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The Purchasing Memo 

Date: June 9, 2025  

To: Governing Body and Finance Committee 

From: Melanie Lovato, Risk Analyst 

Via: Mark Scott, City Manager 

Subject: Professional Services Contract for Insurance Broker Services 

Vendor Name: Arthur J. Gallager (AJ Gallagher) 

Munis Vendor Number: 8195 

ITEM AND ISSUE: 

Risk and Safety respectfully requests your review and approval of a Professional Services Contract in the total amount      
of $293,188.13 including gross receipts tax for comprehensive Insurance Broker Services for a term of 4 years with 
Arhtur J. Gallagher (AJ Gallagher). RFP #25127-Insurance Broker Services 

CONTRACT NUMBER: 

The FY25-FY29 contract number is 3250637 

BACKGROUND AND SUMMARY: 

The City operates a self-insurance program that includes a broad range of coverages and retention limits. To support 
this program, the City engages an Insurance Broker to identify and secure appropriate insurance coverages as needed, 
offer expert guidance on policies, coverages, and limits, and assist staff with various aspects of implementing and 
managing the self-insurance program. 

PRIOR APPROVALS AND SUPPORTING INFORMATION: 

FUNDING SOURCE: 

Fund Name/Number: Risk Management, 600 

Munis Org Name/Number: Risk Management Admin/6001750 

Munis Object Name/Number: Gen Liab-Third Party Admin/555300 

Budget Officer / Designee:                                                                Date: 

Budget Officer Comment/Exceptions: 

PROCUREMENT METHOD: 

The procurement method used was NMSA 1978, Section 13-1-111, RFP 

ALEXIS LOTERO (Jun 17, 2025 13:12 MDT) 06/17/2025

https://na2.documents.adobe.com/verifier?tx=CBJCHBCAABAARc_FtR5gemNpZc0wlb2zz_3e0g6dTmk4


 

RFP #25127 

Chief Procurement Officer (CPO)/Designee:                                             Date: 

CPO Comment/Exceptions: 

ASSOCIATED APPROVALS: 

IT Components included?   ☐ Yes | ☐ No 

Approval:                                       Title:                                                    Date:   

Comment/Exceptions:  

Treasury/Point of Sale Components included?   ☐ Yes | ☐ No 

Approval:                                       Title:                                                    Date:   

Comment/Exceptions:  

Vehicles included?   ☐ Yes | ☐ No 

Approval:                                               Title:                                                     Date:  

Comment/Exceptions: 

Construction to City Facilities, Furniture, and/or Fixtures included?   ☐ Yes | ☐ No 

Approval:                                      Title:                                                    Date:   

Comment/Exceptions: 

Is this an externally funded purchase?   ☐ Yes | ☐ No 

If yes, what is the issuing agency: 

Approval:                                     Title:                                                    Date:   

Comment/Exceptions: 

Is this a Capital Asset or Project?   ☐ Yes | ☐ No 

Project Ledger Number: 

Approval:                                      Title:                                                     Date:   

Comment/Exceptions: 

ATTACHMENTS: 
CPO Service Determination Email  
Procurement document: RFP 
Vendor’s Bid (Note: proposals and Evaluation Committee Reports shall only be emailed (by CPD) to the committee 
directly, not included in this packet.) 
Certificate of Liability Insurance (COI) (add City as an additional insured, project specifics, contact person, and primary 
project location) 
  

06/17/2025
COI with City as certificate holder will be uploaded in Munis to record

https://na2.documents.adobe.com/verifier?tx=CBJCHBCAABAARc_FtR5gemNpZc0wlb2zz_3e0g6dTmk4
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____________________________

ALAN WEBBER, CITY MAYOR

GB MTG 06/25/2025

Alan Webber (Jun 27, 2025 15:01 MDT)

ANDREA SALAZAR (Jun 27, 2025 15:02 MDT)

https://na2.documents.adobe.com/verifier?tx=CBJCHBCAABAARc_FtR5gemNpZc0wlb2zz_3e0g6dTmk4
https://na2.documents.adobe.com/verifier?tx=CBJCHBCAABAAC4PupdWqPOemWsPpuRSbJDSQyiDeLyEC
https://na2.documents.adobe.com/verifier?tx=CBJCHBCAABAAC4PupdWqPOemWsPpuRSbJDSQyiDeLyEC
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From: DUTTON-LEYDA, TRAVIS K.
To: LOVATO, MELANIE Y.; Purchasing DET
Subject: RE: Determination for Broker Services
Date: Tuesday, December 31, 2024 1:42:13 PM
Attachments: image002.jpg
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Greetings,  
 
The scope of work as written would be Professional Services. This determination relates only
to that question and is no comment on whether the scope of work or procurement method meet
all legal standards. I reserve the right to change this determination if the scope of work differs
from the scope of work submitted for the original determination. This procurement must be
conducted using the processes and procedures set forth by the City of Santa Fe, Central
Purchasing, the Procurement Manual, and state statutes.
 
