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PROPOSAL SCHEDULE 
 
 

RFP # ‘17/21/P 
 
 
 

1. Advertisement     October 7, 2016 
 
2. Issuance of RFP’S     October 7. 2016 
 
3. Receipt of proposals     Tuesday, November 1, 2016 
        at 2:00 p.m. local prevailing time. 
        Purchasing Office 2651 
        Siringo Road Bldg., “H” 
        Santa Fe, New Mexico 
        87505 (505) 955-5711 
 
4. Evaluation of proposals    Friday, November 4 
 
5. Interviews (if required)    Tuesday, November 8 
 
6. Recommendation of award    Tuesday, November 14 
 to Arts Commission 
 
7. Recommendation of award    November 2016 
 to City Manager     
 
8. Contract Effective (anticipated)   December 2016 
 
 
 
DATES OF CONSIDERATION BY FINANCE COMMITTEE AND CITY COUNCIL ARE 
TENTATIVE AND SUBJECT TO CHANGE WITHOUT NOTICE. 
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INFORMATION FOR PROPONENTS 
  
1. RECEIPT OF PROPOSALS 
 
 The City of Santa Fe (herein called "City"), invites firms to submit one original and 

two copies of the proposal.  Proposals will be received by the Purchasing Office, 
until 2:00 p.m. local prevailing time November 1, 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:  ‘17/21/P 
 Title of the proposal:  Collaborative Arts Marketing Program 
 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 
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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. 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 
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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. 
 



 

 

7 

 

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 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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COLLABORATIVE ARTS MARKETING PROGRAM 
 

 
The Collaborative Arts Events Marketing Program is designed to develop citywide, 
multi-partner arts events for the purposes advertising, publicizing, and promoting tourist-
related attractions, facilities and events, specifically as they relate to nonprofit art 
activities and nonprofit performing arts in Santa Fe. For the purpose of this program, 
collaborative arts marketing is defined as a complementing effort between two or more 
nonprofit arts organizations that is based on a common theme, art form, season/time of 
event, audience/desired audience, and/or geography. The marketing effort must be 
designed to attract audiences to visit multiple partner events, venues, attractions, etc. 
through a single cohesive brand. The collaborative effort should provide value to other 
business sectors such as galleries, hotels and restaurants through affiliated partnership 
opportunities.  

 

Contract amounts issued under this RFP will not exceed $30,000. Multiple contracts 
may be issued. It is anticipated that contracts will be effective December 2016. All 
services must be rendered by June 30, 2017. 

 
SCOPE OF THE WORK 

 
Selected collaborative, through the contracting entity, will provide the following: 
 

 All services as described in the written proposal submitted in response to this 
RFP. 

 Inclusion of City of Santa Fe Arts Commission logo on all advertising, promotion 
and publicity materials applicable to the project, including digital and online 
materials. 

 Upon completion of these services, submit to the City a report of all activities 
undertaken including providing samples of marketing and promotional materials 
produced, number of impressions and value of promotion received, and an 
assessment of the successes, challenges and future opportunities related to the 
program. 
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ELIGIBILITY 
 

Collaborative efforts must be based in nonprofit arts activities. At least two of the 
partners must meet the City of Santa Fe Arts Commission’s eligibility guidelines of being 
a Santa Fe-based, IRS 501(c)3 arts organization, with a State of New Mexico 
Incorporation Certificate and City of Santa Fe business registration number. Activities 
related to the collaborative must take place in the northern portion of Santa Fe County 
(i.e. Madrid/Galisteo to northern boundary of the county). 

 

One eligible member of the collaborative must serve as contracting entity for the project. 
The organization will be required to enter into a City of Santa Fe Professional Services 
Agreement (Exhibit A), becoming legally responsible for completion of the project, 
submission of invoices and all reporting requirements. An organization may serve as the 
contracting partner for no more than one application per year. This does not preclude an 
organization from participating as a collaborative partner in multiple projects. 
 

Serving as the contracting entity for the Collaborative Arts Marketing program does not 
affect an organization’s eligibility for other programs.  

 

In keeping with the intent of fostering new collaborations and events, the maximum 
number of years any one collaborative project/effort will be funded is three years. 
Applicants should anticipate a decreased level of funding for the same project year over 
year. Projects intended as ongoing efforts should develop and present plans for long-
term sustainability beyond CAM funding. 
 
Payments will be made for services rendered. Ten percent of the total contract amount 
will be withheld pending completion of final report. 

 
SUBMITTAL REQUIREMENTS 

 

 Letter of Interest (1 page) introducing the collaboration and identifying the 
contracting entity. 

 Proposal Narrative (4 page max) addressing the following: 
a. Description of the collaborative effort including key partners and their roles as 

well as a summary of activities, locations and dates. 
b. Methods for creating partnership opportunities for other business sectors to 

participate and engaging the community.  
c. Target audience—geographic location, number of nights, estimated economic 

impact, etc.—and the method by which you capture and report back data 
regarding actual impact. 

 Marketing Plan (2 page max) demonstrating how a cohesive brand will be 
developed and marketed as well as how individual partners will support the brand 

 Marketing Budget (1 page) identifying where City support is requested and 
stating total committed funds to date. 
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EVALUATION CRITERIA 
& 

WEIGHTED VALUES 
 
EVALUATION COMMITTEE MEMBERS 
 

All eligible proposals will be reviewed by three members of the Arts Commission. The City 
expressly reserves the right to change the size and composition of the evaluation 
committee.  
 
EVALUATION CRITERIA & WEIGHTED VALUES 
 

20 Points Potential for the effort to advertise, publicize and promote nonprofit arts  
 activities 
20 Points Strength of collaboration and evidence of strong complementary programs 
20 Points Evidence of an effective marketing plan that will attract audiences to visit 

multiple partner events 
20 Points Demonstrated opportunities for affiliated partnerships 
20 Points Proof of artistic quality/capacity 
 
The evaluation committee will evaluate all eligible proposals according to the criteria. 
Scores of the evaluation committee members will be totaled to determine the top rated 
firms.  
 
Interviews may be conducted. The totaled scores of the evaluation committee members 
from the interview evaluations will determine the final top-rated firm, unless other 
tangible extenuating circumstances are documented. 

 

 
 

For more information contact 
Debra Garcia y Griego 

Director, City of Santa Fe Arts Commission 
505.955.6707 

degarcia@santafenm.gov 
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