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1.0 CALENDAR OF EVENTS 

RFP (2019-03 – SHELTER SUPPLEMENT PILOT PROGRAM EVALUATION) 

EVENT DATE 

Issuance of Request for Proposals 4/10/2020  

Optional Offeror’s Conference  4/24/2020 @ 3:00 p.m. ET 

Deadline for Submission of Written Questions 5/8/2020 @ 3:00 p.m. ET 

Responses to Written Questions Posted (on or about) 5/15/2020  

Deadline for Submission of Proposals 5/29/2020 @ 3:00 p.m. ET 

Anticipated Notification of Award  6/26/2020 

Anticipated Approval of Contract 9/25/2020 

Anticipated Commencement of Work 9/25/2020 

 

2.0 GENERAL DESCRIPTION OF SERVICES AND DEFINITIONS  

Refer to Appendix F, Appendix B, and Appendix B-1 for definitions of terms used in this 
RFP.  
Monroe County Department of Human Services (MCDHS) and New York City Department of 
Social Services (NYC DSS) are implementing pilot programs to provide rent supplements in 
excess of the Public Assistance (PA) shelter allowance to PA recipients experiencing 
homelessness.   These rent supplements are available to pilot participants for up to four years, 
in an amount up to the difference between the PA shelter allowance and 2018 Housing & Urban 
Development (HUD) Fair Market Rents (FMR).  This contract is for an evaluation of both pilots.   

2.1. OTDA Overview 

The Office of Temporary and Disability Assistance (OTDA) is responsible for supervising 
programs that provide assistance and support to eligible families and individuals. 
 
OTDA’s functions include: Providing temporary cash assistance; providing assistance in paying 
for food; providing heating assistance; overseeing New York State’s child support enforcement 
program; determining certain aspects of eligibility for Social Security Disability benefits; 
supervising homeless housing and services programs; and providing assistance to certain 
immigrant populations. 
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2.2. Scope of Work  

Through this Request for Proposals (“RFP”), OTDA of the State of New York (“State”) is seeking 
competitive proposals from qualified vendors to provide evaluation services for the Shelter 
Supplement Pilot Program Evaluation.   

The Services are detailed in Appendix W (Scope of Work).  

2.3. Minimum Mandatory Requirements 

Offerors must meet the following Minimum Mandatory Requirements: 

Failure to meet a Minimum Mandatory Requirement and any other requirement in the RFP 
deemed material by OTDA shall result in a non-responsive Proposal which will be disqualified. 

A. Offerors Proposed cost must not exceed $400,000.00.  Any proposal with costs 
exceeding $400,000.00 will be found non-responsive and will not be evaluated 
further. 

2.4. Offeror’s Conference 

OTDA will convene an optional Offerors’ Conference via teleconference at the time and date 
specified in Section 1.0 (Calendar of Events). Interested Offerors should submit their request to 
participate by email to procurements@otda.ny.gov no later than 5:00 pm ET three (3) calendar 
days prior to the date of the Offerors’ Conference. The email should include the following: 

• Name of Organization, 

• Contact information of up to two (2) participating representatives (names, titles, 
addresses, phone numbers, and email addresses) 

The agenda for the Offerors’ Conference will be sent prior to the Offerors’ Conference to all 
Offerors known to OTDA confirming the date, time, and call in information. 
 
The State is committed to assuring equal opportunity for persons with disabilities. To this end, it 
is OTDA policy to provide reasonable accommodation in all activities, programs and services. 
Anyone who requires an auxiliary aid or service for effective communication, or a modification of 
policies or procedures to participate in a program, service, or activity of OTDA should contact the 
Bureau of Contract Management, through any of the designated contacts listed herein, as soon 
as possible but no later than 48 hours before the scheduled event. 

2.5. Important Information 

This RFP outlines the terms and conditions, and all applicable information required for 
submission of a Proposal. Offerors should pay strict attention to the Deadline for Submission of 
Proposals (Section 1.0 Calendar of Events) to prevent disqualification. To ensure compliance 
with these requirements and to prevent possible disqualification, Offerors should follow the 
format and instructions contained in this RFP. 

The Offeror is required to review Appendix A, Standard Clauses for NYS Contracts. Appendix A 
contains important information related to the Contract to be entered into as a result of this RFP 
and will be incorporated, without change or amendment, into the Contract entered into between 
OTDA and the successful Offeror. By submitting a response to the RFP, the Offeror agrees to 
comply with all the provisions of Appendix A. 

mailto:procurements@otda.ny.gov
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The Offeror is also required to review Appendix B OTDA Terms and Conditions, Appendix B-1 
OTDA Security and Confidentiality Terms, and Appendix T Draft Contract Agreement, as it must 
be willing to enter into an Agreement substantially in accordance with the terms of 
Appendix B OTDA Terms and Conditions, Appendix B-1 OTDA Security and Confidentiality 

2.6. Term of the Agreement 

The term of the Agreement will be for the period of five years beginning on the Contract Approval  
Date.   

3.0 ADMINISTRATIVE INFORMATION 

Procurement documents may, from time to time, be amended or addenda issued by OTDA. It is 
the Offeror’s responsibility to become aware of any such amendments and/or addenda prior to 
submission of a Proposal. All amendments and/or addenda to procurement documents will be 
posted to the OTDA website at www.OTDA.ny.gov/contracts/procurement-bid.asp. Only the 
OTDA website will contain all amendments and/or addenda to the procurement documents, 
including the Responses to Written Questions. Offerors should periodically review the OTDA 
website prior to submission of a Proposal to ensure that they have all information required to 
submit a complete and responsive Proposal.  

3.1. Restrictions on Communication during the Procurement Process 

Offerors are restricted from making oral, written or electronic contacts with OTDA employees 
under circumstances where a reasonable person would infer that the communication was 
intended to influence the procurement, e.g., an attempt to influence OTDA to award a bid to a 
particular Offeror (a “Contact”), other than to the Point of Contacts (POC) as designated below. 
This prohibition on communications begins on the release date of this RFP until the resultant 
Contract is approved by the Office of the New York State Comptroller’s (OSC’s) (the “Restricted 
Period”).  
 
