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A. Introduction 
 

The City of San Diego, Parks and Recreation Department operates sixty 
(60) recreation centers and seven (7) skate parks providing programs, 
events, leagues, and camps throughout the year that serve residents of 
San Diego of all ages, abilities, and income levels. The locations of the 
recreation center facilities can be found at 
https://www.sandiego.gov/park-and-recreation/centers  
 
The Department is seeking qualified vendors to provide goods and services 
for youth, adults, and seniors which include, but are not limited to, class 
instruction, tiny tots programs, camps, performing arts, health and 
fitness, sports programs, sports officials, food catering vendors, special 
events equipment rentals, DJs, musicians, bands, dancers, crafts, 
storytellers, and other recreation services. 

 
This qualified vendors process is issued for the purpose of creating an 
interest list of potential vendors to provide services for recreation 
programs and events. While not a requirement, Parks and Recreation 
department staff may use the Parks and Recreation Pre-Qualified Vendors 
Interest List to contact vendors to provide a quote for needed goods and 
services. The Parks and Recreation Department may only use this interest 
list to obtain quotes for goods and services.  
 

Parks and Recreation Department Overview 
 

 
 
 
 
 
 
 
 

https://www.sandiego.gov/park-and-recreation/centers
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B. Scope of Service 
 
The scope of goods and services to be provided by Vendors includes the 
following requirements: 
 
Qualified vendors may provide a variety of recreational, educational, and 
cultural services at one or more facilities depending on the vendor’s 
interest, availability of facilities, and community interest. Services include 
but are not limited to: 
 

1. Professional specialized food catering, special event equipment 
rentals, DJs, or program instruction services. 

2. Professional specialized class or sports program instruction services. 
3. Coordination of sports leagues, camps, clinics, or workshops. 
4. Youth programs such as day camps, afterschool programs, and 

Science, Technology, Engineering, & Mathematics (STEM). 
5. Performing arts such as musicians, bands, DJs, dancers, face 

painters, crafts, and storytellers. 
6. Professional sports official services (referees). 
7. Health and Fitness such as yoga, Zumba, and gymnastics. 
8. Additional entertainment services such as jumpers, rock climbing 

walls, and bubbles and snow technology. 
 
C. Minimum Requirements 
 
The information provided in this notification summarizes the minimum 
requirements to provide goods and services in the City of San Diego.  The 
following does not contain all requirements.  This notification is intended 
to serve as a guide only.  Vendors should review the San Diego Municipal 
Code, Chapter 3, Article 6, Division 1, to familiarize themselves with all 
the requirements.  The San Diego Municipal Code  is available on the City 
of San Diego’s website at https://www.sandiego.gov/city-
clerk/officialdocs/municipal-code.  In addition, there are other City of San 
Diego policies and procedures that must be met when issuing contracts 
and paying vendors.  In order to be considered to be added to the Vendor 
Interest List, vendors must meet certain minimum requirements which 
are summarized below: 
 
In general, qualified service providers must adhere to the following 
guidelines: 

 Demonstrate verifiable experience in providing the services 
that they propose to provide to the City of San Diego. 

https://www.sandiego.gov/city-clerk/officialdocs/municipal-code
https://www.sandiego.gov/city-clerk/officialdocs/municipal-code
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 Ensure that all instructors and performers (i.e. musicians, face
painters, dancers, etc.) have appropriate training and related
experience required to provide professional program services.

 Ensure that all instructors, assistants, and volunteers have
completed a criminal history background check and Live Scan
fingerprint process through the City of San Diego Personnel
Department at the time of entering into a service contract.

 Ensure compliance with the City of San Diego’s insurance
requirements at the time of entering into a service contract.
Failure to obtain the required documents prior to the work
beginning shall not waive vendor’s obligation to provide them.

 All businesses operating in the City of San Diego must obtain a
City of San Diego Business Tax Certificate.  Business Taxes are
due annually.
https://www.sandiego.gov/treasurer/taxesfees/btax/btaxhow

 Ensure compliance with the City of San Diego’s Living Wage
Ordinance.

 Vendor holds, and at all times maintains current, all Federal
and State licenses to perform the required services in the State
of California.

 Vendors selling food products must also have:
- San Diego County Public Health Permit - All vendors who

sell food items are required to obtain and display a San
Diego County Public Health Permit at all times.

- San Diego County Food Handler Card - All food handlers
are required to acquire a San Diego County Food Handler
Card.

 Interact with customers and the community in a professional
highly ethical manner.

In addition to the requirements listed above, the supporting documents to 
meet City of San Diego requirements are as follows: 

1. W-9 Form
https://www.irs.gov/pub/irs-pdf/fw9.pdf

2. City of San Diego Business Tax Certificate
https://www.sandiego.gov/treasurer/taxesfees/btax/btaxhow

3. Insurance Requirements
All service vendors (excludes goods) are required to provide General
Liability insurance as summarized below.
https://www.sandiego.gov/purchasing/vendor/insurance

https://www.sandiego.gov/treasurer/taxesfees/btax/btaxhow
https://www.irs.gov/pub/irs-pdf/fw9.pdf
https://www.sandiego.gov/treasurer/taxesfees/btax/btaxhow
https://www.sandiego.gov/purchasing/vendor/insurance
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Commercial General Liability Insurance 
• $1 million each occurrence / $2 million aggregate
• Additional insured endorsement is required (blanket

endorsement form is acceptable). See examples on City of
San Diego website.  Endorsement form must include the
policy number on the Acord.

• Primary & Non-Contributory endorsement is required
(blanket endorsement form is acceptable).  Endorsement
form must include the policy number on the Acord.