Please note: 
 

Save this email as a PDF and upload it into the corresponding Munis records. 
Check with WorkQuest dba Horizons of New Mexico
(mloehman@horizonsofnewmexico.org) if this service appears on their approved list. 
If your request includes anything that needs to be reviewed and preapproved by another City
Department/Division, please send the same SOW to the corresponding email address and
include their response in your packet/Munis.  

-IT components (anything IT) - ereview@santafenm.gov 
-Vehicles – dmjaramillo@santafenm.gov  
-Grants - mtbonifer@santafenm.gov; cmthompson@santafenm.gov; evlujan@santafenm.gov
 
- Construction, Facilities, Furniture, Fixtures, Equipment, etc. - jsburnett@santafenm.gov   
-Emergency Related Purchases - bgwilliams@santafenm.gov 
-Asset over $5k - lmstorey@santafenm.gov

Ensure that the appropriate templates and forms are used
https://intranet.santafenm.gov/finance_1 and documented procedures/laws/rules are
followed.  
> $20k per year, when processing this procurement, please ensure the procurement
number issued by Munis and the procurement name are used in the appropriate
documents and the subject of emails.            
If you are processing a procurement where the forecasted amount is =/> $60k, per
NMSA 1978, Section 13-1-102, if you aren’t using a cooperative or existing contract,
you must process an RFP. 
< $20k per year, one quote is acceptable. 
From $20k to $60k per year, if you aren’t using a cooperative or existing contract,
you’ll need to provide 3 quotes in your req. Must use the Munis Bid Module after
12/21/2023.   
Figure out your funding source and inform Purchasing. To ensure that the proper
documents and language are used, it is important to identify the funding source for the
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subsequent contract. For instance, if federal funds are involved, the procurement request
and subsequent contract must include the necessary federal language. Therefore, it is
crucial to determine the funding source beforehand.  
Review the pages linked below to determine whether any of the existing price
agreements/contracts or cooperative agreements are applicable to this request. You
might be able to use an existing price agreement/contract to save time and money. 

https://www.generalservices.state.nm.us/state-purchasing/statewide-price-
agreements/ (if you choose to use a Statewide, you do not need to ask Horizons if
they can do the work. State Purchasing must offer the SOW to Horizons prior to
placing the award on their website.)    
https://naspovaluepoint.org/categories/    
https://www.omniapartners.com/publicsector/contracts    
https://www.buyboard.com/home.aspx   
https://www.h-gac.com/Home   
https://www.gsaelibrary.gsa.gov/   
https://www.sourcewell-mn.gov/contract-search  
    

Submit or send your request to the appropriate MS Teams channel or email address:  
RFPs requests to
https://teams.microsoft.com/l/channel/19%3ad63b9c8b586d424fa5eed34177146a
c5%40thread.tacv2/RFP%2520Requests?groupId=a367d8c2-992f-4c74-8e7d-
0ccb6950c9a1&tenantId=77b69f5a-55ed-4363-8616-4867b0bc707f   
ITBs requests to
https://teams.microsoft.com/l/channel/19%3a48e1e4588c0440a09cfbd9b907ed42
d4%40thread.tacv2/ITB%2520Requests?groupId=a367d8c2-992f-4c74-8e7d-
0ccb6950c9a1&tenantId=77b69f5a-55ed-4363-8616-4867b0bc707f   
Determination requests to purchasing_det@santafenm.gov    
And all other requests to purchasing@santafenm.gov  

     
Thank you for submitting this scope of work for my review.  
  
Regards,  
   
Travis Dutton-Leyda   
Chief Procurement Officer   
City of Santa Fe  
200 Lincoln Avenue  
Santa Fe, NM 87501  
505-629-8351  
tkduttonleyda@santafenm.gov
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Internal Link: https://intranet.santafenm.gov/finance_1
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 More Procurement, less drama ~ John Blair
 
From: LOVATO, MELANIE Y. <mylovato@santafenm.gov> 
Sent: Tuesday, December 31, 2024 1:39 PM
To: Purchasing DET <purchasing_det@santafenm.gov>
Subject: Determination for Broker Services