The primary POC for this procurement is: 
 
Rocco Tozzi 
NYS Office of Temporary and Disability Assistance 
Bureau of Contract Management 
40 North Pearl Street, Suite 12D 
Albany, New York 12243 
Phone (518) 486-6352 
Email Address: procurements@otda.ny.gov 
 
Other permissible POCs for this procurement are: 
 
Jason Wilkie  
NYS Office of Temporary and Disability Assistance 
Bureau of Contract Management  
40 North Pearl Street, Suite 12D 
Albany, New York 12243 
Phone: (518) 486-6352 
Email Address: procurements@otda.ny.gov   
 

http://www.otda.ny.gov/contracts/procurement-bid.asp
mailto:procurements@otda.ny.gov
mailto:procurements@otda.ny.gov
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Stacey Johnson  
NYS Office of Temporary and Disability Assistance 
Bureau of Contract Management 
40 North Pearl Street, Suite 12 D 
Albany, New York 12243 
(518) 486-6352 
Email Address: procurements@otda.ny.gov  
 
Wallis Howe-Rosenzweig 
NYS Office of Temporary and Disability Assistance 
Bureau of Contract Management - Minority and Woman Owned Business Unit 
40 North Pearl Street, Suite 12D 
Albany, New York 12243 
Phone (518) 486-6352 
Email Address: procurements@otda.ny.gov 
 
 
The following communications with OTDA staff are permissible, and are therefore not deemed 
impermissible Contacts during the Restricted Period:    
 
• The submission of a written Proposal in response to this RFP; 
• The participation in any conference or presentation required under the RFP; 
• The submission of Questions as permitted under the RFP; 
• Complaints filed by an Offeror to OTDA’s Counsel’s Office stating that the designated 

POC has failed to respond in a timely manner (any such complaints should be 
addressed to:   General Counsel, 40 North Pearl Street, 16C, Albany, New York 12243); 

• Negotiations following tentative award; 
• Debriefings with Offerors who are not award recipients; and 
• The filing of a bid protest or appeal.  
 
OTDA employees, other than a designated POC listed above, who are contacted by an Offeror 
are required to obtain and record certain information that will be referred to the POC for 
inclusion in the procurement record. Impermissible Contacts that are knowingly or willfully made 
could result in a finding of non-responsibility against the Offeror. Such a finding can result in a 
rejection of a Contract award and, in the event of two such findings within a four (4) year period, 
the Offeror would become debarred from obtaining New York State contracts.  
 
The Procurement Lobbying Act also requires that every procurement over $15,000 include a 
certification by the Offeror that all information provided to the agency is complete, true, and 
accurate with regard to prior non-responsibility determinations within the past four (4) years 
based on (i) impermissible Contacts or other violations of State Finance Law Section 139-j, or 
(ii) the intentional provision of false or incomplete information to a governmental entity. See 
Appendix E (Administrative Forms) for Offeror Disclosure of Prior Non-Responsibility 
Determinations Forms, which MUST be included with Offeror’s proposal. 
 
The State reserves the right to terminate the award resulting from this procurement in the event 
it is found that the certification filed by the awarded Offeror in accordance with New York State 
Finance Law §139-k was intentionally false or intentionally incomplete.  Upon such finding, The 
State may exercise its termination right by providing written notification to the award recipient. 
 

mailto:procurements@otda.ny.gov
mailto:procurements@otda.ny.gov
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3.2. Questions 

There will be an opportunity for submission of written questions and requests for clarification 
with regard to this RFP. All questions and requests for clarification of this RFP should cite the 
particular RFP Section and paragraph number where applicable and must be submitted to the 
primary POC (Section 3.1) via email to: procurements@otda.ny.gov, no later than the Deadline 
for Submission of Written Questions as specified in Section 1.0 (Calendar of Events). Questions 
received after the deadline may not be answered.  

If an Offeror discovers any ambiguity, conflict, discrepancy, omission, or other error in this RFP, 
then it shall notify OTDA of such error in the form of a written question, and request clarification 
or modification thereto. 

The comprehensive list of questions and responses by OTDA will be posted to the OTDA 
website and notice of such posting will be distributed by email to all Offerors known to OTDA on 
the date specified in Section 1.0 (Calendar of Events). This listing will not include the identities 
of the Offerors submitting the questions; those Offerors will remain anonymous to the extent 
allowed by law. 

3.3. Right to Modify RFP 

OTDA reserves the right to modify any part of this RFP, including but not limited to, the date and 
time by which Proposals must be submitted and received by OTDA, at any time prior to the 
Deadline for Submission of Proposals listed in Section 1.0 (Calendar of Events). Modifications 
to this RFP shall be made by issuance of amendments and/or addenda as set forth on OTDA’s 
website at https://otda.ny.gov/contracts/procurement-bid.asp 

Prior to the Deadline for Submission of Proposals, any such clarifications or modifications to the 
RFP, as deemed necessary by OTDA, will be posted to the OTDA website and subsequent 
email notification will be provided to all potential Offerors known to OTDA. OTDA also reserves 
the right to cancel this RFP, in whole or in part, and to reject any and all Proposals. 

3.4. Minority & Woman-Owned Business Enterprise (MWBE) and Equal Employment 
Opportunity (EEO) Participation Requirements 

CONTRACTOR REQUIREMENTS AND PROCEDURES FOR PARTICIPATION BY NEW 
YORK STATE-CERTIFIED MINORITY AND WOMEN-OWNED BUSINESS ENTERPRISES 
AND EQUAL EMPLOYMENT OPPORTUNITY FOR MINORITY GROUP MEMBERS AND 
WOMEN AND WORKFORCE UTILIZATION REPORTING  
 
NEW YORK STATE LAW AND NEW YORK STATE EXECUTIVE ORDER 
 
Pursuant to New York State Executive Law Article 15-A and Parts 140-145 of Title 5 of the New 
York Codes, Rules and Regulations, OTDA is required to promote opportunities for the 
maximum feasible participation of New York State-certified Minority and Women-owned 
Business Enterprises (“MWBEs”) and the employment of minority group members and women 
in the performance of OTDA contracts. Executive Order No. 162 requires OTDA to monitor and 
submit Workforce Utilization Reports associated with Contractors performing work in New York 
State.  
 
