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PROPOSAL SCHEDULE 

 

 

1. Advertisement/Issuance of RFP May13, 2016 

 

2. Receipt of Proposals June 8, 2016  

  2 PM MST 

Submitted online only through 

CultureGrants at 

  http://santafenm.culturegrants.org 

 

3. Evaluations of Proposals June 30, 2016 

 

4. Arts Commission award recommendations Monday, July 5, 3016 

 

5 . Recommendation of Awards to Finance Committee Monday, July 18, 2016 

 

6. Recommendations of awards to the   

 City Council Wednesday, July 25, 2016 

 

7.  Effective date of contract July 1, 2016 

 

8. Completion of Contract Year June 30, 2017 

  

 

DATES OF CONSIDERATION BY PANELS, COMMITTEES AND CITY MANAGER 

ARE TENTATIVE AND SUBJECT TO CHANGE WITHOUT NOTICE. 

 

  

http://santafenm.culturegrants.org/
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INFORMATION FOR PROPONENTS 

  

1. RECEIPT OF PROPOSALS 

 

 The City of Santa Fe (herein called "City"), invites firms to submit two copies of the 

proposal.  Proposals will be received by the Purchasing Office, until 2:00 p.m. local 

prevailing time, June 8, 2016. 

 

 The packets shall be submitted and addressed to the Purchasing Office, at 2651 Siringo 

Road Bldg. “H” Santa Fe, New Mexico 87505. No late proposals will be accepted whether 

hand delivered, mailed or special delivery. Do not rely on “overnight delivery” without 

including some lead-time. “Overnight delivery” 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. The Purchasing 

Office is closed 12:00 p.m. to 1:00 p.m. The outside of the envelope should clearly indicate 

the following information: 

 

 Proposal number:  ‘16/44/P 

 Title of the proposal: Lodgers’ Tax for the Arts : Category C 

 Name and address of the proponent: 

 

 Any proposal received after the time and date specified shall not be considered.  No 

proposing firm may withdraw a proposal within 60 days after the actual date of the opening 

thereof. 

 

2. PREPARATION OF PROPOSAL 
 

 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, 

2651 Siringo Road Bldg. “H” Santa Fe, New Mexico, 87505 and to be given consideration 

must be received at least (5) days prior to the date set for the receiving of proposals. 
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 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. COMPLIANCE WITH CITY’S MINIMUM WAGE RATE ORDINANCE (LIVING 

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. 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. 
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SPECIAL CONDITIONS 
 

1. GENERAL 
 When the City's Purchasing Officer issues a purchase order document in response to the 

vendor's bid, a binding contract is created. 

 

2. ASSIGNMENT 
 Neither the order, nor any interest therein, nor claim under, shall be assigned or transferred 

by the vendor, except as expressly authorized in writing by the City Purchasing Officer's 

Office. No such consent shall relieve the vendor from its obligations and liabilities under 

this order. 

 

3. VARIATION IN SCOPE OF WORK 
 No increase in the scope of work of services or equipment after award will be accepted, 

unless means were provided for within the contract documents. Decreases in the scope of 

work of services or equipment can be made upon request by the city or if such variation has 

been caused by documented conditions beyond the vendor's control, and then only to the 

extent, as specified elsewhere in the contract documents. 

 

4. DISCOUNTS 

 Any applicable discounts should be included in computing the bid submitted. Every effort 

will be made to process payments within 30 days of satisfactory receipt of goods or services. 

The City Purchasing Officer shall be the final determination of satisfactory receipt of goods 

or services. 

 

5. TAXES 

 The price shall include all taxes applicable. The city is exempt from gross receipts tax on 

tangible personal property. A tax exempt certificate will be issued upon written request. 

 

6. INVOICING 

 (A) The vendor's invoice shall be submitted in duplicate and shall contain the following 

information: invoice number and date, description of the supplies or services, 

quantities, unit prices and extended totals. Separate invoices shall be submitted for 

each and every complete order. 

 

 (B) Invoice must be submitted to ACCOUNTS PAYABLE and NOT THE CITY 

PURCHASING AGENT. 

 

7. METHOD OF PAYMENT 
 Every effort will be made to process payments within 30 days of receipt of a detailed 

invoice and proof of delivery and acceptance of the products hereby contracted or as 

otherwise specified in the compensation portion of the contract documents. 