 
Hello Travis,
 
Please provide determination of services for broker services

Broker Services
 
The scope of work is to be used as a general guide and is not intended to be a
complete list of all work necessary to fulfill the City’s Insurance Broker and Risk
Management Consulting Service’s needs.  While the exact nature and extent of the
services are subject to negotiations, the minimum professional services are as
follows:
 
1.    Act as an independent insurance advisor to the City and proactively provide
ongoing unbiased professional advice and recommendations that benefit the City and
its members.  Meet with City Risk Management staff, City committees, and /or staff of
City departments as requested.
2.    Proactively provide ongoing review and analysis of the City’s insurance programs
and make any appropriate recommendations for coverage changes or new
coverages.  Provide early warning of rate and coverage changes or renewal problems
and annually provide a comprehensive report that reviews all City insurance
programs.
3.    Assure that insurance policies are placed in a timely manner, without lapses in
coverage periods, with reputable and financially responsible insurers.  Advise in
writing of any changes to insurance policy within 14 days.
4.    Review policies and other documents in detail within 14 days of receipt of the
documents to check the wording and accuracy of each policy, binder, certificate,
endorsement or other document received from the insurers to ensure the intended
coverage is provided, and all coverage, terms, and conditions, and other wording is
complete and accurate, and in compliance with financial arrangements and
administrative procedures acceptable to the City.
5.    When more than one market is approached for a line of coverage, provide the City
with copies of declination letters and all premium quotations received with a
summary of coverages explaining deficiencies or benefits of the quote compared to



the recommended insurance program.
6.    Issue certificates of insurance within three (3) business days following the date of
request.
7.    Comply with all State and Federal laws and regulations pertaining to insurance
brokers licensed in the State of New Mexico.
8.    Make available consultation services as well as loss control services as requested
by the City.  Assist in analyzing loss exposures from existing and new operations, and
determine the appropriate risk management alternatives, including types,
availability, cost, and extent of coverages that should be considered.
9.    Provide oversight and ensure compliance of third party administrators assigned to
handle the City accounts.

 
Thank you,
Melanie
 
Melanie Lovato
Risk & Safety Division
Email: mylovato@santafenm.gov
Phone: (505) 955-6080 | Cell: (505) 490-1693
Website: www.santafenm.gov
 

 
CONFIDENTIALITY NOTICE: The contents of this email message and any attachments are
intended solely for the addressee(s) and may contain confidential and/or privileged
information and may be legally protected from disclosure. If you are not the intended recipient
of this message or their agent, or if this message has been addressed to you in error, please
immediately alert the sender by reply email and then delete this message and any attachments.
If you are not the intended recipient, you are hereby notified that any use, dissemination,
copying, or storage of this message or its attachments is strictly prohibited
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From: Matt Loehman
To: LOVATO, MELANIE Y.
Subject: Re: procurement opportunity for Broker services
Date: Thursday, January 2, 2025 8:39:53 AM
Attachments: image001.png

CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you
recognize the sender and know the content is safe.

Good morning Melanie,

Thank you very much for the opportunity, but we will decline this procurement.

Best regards, 

Matt

Matt Loehman
Executive Director

Horizons of New Mexico
6121 Indian School Rd. NE, Suite 220
Albuquerque, NM 87110

office phone: (505) 345-1540 
email: mloehman@horizonsofnewmexico.org
web: www.horizonsofnewmexico.org

The State Use Act helps people with disabilities become gainfully employed, and it
saves you valuable time and resources otherwise used during the procurement
process.

On Tue, Dec 31, 2024 at 1:47 PM LOVATO, MELANIE Y. <mylovato@santafenm.gov>
wrote:

Good afternoon, Matt,

 

We wanted to see if you provide the following services. Thank you!

 

Broker Services
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The scope of work is to be used as a general guide and is not intended to be a
complete list of all work necessary to fulfill the City’s Insurance Broker and Risk
Management Consulting Service’s needs.  While the exact nature and extent of the
services are subject to negotiations, the minimum professional services are as
follows:

 

1.    Act as an independent insurance advisor to the City and proactively provide
ongoing unbiased professional advice and recommendations that benefit the City
and its members.  Meet with City Risk Management staff, City committees, and /or
staff of City departments as requested.

2.    Proactively provide ongoing review and analysis of the City’s insurance
programs and make any appropriate recommendations for coverage changes or
new coverages.  Provide early warning of rate and coverage changes or renewal
problems and annually provide a comprehensive report that reviews all City
insurance programs.

3.    Assure that insurance policies are placed in a timely manner, without lapses in
coverage periods, with reputable and financially responsible insurers.  Advise in
writing of any changes to insurance policy within 14 days.

