hourly wages. 

• The March Living Wage increase corresponds to the increase in the Consumer Price 
Index (CPI).

• All employers required to have a business license or registration from the City of Santa 
Fe (“City”) must pay at least the adjusted Living Wage to employees for all hours worked 
within the Santa Fe city limits.

Who is Required to Pay the Living Wage?
• The City to all full-time permanent workers employed by the City;

• Contractors for the City, that have a contract requiring the performance of a service but 
excluding purchases of goods;

• Businesses receiving assistance relating to economic development in the form of 

thousand dollars ($25,000) for the duration of the City grant or subsidy;

• Businesses required to have a business license or registration from the City; and

• -
aid waivers.

• For workers who customarily receive more than one hundred dollars ($100) per month in 
tips or commissions, any tips or commissions received and retained by a worker shall 
be counted as wages and credited towards satisfaction of the Living Wage provided 
that, for tipped workers, all tips received by such workers are retained by the workers, 
except that the pooling of tips among workers shall be permitted.



CITY OF SANTA FE (CSF) 
NON-DISCLOSURE AND CONFLICT OF INTEREST STATEMENT 

 

REQUEST FOR PROPOSAL # 18/30/P 
 
EVALUATOR  NAME:      
 
CSF policy is to prevent personal or organizational conflict of interest, or the 
appearance of such conflict of interest, in the award and administration of CSF 
contracts and Purchase Orders. 
 
I,   , the undersigned, hereby certify that the 
following statements are true and correct and that I understand and agree to be 
bound by commitments contained herein. 
 
I am acting at the request of CSF as a participant in the evaluation of offers/ 
proposals received in response to the Request for Offers! Request for Proposals, 
entitled and/ or numbered. I am acting of my own accord and not acting under 
duress. I am not currently employed by, nor am I receiving any compensation from, 
nor have I been the recipient of any present or future economic opportunity, 
employment, gift, loan, gratuity, special discount, trip, favor, or service in 
connection with any offer/proposal or involved Offeror/Proposer in return for 
favorable consideration. I have no preconceived position on the relative merits of 
any of the offers/proposals nor have I established a personal preference or position 
on the worth or standing of any Offeror/Proposer participating in this action. CSF 
policy is to prevent personal or organizational conflict of interest, or the appearance 
of such conflict of interest, in the award and administration of CSF contracts, 
including, but not limited to contracts for professional services, agreements with 
consultants and Purchase Orders. 

I hereby certify that to the best of my knowledge and belief, no conflict of interest 
exists that may diminish my capacity to perform an impartial, technically sound, 
objective review of this proposal(s) or otherwise result in a biased opinion or unfair 
competitive advantage. I agree not to disclose or otherwise divulge any information 
pertaining to the contents, status, or ranking of any offer/proposal to anyone other 
than the team leader or other evaluation team members. I understand the terms and 
"disclose or otherwise divulge" to include, but are not limited to, reproduction of any 
part or any portion of any offer/proposal, or removal of same from designated areas 
without prior authorization from the evaluation team leader. I agree to perform any 
and all evaluations of said offers/proposals in an unbiased manner, to the best of my 
ability, and with the best interest of CSF paramount in all decisions. 
 
I agree to return to CSF Purchasing Department all copies of proposals, as well as 
any abstracts, upon completion of the evaluation. 
 
 
      

SIGNATURE AND DATE:  
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