
 
Meeting Date: 09/16/2022 

 

To:   Public Works Commission 

Lauren Post, Chair  

Fady Zoubi, Vice Chair  

Lynne Newhouse Segal  

Paul Woolford  

 

Through:   Carla Short, Interim Public Works Director 

 

From:    Elizabeth Ramos, Proposition B Project Analyst 

Rachel Alonso, Proposition B Project Director 

Alexander Burns, Manager of Contract Administration 

 

Subject:  Approving Contract Items Overview 

 

 

Director’s Recommendation: Information item only. Receive and discuss. 

 

Executive Summary: This presentation provides a background for the materials and resources 

created for Public Works staff and an overview of documents that the Public Works Commission 

will receive as part of the contract item approval process. The first part of the presentation will 

cover contract approval background and resources and showcase the new Public Works 

Department's Commission Agenda Item System. The second part of the presentation will detail 

the contract agenda item documents. 
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Public Works Commission Contract Approval Background

• Starting September 1, 2022, the Public Works Commission shall approve all contracts 
proposed to be entered into by the Department, provided that the Commission may 
delegate this responsibility to the Director of Public Works, or the Director’s designee 
(Charter § 4.141(c)(3)).

• On September 2, 2022, the Public Works Commission adopted a contract delegation 
policy.

• In August 2022, Public Works project staff started using the Commission Agenda Item 
System to draft and submit contract agenda item materials for future Public Works 
Commission meetings. 

• Today’s goal: Review contract item background and approval process.
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Contract Item Approval Resources
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City and County of San 
Francisco Commissions' 

contract item materials and 
best practices

Office of Contract 
Administration (OCA)

Mayor’s Designee 
forms

Public Works Contract 
Administration procedures

Municipal Transportation 
Agency (MTA) and Public 

Utilities Commission (PUC) 
workflow systems



Commission Agenda Item System
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• Public Works IT developed a system for staff to manage commission agenda item 
development.



Commission Agenda Item System
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Contract Item Documents
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Staff Report
Consent and Regular 

Agenda Items

Resolution
Consent and Regular 

Agenda Items

Presentation
Regular 

Agenda Items



Staff Report
Contract Award Example
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Contract award staff reports 
include: 

• Director’s recommendation 
for commission action

• Contract background

• Solicitation process

• Contract details
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Staff Report
Contract Award Example



9

Staff Report
Contract Award Example
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Staff Report
Contract Changes Example

Contract contingency and 
contract modification staff 
reports include: 

• Original approved amounts

• Modifications approved to 
date

• Requested changes
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Resolution
Contract Award Example

Public Works Commissioners will:

• Consent items: Motion to 
approve the consent calendar

• Regular items: Motion to 
approve item no. 123  
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Contract Item Approval Process

C
o

m
m

is
si

o
n

 
A

pp
ro

va
l P

ro
ce

ss
 

St
a

rt

Contract 
confirmed for 

agenda-setting 
process

Director 
approves 

contract item in 
system 

application

Commission 
contract action 
scheduled for 
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execution 
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issued and 
contract 

activities begin



Thank you 
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