4.    Review policies and other documents in detail within 14 days of receipt of the
documents to check the wording and accuracy of each policy, binder, certificate,
endorsement or other document received from the insurers to ensure the intended
coverage is provided, and all coverage, terms, and conditions, and other wording is
complete and accurate, and in compliance with financial arrangements and
administrative procedures acceptable to the City.

5.    When more than one market is approached for a line of coverage, provide the
City with copies of declination letters and all premium quotations received with a
summary of coverages explaining deficiencies or benefits of the quote compared to
the recommended insurance program.

6.    Issue certificates of insurance within three (3) business days following the date
of request.

7.    Comply with all State and Federal laws and regulations pertaining to insurance
brokers licensed in the State of New Mexico.

8.    Make available consultation services as well as loss control services as
requested by the City.  Assist in analyzing loss exposures from existing and new
operations, and determine the appropriate risk management alternatives, including
types, availability, cost, and extent of coverages that should be considered.

9.    Provide oversight and ensure compliance of third party administrators
assigned to handle the City accounts.

 



Thank you

Melanie

 

Melanie Lovato

Risk & Safety Division

Email: mylovato@santafenm.gov
Phone: (505) 955-6080 | Cell: (505) 490-1693

Website: www.santafenm.gov

 

 

CONFIDENTIALITY NOTICE: The contents of this email message and any attachments
are intended solely for the addressee(s) and may contain confidential and/or privileged
information and may be legally protected from disclosure. If you are not the intended
recipient of this message or their agent, or if this message has been addressed to you in error,
please immediately alert the sender by reply email and then delete this message and any
attachments. If you are not the intended recipient, you are hereby notified that any use,
dissemination, copying, or storage of this message or its attachments is strictly prohibited
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This Memorandum of Insurance serves solely to list insurance policies, limits and dates of coverage. Any modifications 
hereto are not authorized by Gallagher or the Insurance Companies. 

ARTHUR J. GALLAGHER & CO. 

MEMORANDUM OF INSURANCE 
This Memorandum of Insurance (“Memorandum”) is produced as a matter of information only to authorized viewers for their internal use only and confers no rights 

upon any viewer of the Memorandum.  This Memorandum does not amend, extend or alter the coverage described below. Copyright 2005, Arthur J. Gallagher Risk 

Management Services, LLC (“Gallagher”). Gallagher grants permission to you to view, copy, print and distribute the information found on the Memorandum website

(“Site”) provided that the above copyright notice appears on all copies, that use is internal to you or for personal noncommercial informational purposes only, and that 

no modification is made to any materials.  Any modification, use, reproduction or distribution of this Memorandum, the Site or its contents must be first approved by 

Gallagher in writing.  You will not suffer or permit any unauthorized use of any Gallagher trademark, service mark or logo. This Memorandum, the Site and its contents, 

including but not limited to text, graphics, images, software, copyrights, trademarks, service marks, logos, and brand names (“Content”), are protected under both United 

States and foreign laws, and Gallagher or its affiliated entities retain all right, title and interest in and to the Content, all copies thereof, and all copyrights and other 

proprietary rights therein. The information contained herein is as the date referred to above.  Gallagher shall be under no obligation to update such information. 

DATE: 5/1/2025

INSURED: 

Arthur J. Gallagher & Co. and its subsidiaries 
2850 West Golf Road 
Rolling Meadows, IL 60008 

Insurance Companies 

A: ARCH INSURANCE COMPANY 

B: THE CONTINENTAL INSURANCE COMPANY 

C: XL INSURANCE AMERICA, INC 

D: FEDERAL INSURANCE COMPANY 

E: LEXINGTON INSURANCE COMPANY

F: XL SPECIALTY INS. COMPANY 

G. UNDERWRITERS AT LLOYD'S LONDON
H. INDIAN HARBOR INSURANCE COMPANY

The policies of insurance listed below have been issued to the “INSURED” named above for the policy period indicated. Notwithstanding any 

requirement, term or condition of any contract or other document with respect to which this Memorandum may be issued or may pertain, the insurance 

afforded by the policies described herein is subject to all the terms, exclusions and conditions of such policies. Limits shown may have been reduced 

by paid claims. 

CO. 
LTR. 