 

mailto:procurements@otda.ny.gov
https://otda.ny.gov/contracts/procurement-bid.asp
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Business Participation Opportunities for MWBEs 
For purposes of this solicitation, OTDA hereby establishes an overall goal of 30% for MWBE 
participation, 15% for New York State-certified Minority-owned Business Enterprise (“MBE”) 
participation and 15% for New York State-certified Women-owned Business Enterprise (“WBE”) 
participation (based on the current availability of MBEs and WBEs).  A contractor (“Contractor”) 
on any contract resulting from this procurement (“Contract”) must document its good faith efforts 
to provide meaningful participation by MWBEs as subcontractors and suppliers in the 
performance of the Contract.  To that end, by submitting a response to this RFP, the respondent 
agrees that OTDA may withhold payment pursuant to any Contract awarded as a result of this 
RFP pending receipt of the required MWBE documentation.  The directory of MWBEs can be 
viewed at: https://ny.newnycontracts.com.  For guidance on how OTDA will evaluate a 
Contractor’s “good faith efforts,” refer to 5 NYCRR § 142.8. 
 
The respondent understands that only sums paid to MWBEs for the performance of a 
commercially useful function, as that term is defined in 5 NYCRR § 140.1, may be applied 
towards the achievement of the applicable MWBE participation goal.  [FOR CONSTRUCTION 
CONTRACTS – The portion of a contract with an MWBE serving as a supplier that shall be 
deemed to represent the commercially useful function performed by the MWBE shall be 60 
percent of the total value of the contract.  The portion of a contract with an MWBE serving as a 
broker that shall be deemed to represent the commercially useful function performed by the 
MWBE shall be the monetary value for fees, or the markup percentage, charged by the MWBE].  
[FOR ALL OTHER CONTRACTS - The portion of a contract with an MWBE serving as a broker 
that shall be deemed to represent the commercially useful function performed by the MWBE 
shall be 25 percent of the total value of the contract] 
 
In accordance with 5 NYCRR § 142.13, the respondent further acknowledges that if it is found 
to have willfully and intentionally failed to comply with the MWBE participation goals set forth in 
a Contract resulting from this RFP, such finding constitutes a breach of contract and OTDA may 
withhold payment as liquidated damages.   
 
Such liquidated damages shall be calculated as an amount equaling the difference between: (1) 
all sums identified for payment to MWBEs had the Contractor achieved the contractual MWBE 
goals; and (2) all sums actually paid to MWBEs for work performed or materials supplied under 
the Contract.   
 
By submitting a bid or proposal, a respondent agrees to demonstrate its good faith efforts to 
achieve the applicable MWBE participation goals by submitting evidence thereof through the 
New York State Contract System (“NYSCS”), which can be viewed at 
https://ny.newnycontracts.com, provided, however, that a respondent may arrange to provide 
such evidence via a non-electronic method by contacting the Contract’s program manager at 
OTDA.     
 
Additionally, a respondent will be required to submit the following documents and information as 
evidence of compliance with the foregoing: 
 

A. An MWBE Utilization Plan with their bid or proposal.  Any modifications or changes to an 
accepted MWBE Utilization Plan after the Contract award and during the term of the 
Contract must be reported on a revised MWBE Utilization Plan and submitted to OTDA 
for review and approval. 

 
OTDA will review the submitted MWBE Utilization Plan and advise the respondent of 

https://ny.newnycontracts.com/
https://ny.newnycontracts.com/
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OTDA acceptance or issue a notice of deficiency within 30 days of receipt. 
 

B. If a notice of deficiency is issued, the respondent will be required to respond to the 
notice of deficiency within seven (7) business days of receipt by submitting to the OTDA 
a written remedy in response to the notice of deficiency.  If the written remedy that is 
submitted is not timely or is found by OTDA to be inadequate, OTDA shall notify the 
respondent and direct the respondent to submit, within five (5) business days, a request 
for a partial or total waiver of MWBE participation goals.  Failure to file the waiver form in 
a timely manner may be grounds for disqualification of the bid or proposal.  

 
OTDA may disqualify a respondent as being non-responsive under the following circumstances:  

            a) If a respondent fails to submit an MWBE Utilization Plan;   
b) If a respondent fails to submit a written remedy to a notice of deficiency;   

            c) If a respondent fails to submit a request for waiver; or  
d) If OTDA determines that the respondent has failed to document good faith efforts.  

 
The successful respondent will be required to attempt to utilize, in good faith, any MBE or WBE 
identified within its MWBE Utilization Plan, during the performance of the Contract.  Requests 
for a partial or total waiver of established goal requirements made subsequent to Contract 
Award may be made at any time during the term of the Contract to OTDA, but must be made no 
later than prior to the submission of a request for final payment on the Contract. 
 
The successful respondent will be required to submit a quarterly MWBE Contractor Compliance 
& Payment Report to OTDA, by the 7th day following each end of quarter over the term of the 
Contract documenting the progress made toward achievement of the MWBE goals of the 
Contract. 
 
