Purchase Order - Librarian Services - San Francisco, United States
PURCHASE ORDER
Librarian Professional Services & Collection Management
San Francisco, California, United States
Purchase Order Details
PO Number: PO-SF-2025-04872
Date of Issue: June 12, 2025
Required Delivery Date: July 1, 2025
Payment Terms: Net 30 Days
Currency: USD (United States Dollar)
PO Status: Approved & Active
Buyer (Issuing Organization)
Organization: San Francisco Public Library System
Department: Professional Services & Human Resources
Address: 100 Larkin Street, San Francisco, CA 94102, United States
Contact: Margaret Chen, Procurement Director
Email: m.chen@sfpl.gov
Phone: (415) 555-0142
Vendor / Service Provider
Name: David R. Okonkwo, MLS, ALA
Role: Senior Librarian & Collection Specialist
Address: 2450 Mission Street, Suite 310, San Francisco, CA 94110, United States
Contact: David R. Okonkwo
Email: d.okonkwo@librariansf.com
Phone: (415) 555-0387
Line Items – Librarian Services & Deliverables
	#
	Description of Librarian Services / Item
	Quantity
	Unit Price (USD)
	Extended Price (USD)
	Delivery / Completion

	1
	Full-time Librarian engagement for the San Francisco Central Branch – cataloging, classification, and metadata management of 12,000 new acquisitions (Dewey Decimal & Library of Congress systems)
	1 position
	$98,400.00
	$98,400.00
	July 1 – Dec 31, 2025

	2
	Librarian-led community outreach program design and execution for the Mission District and SoMa branches, including 24 public workshops on digital literacy and information retrieval
	24 sessions
	$1,250.00
	$30,000.00
	Aug 1 – Nov 30, 2025

	3
	Specialized Librarian consultation for the Rare Books & Archives division – condition assessment, preservation planning, and digitization oversight of 3,500 historical documents
	3,500 items
	$45.00
	$157,500.00
	July 15 – Jan 15, 2026

	4
	Librarian training and professional development for 18 junior staff members across all San Francisco branches – ALA continuing education certification preparation
	18 participants
	$2,800.00
	$50,400.00
	Sept 1 – Oct 31, 2025

	5
	Annual collection development audit and strategic acquisition plan authored by the Librarian for the fiscal year 2026, aligned with San Francisco community demographics and United States federal grant requirements
	1 report
	$12,000.00
	$12,000.00
	Dec 15, 2025

	6
	Librarian-managed interlibrary loan coordination with 45 partner institutions across the San Francisco Bay Area and the broader United States network
	12 months
	$8,500.00
	$8,500.00
	July 1 – Jun 30, 2026


	Subtotal
	$356,800.00

	Applicable Sales Tax (San Francisco, CA – 8.63%)
	$30,791.84

	Professional Liability & Workers' Compensation Surcharge
	$5,352.00

	Grand Total (USD)
	$392,943.84


Terms, Conditions & Compliance Notes
1. This Purchase Order is issued by the San Francisco Public Library System, a municipal agency operating within the City and County of San Francisco, California, United States. All services described herein shall be performed by the designated Librarian in accordance with the professional standards established by the American Library Association (ALA) and the California Library Association (CLA).
1. The Librarian engaged under this Purchase Order must hold a current Master of Library Science (MLS) or Master of Library and Information Science (MLIS) degree from an ALA-accredited program and maintain active membership in good standing with the ALA. Proof of credentials shall be submitted prior to the commencement of services on or before June 30, 2025.
1. All work performed under this Purchase Order shall take place primarily at the San Francisco Central Library located at 100 Larkin Street, San Francisco, CA 94102, United States, unless otherwise specified in the line items above. Remote work arrangements, if applicable, must comply with the City and County of San Francisco's remote work policy and United States federal data security regulations.
1. Payment shall be made via electronic funds transfer (EFT) to the account designated by the Librarian within thirty (30) calendar days of receipt of a valid invoice. Late payments shall accrue interest at the rate of 1.5% per month as stipulated under California Commercial Code Section 2910.4.
1. The Librarian shall comply with all applicable United States federal, California state, and San Francisco municipal labor laws, including but not limited to the California Labor Code, the Fair Labor Standards Act, and the San Francisco Fair Chance Ordinance. The Librarian is responsible for all applicable federal and state income tax withholdings.
1. All intellectual property, metadata records, catalog entries, and reports produced by the Librarian in the course of fulfilling this Purchase Order shall become the sole property of the San Francisco Public Library System upon full payment. The Librarian grants an irrevocable, perpetual license to the Library System for internal and public use of all deliverables.
1. This Purchase Order is subject to the City and County of San Francisco's procurement regulations (San Francisco Administrative Code, Title 17). Any modification, amendment, or cancellation of this Purchase Order must be executed in writing by both parties and approved by the Procurement Director.
1. The Librarian shall maintain professional liability insurance with a minimum coverage of $1,000,000 per occurrence and $2,000,000 aggregate, naming the San Francisco Public Library System as an additional insured. Certificates of insurance must be provided prior to the start date.
1. In the event of a dispute arising from this Purchase Order, both parties agree to first attempt resolution through mediation in San Francisco, California, United States, in accordance with the rules of the American Arbitration Association. If mediation fails, binding arbitration shall take place in San Francisco under California law.
1. This Purchase Order constitutes the entire agreement between the parties regarding the Librarian services described herein and supersedes all prior negotiations, representations, or agreements, whether written or oral. No oral modification of this Purchase Order shall be valid or binding.
Authorized by (Buyer):
Margaret Chen
Procurement Director, San Francisco Public Library System
Date: ____________________
Signature: ____________________
Accepted by (Librarian / Vendor):
David R. Okonkwo, MLS, ALA
Senior Librarian & Collection Specialist
Date: ____________________
Signature: ____________________
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