TYPE OF 
INSURANCE 

POLICY 
NUMBER 

POLICY 
EFFECTIVE 

POLICY 
EXPIRATION 

LIMITS   
(In USD unless otherwise indicated) 

A Commercial General 
Liability 

Occurrence 
Per location 
Aggregate 

41GPP4938417 10/01/24 10/01/25 General Aggregate 4,000,000 

Products - Comp/Op Agg 4,000,000 

Personal and ADV Injury 2,000,000 

Each Occurrence 2,000,000 

Damage to Rented Premises 
(Each occurrence) 

1,000,000 

A Automobile Liability  

Any Auto 

41CAB4939017-MA 
41CAB4938317-A/O

10/01/24 10/01/25 Combined Single Limit 5,000,000 

Bodily Injury (per person) 

Bodily Injury (per accident) 

B Excess/Umbrella Liability 

Retention: $10,000 
7034611269 10/01/24 10/01/25 Each Occurrence 25,000,000 

Aggregate 25,000,000 

A Workers Compensation 
and Employers Liability 

41WCI4938117-FL 
44WCI0501917 A/O

10/01/24 10/01/25 Workers Comp Limits Statutory 

EL Each Accident 1,000,000 

EL Disease - Each Employee 1,000,000 

EL Disease – Policy Limit 1,000,000 

C Property US00112916PR24A 10/01/24 10/01/25 Blanket Bldg. & PP 10,000,000 

D Crime/Fidelity Bond  

(Employee Dishonesty) 
J06039418 09/01/24 09/01/25 Single Loss Limit 15,000,000 

E Errors & Omissions 

(Primary Policy) 
016024438 10/01/24 10/01/25 Per Claim and Aggregate 12,000,000 

F Errors & Omissions 

(Excess Policy) 
ELU199733-24 10/01/24 10/01/25 Per Claim and Aggregate 10,000,000 

G Errors & Omissions 

(Excess Policy) 
FI0121924 10/01/24 10/01/25 Per Claim and Aggregate 15,000,000 

H Cyber Liability MTP904630502 05/01/25 05/01/26 Limit of Liability 10,000,000 

Description of Operations / Other Information: See ADDITIONAL INFORMATION on the following page.
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ARTHUR J. GALLAGHER & CO. 

MEMORANDUM OF INSURANCE 

ADDITIONAL INFORMATION 

GENERAL LIABILITY POLICY 

ADDITIONAL INSURED – MANAGERS OR LESSORS OF PREMISES * 

Endorsement Form # CG 20 11 04 13 modifies insurance provided under the following: 

COMMERCIAL GENERAL LIABILITY COVERAGE PART 

SCHEDULE 

1. Designation of Premises (Part Leased to You): ANY PREMISES OR PART THEREOF LEASED TO YOU.

2. Name of Person or Organization (Additional Insured): ANY AND ALL PERSONS OR ORGANIZATIONS

CONTRACTUALLY REQUIRING ADDITIONAL INSURED STATUS AS THE MANAGER OR LESSOR OF PREMISES TO

YOU.

3. Additional Premium: INCLUDED

(If no entry appears above, the information required to complete this endorsement will be shown in the Declarations as applicable to 

this endorsement.) 

WHO IS AN INSURED (Section II) is amended to include as an insured the person or organization shown in the Schedule but only 

with respect to liability arising out of the ownership, maintenance or use of that part of the premises leased to you and shown in the 

Schedule and subject to the following additional exclusions: 

This insurance does not apply to: 

1. Any "occurrence" which takes place after you cease to be a tenant in that premises.

2. Structural alterations, new construction or demolition operations performed by or on behalf of the person or organization shown in

the Schedule.

WAIVER OF TRANSFER OF RIGHTS OF RECOVERY AGAINST OTHERS TO US - WORKERS COMENPENSATION, 
GENERAL LIABILITY AND AUTOMOBILE LIABILITY
We waive any right of recovery we may have against the person or organization where required by written contract because of  

payments we make for injury or damage arising out of your ongoing operations or "your work" done under a contract with that 

person or organization and included in the "products-completed operations hazard". This waiver applies only where required by 

written contract as specified and approved per contract.

PROPERTY 

This policy insures against “All Risks” of physical loss or damage, except as excluded, to covered property while on Described 

Premises, provided such physical loss or damage occurs during the term of this policy. Coverage is subject to policy deductibles, 

terms, conditions and exclusions. Loss Payable clause included for whom Insured has agreed to per written contract. 

*All other Additional Insureds requests requires Legal approval and issuance of a Certificate of Insurance.

*For special requests, such as a WET SIGNATURE, please contact the appropriate team: P&C – Doreen Morris or

Renata Grzeskowiak; E&O – Frederick Arkin or Mari Maceri; Cyber – Jeremy Gillespie or Tina Stankowicz

This Memorandum of Insurance serves solely to list insurance policies, limits and dates of coverage. Any modifications 
hereto are not authorized by Gallagher or the Insurance Companies. 



Signature:

Email: xivigil@santafenm.gov
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