Equal Employment Opportunity and Workforce Utilization Reporting Requirements 
 
By submission of a bid or proposal in response to this solicitation, the respondent agrees with all 
of the terms and conditions of [Appendix A – Standard Clauses for All New York State Contracts 
including Clause 12 - Equal Employment Opportunities for Minorities and Women OR Authority 
equivalent to Appendix A]. The respondent is required to ensure that it and any subcontractors 
awarded a subcontract for the construction, demolition, replacement, major repair, renovation, 
planning or design of real property and improvements thereon (the "Work"), except where the 
Work is for the beneficial use of the respondent, undertake or continue programs to ensure that 
minority group members and women are afforded equal employment opportunities without 
discrimination because of race, creed, color, national origin, sex, age, disability or marital status. 
For these purposes, equal opportunity shall apply in the areas of recruitment, employment, job 
assignment, promotion, upgrading, demotion, transfer, layoff, termination, and rates of pay or 
other forms of compensation.  This requirement does not apply to:  (i) work, goods, or services 
unrelated to the Contract; or (ii) employment outside New York State. 
 
The respondent will be required to submit a Minority and Women-owned Business Enterprise 
and Equal Employment Opportunity Policy Statement, Form OTDA-4970, to OTDA with its bid 
or proposal. 
 
If awarded a Contract, respondent shall submit form OTDA-4971 Workforce Utilization Report 
and shall require each of its Subcontractors to submit a Workforce Utilization Report, in such 
format as shall be required by OTDA on a QUARTERLY basis during the term of the Contract. 
The Workforce Utilization Report will include demographic information and the job title and 
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aggregate salary information of employees by race and sex that perform work under each 
Occupation Classification in accordance with Executive Order 162 guidelines and reporting 
instructions.  
 
Further, pursuant to Article 15 of the Executive Law (the “Human Rights Law”), all other State 
and Federal statutory and constitutional non-discrimination provisions, the Contractor and sub-
contractors will not discriminate against any employee or applicant for employment because of 
race, creed (religion), color, sex, national origin, sexual orientation, military status, age, 
disability, predisposing genetic characteristic, marital status or domestic violence victim status, 
and shall also follow the requirements of the Human Rights Law with regard to non-
discrimination on the basis of prior criminal conviction and prior arrest.   
 
Please Note: Failure to comply with the foregoing requirements may result in a finding of 
non-responsiveness, non-responsibility and/or a breach of the Contract, leading to the 
withholding of funds, suspension or termination of the Contract or such other actions or 
enforcement proceedings as allowed by the Contract. 
 

3.5. Service Disabled Veteran-Owned Business Enterprises (SDVOB) in State 
Contracting 

A. OTDA is in full accord with the aims and efforts of the State of New York to promote 
Service-Disabled Veteran-Owned Businesses (SDVOBs), as enacted in 2014 by Article 
17-B of the Executive Law.  This Law acknowledges that SDVOBs strongly contribute to 
the economies of the State and the nation. As defenders of our nation and in recognition 
of their economic activity in doing business in New York State, Offerors to this 
Solicitation are strongly encouraged and expected to consider SDVOBs in the fulfillment 
of the requirements of the resulting contract. Such partnering may be as subcontractors, 
suppliers, protégés or other supporting roles. SDVOBs can be readily identified on the 
directory of certified businesses at:  https://online.ogs.ny.gov/SDVOB/search  

 

B. Offerors are strongly encouraged, to the maximum extent practical and consistent with 
legal requirements of the State Finance Law, the Executive Law and any implementing 
regulations, to use responsible and responsive NYS certified SDVOBs in purchasing and 
utilizing commodities, services and technology that are of equal quality and functionality 
to those that may be obtained from non-SDVOBs.  Prospective awardees to this 
Solicitation are subject to the provisions of Executive Law Article 17-B and the 
regulations (9 NYCRR Part 252) issued thereunder. Offerors are reminded that they 
must continue to utilize small, and MWBEs, consistent with current State law (Executive 
Law Article 15-A).     

 

C. Offerors will complete, Appendix Y, (Form OTDA-4200), Service-Disabled Veteran-
Owned Businesses (SDVOBs) Utilization Plan, to demonstrate their proposed utilization 
of NYS certified SDVOBs as part of their bid/proposal.  OTDA has set a goal for SDVOB 
utilization for this procurement at 6%.   

 

https://online.ogs.ny.gov/SDVOB/search
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D. The successful Offeror/Contractor will report on the actual participation by each SDVOB 
during the term of the contract to OTDA on a quarterly basis according to policies and 
procedures to be set by OTDA.   

 

E. NOTE: Information about SDVOB certification and set asides for SDVOB participation in 
public procurement can be found at: http://www.ogs.ny.gov/Core/SDVOBA.asp, which 
provides certification information and guidance for State agencies in making 
determinations and administering set asides for procurements from SDVOBs.   

3.6. Diversity Practices 

Overview  
 
Pursuant to Section 313-a of the Executive Law and Section 142.3 of Title 5 of the New York 
Codes, Rules, and Regulations, all agencies and authorities must evaluate the diversity 
practices of Offerors to best value procurements expected to exceed $250,000, whenever 
practical, feasible, and appropriate.  Evaluating the diversity practices of Offerors as part of the 
procurement process provides contractors with an incentive to develop mutually beneficial 
relationships with NYS-certified MWBEs outside of the context of state contracting.  These 
relationships help to build the capacity of MWBEs, and enhance their ability to perform ever 
increasing roles in state contracting. 
 
Diversity practices are the efforts of contractors to include New York State-certified MWBEs 
in their business practices.  Diversity practices may include past, present, or future 
actions and policies, and include activities of contractors on contracts with private entities 
and governmental units other than the State of New York. Assessing the diversity practices of 
contractors enables contractors to engage in meaningful, capacity-building collaborations with 
MWBEs.  
 
General Instructions  
 

a. OTDA has determined, pursuant to New York State Executive Law Article 15-A, that 
the assessment of the diversity practices of Offerors to this RFP is practical, feasible, 
and appropriate.  Accordingly, Offerors shall be required to complete and include as 
part of their Technical Proposal, the OTDA Diversity Practices Questionnaire 
Appendix D.   

 
b. Diversity Practices will be evaluated based upon the questionnaire developed by the 

New York State Division of Minority and Women’s Business Development.  This 
Questionnaire consists of eight (8) questions for Offerors to answer.   Some questions 
request supporting documentation to support certain answers. Scoring Information for 
Diversity Practices can be found in Appendix D. 