Automobile Liability Insurance 
• $1 million combined single limit
• Auto insurance is not required if vendor does not use a

vehicle for anything other than transporting themselves to
and from the work site.

• Service providers that do not operate vehicles on City of San
Diego property or utilize vehicles to provide the service, may
complete the insurance waiver form in Section H of this
application packet.

Worker’s Compensation Insurance 
• $1 Million each accident
• Waiver of Subrogation endorsement is required (blanket

endorsement form is acceptable).
• Endorsement form must include the policy number provided

on the Acord and be applicable for the state of CA.
• Service providers that are a sole proprietorship and do not

have any employees can fill out a Worker’s Compensation
waiver form in Section H of this application packet.

4. Living Wage Certification (businesses with less than 12 employees
may request an exemption)
The Certification for Compliance and the Request for Exemption
forms are attached in Section H of this application packet. One of the
two forms must be complete and submitted with requested
documentation.

5. Criminal History Background Check with Live Scan Fingerprints
This is required for all vendors and subcontractors, one time and
ongoing, that work with children, seniors, or developmental
handicapped adults. This includes vendors at special events,
providing classes, and officiating services. The fingerprint process
must be completed with the City of San Diego Personnel Department
and be cleared prior to providing services. Proof from other agencies
is not accepted.  Refer to the Contract Fingerprint Form in Section H
of this application packet.
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6. General Terms and Conditions
https://www.sandiego.gov/purchasing/vendor

IMPORTANT!!!  The supporting documents to meet 
City of San Diego requirements must be sent to 

RecServContracts@sandiego.gov. 

D. Vendor Application Instructions

The process for providing goods and services to the Parks and Recreation 
Department are as follows: 

1. Provide the recreation center Supervisor a quote for goods and
services on business letterhead.

2. Once quote is accepted you will submit a W-9, business tax
certificate, insurance certificates, and all other required documents
as listed in Section C. Refer to the forms in Section H of this
application packet.

a. Valid insurance documents are required.
b. Background check with Live Scan fingerprints are required

prior to services rendered.
3. Department staff will prepare a Purchase Requisition. Upon approval

of all required documents noted above in Item No. 2, a Purchase
Order will be generated.

4. Once goods and/or services are received, the vendor will submit an
invoice to the recreation center staff and CC: the SDPR Accounts
Payable inbox at RecAccountsPayable@sandiego.gov. Vendor’s
invoice must be on vendor’s stationary with vendor’s name,
address, and remittance address if different.  Vendor’s invoice must
have a date, an invoice number, a purchase order number, a
description of the goods or services provide, and an amount due.
Refer to the invoice template in Section H of this application packet.

5. Vendors with the City of San Diego are paid by either a check or
direct deposit, Net 30. Payment terms can be negotiated with your
quote, but payment will not be issued less than fifteen (15) days
upon receipt of the invoice/service. This means you will not be paid
in advance, or the day of, for the goods and services provided.

https://www.sandiego.gov/purchasing/vendor
mailto:RecServContracts@sandiego.gov
mailto:RecAccountsPayable@sandiego.gov
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E. Electronic Funds Transfer (EFT)

Direct deposit is an option to all vendors. Please fill out a direct deposit request 
form and send back with a scan of a voided check. The address on the form and 
check must match the W-9 on file. The set-up process can take a few weeks, 
depending on the Department of Finance and the vendor’s financial institution. 
Invoice(s) will be paid by check or direct deposit per the terms of the Purchase 
Order. Refer to the Electronic Funds Transfer form in Section H of this 
application packet. 

F. Application Timeline

Vendors interested in being added to the Parks and Recreation Department 
Vendors Interest List, must first complete the Pre-Qualified Vendors Interest List 
Application. The timeline to submit the Parks and Recreation application is as 
follows: 

SEASON APPLICATION TIMELINE 

SUMMER March - April 

FALL July - August 

WINTER September - October 

SPRING December - January 

G. Standards of Conduct

Vendor is responsible for maintaining standards of employee 
competence, conduct, courtesy, appearance, honesty, and integrity 
satisfactory to the City of San Diego. 

 Supervision
- Vendor shall provide adequate and competent supervision

at all times.  Vendor shall be readily available to meet with
the City of San Diego.  Vendor shall provide the telephone
numbers where its representative(s) can be reached.

 City Premises
- Vendor’s employees shall comply with all City of San

Diego rules and regulations while on City premises.
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 Removal of Employees
- City of San Diego may request vendor immediately remove

from assignment to the City of San Diego any employee
found unfit to perform duties at the City.  Vendor shall
comply with all such requests.

Vendor’s failure to satisfactorily perform any obligation required by the 
rendering of goods and/or services and as stated above constitutes a 
default. Examples of default include a determination by City that Vendor 
has: (1) failed to deliver goods and/or perform the services of the 
required quality or within the time specified; (2) failed to perform any of 
the obligations quoted for goods and/or services; and (3) failed to make 
sufficient progress in performance which may jeopardize full 
performance. 

[Remainder of Page Intentionally Left Blank] 
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H. Forms & Templates

Contractor Fingerprint Form 

Sa
mp
le
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Living Wage Ordinance – Certification of Compliance 

Sa
mp
le
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Living Wage Ordinance – Application For Exemption 

Sa
mp

le
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Certificate of Liability Insurance 
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Certificate of Liability Insurance (continued) 
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Waiver of Auto Insurance 

Sa
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Waiver of Worker's Compensation 

Sa
mp
le
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Vendor Invoice 
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Electronic Funds Transfer (EFT) 

Sa
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