 

8. DEFAULT 

 The City reserves the right to cancel all or any part of this order without cost to the City if 

the vendor fails to meet the provisions for this order, and except as otherwise provided 
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herein, to hold the vendor liable for any excess cost occasioned by the city due to the 

vendor's default. The vendor shall not be liable for any excess cost if failure to perform the 

order arises out of causes beyond the control and with the fault or negligence of the Vendor 

and these causes have been made known to the City of Santa Fe in written form within five 

working days of the vendor becoming aware of a cause which may create any delay; such 

causes include, but are not limited to, acts of God or the public enemy, acts of the State or of 

the Federal Government, fires, floods, epidemics, quarantine restrictions, strikes, freight 

embargoes, unusually severe weather and defaults of sub-contractors due to any of the 

above unless the city shall determine that the suppliers or services to be furnished by the 

sub-contractor are obtainable from other sources in sufficient time to permit the vendor to 

meet the required delivery schedule. The rights and remedies of the city are not limited to 

those provided for in this paragraph and are in addition to any other rights provided for by 

law. 

 

9. NON-DISCRIMINATION 
 By signing this City of Santa Fe bid or proposal, the vendor agrees to comply with the 

Presidents Executive Order No. 11246 as amended. 

  

10. NON-COLLUSION 
 In signing this bid or proposal, the vendor certifies they have not, either directly or 

indirectly, entered into action in restraint of full competition in connection with this bid or 

proposal submittal to the City of Santa Fe. 
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Eligibility for Lodgers’ Tax for the Arts  

 

Funding for this programs is authorized by the City of Santa Fe Ordinance No. 1987-45, which 

earmarks a portion of the Lodgers’ Tax for the “promotion and advertising of nonprofit 

attractions and nonprofit performing arts in Santa Fe.”  NMSA “Lodgers’ Tax Act” (3-38-21) 

authorizes a municipality to use tax proceeds to defray costs of advertising, publicizing and 

promoting tourism attractions within the area.  Therefore, eligible organizations must play a 

role in promoting tourism and apply the funding received primarily towards the project’s 

promotional, advertising and marketing costs.  All projects must take place between July 1, 

2016 and June 30, 2017.  Organizations may apply for funding through only one Arts 

Commission category. 

 

Organizational Eligibility 

Potential applicants should carefully review the follow requirements to determine their 

eligibility. Applicant organizations must: 

 

 Be Santa Fe-based organizations whose mission includes the arts will be funded. 

 Be a federally recognized nonprofit with an IRS 501(c)3 status; OR a public agency (as 

defined in NMSA Section 11-1-1 or any county, state or education institution specified in 

Article 12, Section 11of the NM Constitution). 

 Have a State of New Mexico Incorporation Certificate as a domestic or foreign nonprofit 

corporation and be in good standing with the State. 

 Have a current City of Santa Fe business registration number. 

 Demonstrate annual organizational operating budget under $1 million during the most 

recently completed fiscal year as evidenced by the IRS Form 990. 

 

City of Santa Fe-operated programs are not eligible. Organizations who do not meet the above 

requirements may apply through a fiscal agent. As an organization, the fiscal agent must meet all 

eligibility requirements. 

 

Project Eligibility 

 Projects must take place in the northern portion of Santa Fe county (i.e. Madrid/ Galisteo 

to northern boundary of county) 

 Must support the presentation of artistic content to the public (i.e. performances, 

productions, exhibitions, art markets, fairs and festivals (i.e. indoor or outdoor 

community celebrations of the arts), and workshops or conferences); funds cannot 

support ancillary, non-arts program. 

 Contract amount must be dollar-for-dollar in cash. 

 

What We Cannot Fund  

The Arts Commission cannot fund certain projects and project elements.  These include: 

 Demonstration and master classes 

 Scholarships and fellowships 

 Closed subscription series 

 Projects which are part of a post-secondary academic degree program 

 Awards (ribbons, trophies, prizes, etc.) 
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 Deficits and debt reduction (including finance charges, loan fees, etc.) 

 Meals, catering, lodging or transportation 

 Capital expenses (including the purchase of equipment or real property, labor or materials 

costs for renovations, remodeling or new construction, etc.) 

 Tuition assistance for college, university or other post-secondary formal course work 

 Fund-raising (events, personnel, merchandise, invitations, etc.) 

 

In many instances, the larger project budget or organizational budget may include some of these 

elements; however, Arts Commission funds cannot be applied toward these costs. 

 

SCOPE OF SERVICES 

 

Organizations who receive contracts for funding shall provide the following services to the City: 

 Promote and advertise nonprofit attractions and nonprofit performing arts in Santa Fe 

through the presentation and production of the project.   

 Promote and market the project locally, regionally, nationally and/or internationally 

through media coverage and placements that emphasize target markets and demonstrate 

evidence of attracting audiences. 

 Promote and market the City by utilizing the City’s arts logo and credit line on all 

printed promotional material related to the project. 

 Improve marketing effectiveness by providing Santa Fe businesses with opportunities to 

tie-in to cultural events in Santa Fe by attracting audiences. 

 Encourage the cultural development of Santa Fe by maintaining high standards of 

artistic excellence as demonstrated by an ongoing series of performances, exhibitions 

and/or services. 