3.7. Travel 

Travel time and travel expenses are NOT reimbursable under this contract. 

3.8.  Subcontracting 

It is OTDA’s intention to contract with a single prime contractor for the provisions of services 

http://www.ogs.ny.gov/Core/SDVOBA.asp
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outlined in this RFP. In the event that the Contractor utilizes Subcontractors to perform any 
required services pursuant to the Agreement resulting from this RFP, OTDA shall have the right 
to approve or disapprove, after appropriate review and/or interview(s), any and all 
Subcontractors of the Contractor prior to their performance of services. 

The Contractor shall require all proposed subcontractors to complete such Appendices included 
in this RFP as are deemed necessary by OTDA prior to any such proposed Subcontractor’s 
services under the Agreement resulting from this RFP. The Contractor acknowledges that this 
requirement is ongoing for the term of the Agreement, and the Contractor shall be required to 
disclose to OTDA its intention to enter into any subcontracts for the performance of any 
Services under the Agreement. 

Failure to disclose the identity of any and all Subcontractors used by the Contractor together 
with a detailed description of their responsibilities may, at the sole discretion of OTDA, result in 
disqualification of the Subcontractor or termination of the Agreement resulting from this RFP. 
The Subcontractor and Supplier Identification form can be found in Appendix E (Administrative 
Forms). 

3.9. State Ethics Law Provision 

The Offeror and its Subcontractors shall not engage or employ any person who is, or has been 
at any time, in the employ of the State, to perform services in violation of the provisions of the 
New York Public Officers Law, other laws applicable to the service of State employees, and the 
rules, regulations, opinions, guidelines or policies promulgated or issued by the New York State 
Joint Commission on Public Ethics, or its predecessors (collectively, the “Ethics Requirements”) 
as they may be amended from time to time. The Offeror shall certify that all of its employees 
and those of its subcontractors who are former employees of the State, and who are assigned 
to perform services under this Agreement, shall be assigned in accordance with all Ethics 
Requirements. During the term of the Agreement, no person who is employed by the Offeror or 
its Subcontractors, and who is disqualified from providing services under the Agreement, 
resulting from this RFP pursuant to any Ethics Requirements, may share in any net revenues of 
the Offeror or its Subcontractors derived from the Agreement resulting from this Solicitation. The 
Offeror shall identify and provide OTDA with notice of those employees of the Offeror, and its 
Subcontractors, who are former employees of the State that will be assigned to perform 
services under the Agreement, and make sure that such employees comply with all applicable 
laws and prohibitions. OTDA may request that the Offeror provide it with whatever information 
OTDA deems appropriate about each such person’s engagement, work cooperatively with 
OTDA to solicit advice from the New York State Joint Commission on Public Ethics, and, if 
deemed appropriate by OTDA, instruct any such person to seek the opinion of the New York 
State Joint Commission on Public Ethics. OTDA shall have the right to withdraw or withhold 
approval of any subcontract if utilizing such subcontractor for any work performed hereunder 
would be in conflict with any of the Ethics Requirements. OTDA shall have the right to terminate 
the Agreement, resulting from this solicitation at any time if any work performed hereunder is in 
conflict with any of the Ethics Requirements.   

By submitting a Proposal to this RFP the person signing the Proposal certifies, for and on behalf 
of the Offeror, that: 

a) He/she has read and understands the provisions applicable to post-employment 
restrictions affecting former State officers and employees  

i. Public Officers Law § 73(8)(a)(i), (the two-year bar); and 
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ii. Public Officers Law § 73(8)(a)(ii), (the lifetime bar); 

b) Submission of this proposal does not violate either provision; 

c) He/she is familiar with the Bidder's employees, and its agents; 

d) No violation shall occur by entering into a Contract or in performance of the 
contractual services; 

e) This certification is material to the Proposal; and  

f) He/she understands that OTDA intends to rely on this certification. 

The Offeror shall fully disclose to OTDA, within its Proposal and on a continuing basis, any 
circumstances that could affect its ability to comply with the cited laws and ethics requirements. 
Offerors shall address any questions concerning these provisions to: 

The New York State Joint Commission on Public Ethics 
540 Broadway 
Albany, NY 12207 
Telephone #: (518) 408-3976  

3.10. State Finance Law Consultant Disclosure Provisions  

Pursuant to New York State Finance Law § 163(4)(g), State agencies must require all 
contractors, including Subcontractors, that provide “consulting services” for State purposes 
pursuant to a contract to submit an annual employment report for each such contract. Such 
report shall include for each employment category within the contract: (i) the number of 
employees employed to provide services under the contract, (ii) the number of hours they work, 
and (iii) their total compensation under the contract. Consulting services are defined as analysis, 
evaluation, research, training, data processing, computer programming, engineering, 
environmental, health, and mental health services, accounting, auditing, paralegal, legal, or 
similar services. 
 
The Contractor selected as a result of this procurement will be required to submit Form A, titled 
“New York State Consultant Services Contractor’s Planned Employment,” prior to contract 
approval and Form B, titled “New York State Consultant Services Contractor’s Annual 
Employment Report,” on an annual basis. OTDA has provided the appropriate forms in 
APPENDIX N. 
 

3.11. Acceptance of Deliverables 

The Contractor shall submit a written Notice of Completion to OTDA indicating a deliverable 
under the Contract is ready for OTDA review. Upon receipt of such notice OTDA shall have a 
reasonable period to review the deliverable and issue either a Notice of Acceptance accepting 
the deliverable or a Notice of Deficiency rejecting the deliverable. A Notice of Deficiency shall 
set forth the defects to be corrected by the Contractor which shall be addressed and resolved by 
the Contractor within 10 days of receipt of such notice. The deliverable shall then be 
resubmitted to OTDA and the process above shall continue until the deliverable is accepted by 
OTDA or OTDA terminates the Contract for cause due to the failure to satisfactorily correct such 
defects.    
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4.0 PROPOSAL CONTENT 

The following sets forth the required format and information to be provided by each Offeror in its 
Proposal. Offerors responding to this RFP must satisfy all material requirements stated in this 
RFP. All Offerors are required to submit complete Administrative, Technical, and Financial 
Proposals. A Proposal that is incomplete in any material respect will be deemed non-
responsive. 

Offerors must submit Proposals in separate sealed and labeled Administrative, Technical, and 
Financial Proposal packages. No information beyond that specifically requested is required, and 
Offerors are requested to keep their submissions to the shortest length consistent with making a 
complete presentation of qualifications.  

Evaluations of the Administrative, Technical, and Financial Proposals received in response to 
this RFP will be conducted separately. Offerors are therefore cautioned not to include any 
Financial Proposal information in the Administrative or Technical Proposal documents.  

OTDA will not be responsible for expenses incurred in preparing and submitting the 
Administrative, Technical, or Financial Proposals. Such costs must not be included in the 
Proposal. 

4.1. Administrative Proposal 

The Administrative Proposal should contain all requirements listed below. A Proposal that is 
incomplete in any material respect will be deemed non-responsive. The information requested 
should be provided in the prescribed format.  Proposals that do not follow the prescribed format 
may be deemed non-responsive.  

A. Please provide the forms in Appendix C (Offeror’s Certified Statements) and 
Appendix E (Administrative Forms), in the same order in which they are 
requested as follows:  

1. Appendix C - Offeror’s Certified Statements, which includes information 
regarding the Offeror. Appendix C must be signed by an individual 
authorized to bind the Offeror contractually. Please indicate the title or 
position that the signer holds with the Offeror. OTDA reserves the right to 
reject a Proposal which fails to comply with Appendix C.  

2. Appendix E – Administrative Forms:  

a) MacBride Fair Employment Principle 

b) Prohibiting Contracts with Entities that Support Discrimination – EO 
177 Certification 

c) Sexual Harassment Prevention 

d) Vendor Responsibility Questionnaire 

Offerors must complete, certify, and file a New York State Vendor 
Responsibility Questionnaire. OTDA recommends that Bidders file the 
required Vendor Responsibility Questionnaire online via the New York 
State VendRep System. To enroll in and use the New York State 
VendRep System, see the VendRep System Instructions at 
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https://www.osc.state.ny.us/vendrep/info_vrsystem.htm or go directly 
to the VendRep System online at https://portal.osc.state.ny.us.  

Bidders must provide their New York State Vendor Identification 
Number when enrolling. To request assignment of a Vendor ID or for 
VendRep System assistance, contact the OSC Help Desk at 866-370-
4672 or 518-408-4672 or by email at ciohelpdesk@osc.state.ny.us.  

Bidders opting to complete and submit a paper questionnaire can 
obtain the appropriate questionnaire from the VendRep website: 
www.osc.state.ny.us/vendrep. 

e) Non-Collusive Bidding 

f) Offeror Disclosure of Non-Responsibility Determinations 

g) Procurement Lobbying Act Offeror’s Certification of Affirmation of 
Understanding and Agreement pursuant to State Finance Law §§ 139-j 
and 139-k 

h) Contractor’s Certification/Acknowledgement/Understanding 

i) Offeror Assurance of No Conflict of Interest or Detrimental Effect 

j) Subcontractor and Supplier ID Form 

k) Form SDVOB – 100 (SDVOB Utilization Plan) 

l) Form SDVOB – 200 (Application for Waiver of SDVOB Participation 
Goal) 

3. Appendix Y – Service Disabled Veteran Owned Businesses (SDVOB) 
Participation Requirements for NYS Office of Temporary and Disability 
Assistance contracts. Offerors are required to comply with SDVOB 
participation requirements as stated in Section 3.5 of this IFB, and complete 
the SDVOB forms in Appendix E. 
 

4. Appendix Z - MWBE Participation Requirements for all New York State 
Office of Temporary and Disability Assistance Contracts. Offerors are 
required to comply with MWBE participation requirements as stated in 
Section 3.4 of this RFP. As part of your proposal, submit the following 
documents, that can be found in Appendix E.  

a) Form 4934 (Offeror’s EEO Staffing Plan of Anticipated Workforce) 

b) Form 4937 (Offeror’s MWBE Utilization Plan) 

c) Form 4938 (Offeror’s MWBE Subcontractors and Suppliers Letter of 
Intent to Participate) 

d) Form 4970 Offeror’s Equal Opportunity Policy Statement as described 
in Clause 12 of Appendix A – Standard Clauses for NYS Contracts  

e) Form 4976 (MWBE Goal Requirements Certification of Good Faith 
Efforts) 

Note: Offerors may apply for a partial or total waiver of MWBE participation 
requirements by submitting Form OTDA- 4969 (Request for Waiver) 
contained in Appendix E of this RFP, and including all required 
documentation. Waivers will be granted only when the Offeror cannot, after 

https://www.osc.state.ny.us/vendrep/info_vrsystem.htm
https://portal.osc.state.ny.us/
mailto:ciohelpdesk@osc.state.ny.us
http://www.osc.state.ny.us/vendrep
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a good faith effort, comply with the MWBE participation requirements set 
forth under this procurement.  

B. If selected for contract award, Offerors will be required to submit further 
information as set forth in Appendix N.  While the following information is not 
required until notification of selection of award, Offerors are encouraged to 
submit these forms with their Administrative Proposal.  

1. ST-220 CA, Sales and Compensating Use Tax Certification (See Appendix 
N) 

2. ST-220 TD, Contractor Certification- Filed with the Department of Taxation 

and Finance (See Appendix N) 

3. CONFIDENTIALITY/NON-DISCLOSURE AGREEMENT (See Appendix N) 

4. Insurance Documentation, including Workers’ Compensation and Disability   
Benefits (See Appendix I) 

5. OTDA Consultant Disclosure Reporting – Form A (See Appendix N)  

4.2. Technical Proposal 

The purpose of the Technical Proposal is to demonstrate the qualifications, competence, and 
capacity of the Offeror and its staff to perform the services referenced in this RFP. The following 
sets forth the required information to be provided by an Offeror in its Technical Proposal.   