 Strengthen the position of the arts as an integral part of Santa Fe by aligning with one or 

more of the City’s Arts Commission’s policy planks. 

 Demonstrate administrative competency through planning, quality programming and 

realistic budgeting. 

 Provide a final report to the City providing statistical and demographic information 

about audience attendance and the results of the project.  

 

 

CONTRACT AMOUNT AND REQUIREMENTS 

 

Organizations may request up to $30,000 inclusive of GRT. The City reserves the right to award 

multiple contacts under this RFP.  

 

Organizations receiving funding must comply with the following requirements.  Potential 

applicants should carefully read through the requirements below to ensure they would be able to 

meet them if funded. 

 

 

Matching Funds 

Organizations must match the contract amount dollar-for-dollar in cash.   
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Funds from other City of Santa Fe sources cannot be used as a match for Arts Commission 

funds. 

 

Credit Line and Logo 

All organizations funded by the Arts Commission must display the Arts Commission’s credit 

line logo on all printed and digital publicity, promotional and program materials related to the 

project.  Failure to include the logo can result in the termination of the contract and the 

revocation of funding. 

 

Reporting  

Organizations will be required to provide statistical and demographic information about the 

project as well as qualitative assessment of the program. Ten percent of the total funding award 

will be withheld until acceptance of the final report by the Arts Commission. Organizations are 

required to submit reports online through CultureGrants at http://santafenm.culturegrants.org. 

 

There are no exceptions to the reporting requirements. Failure to submit acceptable reports by 

the deadline will render an organization ineligible to apply for Arts Commission funding for a 

period of five (5) years from the due date of the report. 

 

Evaluation 

Organizations will be asked to provide a limited number of performance/event tickets to the Arts 

Commission for the purpose of evaluation and/or familiarity with the project.  

 

Financial Records 

Separate financial records related to the funded project must be maintained by the organization.   

 

These records must be kept on file during the contract period and for a minimum of three fiscal 

years after the end of the contract. They are subject to local, state, and federal audits at any time. 

 

Payment Requests 

Payment is made after services are rendered.  Partial payments may be requested. Staff reviews 

all requests before payments are made. Ten percent of the total contract amount is withheld until 

the project is completed and required reports have been submitted and approved.  

 

 

 

  

http://santafenm.culturegrants.org/
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Evaluation and Criteria 

 

The Arts Commission staff reviews all applications for eligibility and completeness.  Then a 

Review Panel consisting of community representatives, field experts and the Arts Commission 

review all eligible applications.  

All reviewers’ scores are added together and then divided by the number of reviewers scoring the 

application.  This score is then multiplied by 10.  A minimum combined score of 80 points is 

necessary to be considered for funding in any category.  Receiving the minimum score does not 

guarantee receipt of funding. 

 

Criteria 

All applications are reviewed based on an established set of criteria.  The criteria are weighted 

equally, based on a scale of 1 (low) to 5 (high).   

 

50% Evidence of attraction tourists 

As demonstrated by: 

• Estimated size, diversity and geographic location of the audience 

• Role of the project in advertising and promoting Santa Fe as a tourist destination 

• Reasonable promotion and marketing plan; quality of marketing and promotional 

materials 

• Estimated economic impact of project from direct and indirect expenditures; 

utilization of local artists /businesses 

25% Standards of administrative and artistic excellence 

As demonstrated by: 

• Quality of artistic samples submitted 

• Ability to foster the creation, production, presentation and awareness of the arts in 

Santa Fe 

• Qualifications/backgrounds of artistic & administrative personnel 

• Accuracy of the application materials; realistic project budget; financial stability 

25% Alignment with Policy Planks 

 Applicants must indicate which Policy Plank(s) the project will address and then 

demonstrate the capacity to address it as follows: 

• Youth Arts: Students have access to in-school and/or after school arts education 

programs. 

• Creative Spaces: Promotes creative dialogue and exchange throughout the 

community 

• Engagement: Outreach boosts participation in arts and cultural activities.  

Using the scores and rankings as a guide, the Arts Commission makes funding 

recommendations.  These recommendations are then forwarded to the appropriate bodies for 

approval.  All awards are based on the availability of tax dollars and funding.  
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Submittal Requirements 

 

All applications are completed online through http:/santafenm.culturegrants.org/.  Please note 

that the City is not responsible for compatibility issues due to operating systems, platforms, 

programs or program versions. 

 

Online submittals include: 

 Applicant Information 

 Narrative 

 Promotion/Marketing Plan 

 Financial Information/Project Budget 

 Support Material: Bios, Board List, Organization Chart & History, IRS Exemption Letter, 

Incorporation Certificate, IRS Form 990, Artistic Samples, Other Samples 

 Certification/Submission 

 

 

 

http://santafenm.culturegrants.org./






















  