Financial information must not be included in the Technical Proposal.  A Technical 
Proposal that is incomplete in any material respect may be deemed non-responsive.  

A. Title Page 

Submit a Title Page providing the RFP subject and number; the Offeror's name, and 
the date of the Proposal. 

B. Table of Contents 

The Table of Contents should clearly identify all material (by section and page 
number) included in the Proposal. 

C. Offeror Response to Technical Requirements 

A narrative should be submitted as part of the Offeror’s Technical Proposal to 
demonstrate the Offeror’s proposed solution to provide the services set forth in the 
RFP and Appendix W (Scope of Work) throughout the Contract Term (the Services).  
The Technical Proposal narrative should set forth the following: 

Section 1:  Project administration and staffing plan.  

The project administration section should contain: 

• An explanation of the Bidder’s experience evaluating program(s) similar to 
the program described in the RFP. OTDA desires the successful completion 
of at least one evaluation of a program which serves individuals or families 
living in poverty.   

• A staffing plan which includes the roles, titles, applicable experience and 
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qualifications as well as resumes for staff projected to perform the services 
set forth in the RFP. Identify the amount of time each staff person is 
anticipated to perform a specific function during the Contract term. Staffing 
requirements are identified in Appendix W – Scope of Work section 5. 

• A description of Offeror’s plan for periodic meetings with OTDA throughout 
the project.  The expectation is for more frequent meetings at the start of the 
project and when the time reports are due. 

 

Section 2:  Evaluation approach and Logic model.  

Describe relevant previous research studies.   

Describe the evaluation approach and logic model to be used to perform the 
Services. 

Submit a detailed workplan by year outlining the tasks and deliverables anticipated as 
part of the implementation and outcome evaluation plans, within the defined Scope of 
Work.  The work plan will include start and end dates for the tasks to be performed, 
primary staff assigned to the project, and deliverables for each task, as appropriate.   

 

Section 3:  Implementation Evaluation Plan. 

Identify data to be collected and the offeror’s data collection plan.  Each pilot should 
be discussed separately as necessary.  

• Description of how the evaluation approach will address each of the 
requirements identified in Appendix W – Scope of Work section 2.c. 

 

Section 4:  Outcome Evaluation Plan 

Identify proposed measures for evaluating adult well-being. Each pilot should be 
discussed separately as necessary.  

• Describe how the evaluation approach will address, at a minimum, each of 
requirements identified in Appendix W – Scope of Work section 2.d. 

4.3. Financial Proposal 

Submit a completed and signed Appendix P – Financial Proposal in Excel and PDF format.  
Failure to comply with the mandatory format and content requirements may result in 
disqualification.  

5.0 PROPOSAL SUBMISSION 

To be considered responsive, the Offeror must submit a complete response to this RFP in 
conformance with the format and content requirements set forth herein. A Proposal that does 
not provide all the information requested may be deemed non-responsive. 

All proposals must be submitted in hard copy and on compact disc (see item D. below) and 
received by the date and time indicated for Deadline for Submission of Proposals as specified in 
Section 1.0 (Calendar of Events). Proposals received after the Deadline for Submission of 
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Proposals may be deemed non-responsive.  

Proposals must be clearly labeled, sealed, and submitted by U.S. Mail, by courier/delivery 
service (e.g., FedEx, UPS, etc.), or by hand as noted below.  Offeror should include their 
name and address, and send to:  

Office of Temporary Disability Assistance (RFP # 2019-03) 
Attention: Bureau of Contract Management 
12th Floor Section D 
40 North Pearl Street 
Albany, NY 12243 

If multiple packages or boxes are used to transmit the proposal, they should be labeled “box 1 
of x”, “box 2 of x”, etc. 

Due to security procedures at 40 North Pearl Street, when proposals are hand-delivered to 
OTDA, such proposals must first be taken to the Security Desk during OTDA’s normal hours, 
which are Monday through Friday, from 8:00 a.m. to 5:00 p.m. ET. Offeror’s must provide the 
name of the POC listed in Section 3.1 and phone number (518) 486-6352 to the Security Staff.  
Offeror’s should allow extra time to comply with security procedures in effect at 40 North Pearl 
Street when hand delivering a Proposal or using deliveries by independent courier services.  
Offerors must provide identification to the security guard(s) for inspection.  Offerors assume all 
risk for timely, properly submitted proposals. Submission of Proposals in a manner other 
than as described in these instructions (e.g., fax, electronic transmission) will not be 
accepted. 

An Offeror may withdraw a Proposal at any time prior to the Deadline for Submission of 
Proposals by written notification to OTDA as set forth in Section 3.1 of this RFP. An authorized 
agent of the Offeror must sign the notice of withdrawal. The Proposal may thereafter be 
resubmitted, but not after the Deadline for Submission of Proposals specified in Section 1.0, 
Calendar of Events. Modifications to a Proposal offered in any other manner, oral or written, will 
not be considered. 

5.1. Submission of Administrative, Technical, and Financial Proposals 

Each Offeror must submit SEPARATE, SEALED AND LABELED Administrative, Technical, and 
Financial Proposals, as follows:  

A. For the ADMINISTRATIVE Proposal: 

Submit TWO original and TWO paper copies; the original of the Administrative 
Proposal must be clearly marked “ORIGINAL” on the cover page. 

B. For the TECHNICAL Proposal: 

Submit TWO original and TWO paper copies; the original of the Technical 
Proposal must be clearly marked “ORIGINAL” on the cover page.  

C. For the FINANCIAL Proposal: 

Submit TWO original and TWO paper copies; the original of the Financial 
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Proposal must be clearly marked “ORIGINAL” on the cover page.  

D. For EACH of the Administrative, Technical, and Financial Proposals:  

Submit TWO labeled copies of EACH of the Administrative, Technical, and 
Financial Proposals on SEPARATE CDs; an acceptable format is unlocked Adobe 
PDF for the Administrative and Technical Proposal and both unlocked Adobe and 
Excel formats for the Financial Proposal. The CD copies of EACH of the 
Administrative, Technical, and Financial Proposals should be identical copies of the 
original documents, including signatures, and should be in one file on each CD. 

Submit each of the complete Administrative, Technical, and Financial Proposals in its own 
separate sealed and labeled package.  Each sealed and labeled package may be placed in a 
larger box or package when submitted to OTDA. 

Clearly mark the outside envelope of your sealed Proposals, the original, each copy, and 
CD as “RFP# 2019-03 Shelter Supplement Pilot Program Evaluation – (Technical) 
(Administrative) or (Financial) Proposal submitted by (Offeror’s name).” 

6.0 EVALUATION PROCESS/CRITERIA 

6.1. General Information 

OTDA will evaluate each Proposal based on the “Best Value” concept. This means that the 
Proposal that best “optimizes quality, cost, and efficiency among responsive and responsible 
offerors” shall be selected for award (State Finance Law, Article 11, §163[1][j]). 

OTDA, at its sole discretion, will determine which Proposal(s) best satisfies the RFP 
requirements. OTDA reserves all rights with respect to the award. All Proposals deemed to be 
responsive to the requirements of this procurement will be evaluated and scored for technical 
qualities and cost. Proposals failing to meet a material requirement in the RFP may be deemed 
non-responsive. The evaluation process will include separate Technical and Financial 
evaluations, and the result of each evaluation shall remain confidential until both evaluations 
have been completed and a selection of the winning Proposal is made.  

The evaluation process will be conducted in a comprehensive and impartial manner, as set forth 
herein, by an Evaluation Committee. The Technical Proposal will be weighted 80% of an 
Offeror’s total score and the Financial Proposal will be weighted 20% of an Offeror’s total score.  

Offerors may be requested by OTDA to clarify the contents of their proposals. No Offeror will be 
allowed to alter its Proposal or add information after the Deadline for Submission of Proposals. 

6.2. Submission Review 

OTDA will examine all Proposals that are received in a proper and timely manner to determine if 
they meet the proposal submission requirements, as described in Section 4.0 (Proposal 
Content) and Section 5.0 (Proposal Submission), and include the proper documentation, 
including all documentation required for the Administrative Proposal, as stated in this RFP. 
Proposals that are materially deficient in meeting the submission requirements or have omitted 
material documents, in the sole opinion of OTDA, may be deemed non-responsive. 
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6.3. Technical Evaluation 

The evaluation process will be conducted in a comprehensive and impartial manner. A 
Technical Evaluation Committee will review and evaluate all Proposals. Initially, each Proposal 
will undergo a preliminary evaluation to verify whether the Mandatory Requirements and 
“material” RFP requirements are met. Assuming such requirements are met, Technical 
Evaluation Committee members will independently score each Technical Proposal. The 
individual Committee Member scores will be averaged to calculate the Technical Score for each 
responsive Proposal.  

The Technical Evaluation is 80% (up to 80 points) of the final score.  

6.4. Financial Evaluation 

The Financial Evaluation Committee will evaluate the Financial Proposal documents. Initially, 
Financial Proposals will be opened and reviewed for responsiveness to the RFP, and if a 
Financial Proposal is found to be non-responsive, that Proposal may be rejected. 

Each Financial Proposal that is deemed responsive, will be evaluated and assigned a financial 
score. The Financial Proposals will be scored based on a maximum score of 20 points. The 
maximum financial score will be allocated to the Financial Proposal with the lowest price. All 
other responsive Financial Proposals will receive a proportionate score using this formula:  

Financial points awarded = 20 potential points x (Lowest Financial Proposal / Cost of Proposal 
Being Evaluated). 

The Financial Proposal evaluation is 20% (up to 20 points) of the final score. 

6.5. Interviews 

Interviews, if determined to be necessary, will be held for all Offerors which submitted 
responsive Proposals in person in Albany, NY or, at the discretion of the Technical Evaluation 
Committee, by telephone or videoconference.  The purpose of an interview is to allow the 
evaluators to validate the Offeror’s experience and qualifications and to discuss and clarify 
Proposals as appropriate. The Offeror, including any key personnel, should be present and 
participate in the interview. No new material will be permitted to be introduced during the 
interview. 

6.6. Final Composite Score 

A final composite score will be calculated by the OTDA by adding the Technical Proposal points 
and the Financial Proposal points. 

6.7. Award Recommendation and Agreement 

The Offeror with the highest composite score(s) will be notified of selection.  The awarded 
Offeror will enter into a written Agreement as set forth in Appendix T, which includes the terms 
and condition in Appendix B. The Agreement is intended to incorporate all the documents 
comprising the Contract between OTDA and the Contractor. The resultant Agreement shall not 
be binding until fully executed and approved by the New York State Office of the Attorney 
General and the Office of the New York State Comptroller.  
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7.0 APPENDICES 

 

The following Appendices are incorporated by reference in the RFP: 
 
Appendices 
Appendix A Standard Clauses for New York State Contracts 
Appendix B OTDA Terms and Conditions 
Appendix B-1 OTDA Security and Confidentiality Terms 
Appendix C  Offeror’s Certified Statements 
Appendix D Diversity Practices Questionnaire and Scoring 
Appendix E Administrative Forms 
Appendix F Glossary 
Appendix I  New York State Insurance Requirements 
Appendix N Post Award Forms  
Appendix P Financial Proposal 
Appendix T Draft Contract Agreement 
Appendix W Scope of Work 
Appendix Y Service-Disabled Veteran-Owned Business Enterprises Requirements for NYS 

Office of Temporary and Disability Assistance Contracts 
Appendix Z Minority and Women-Owned Business Enterprise (MWBE) participation 

requirements for all NYS Office of Temporary and Disability Assistance 
Contracts. 
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