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1. IMPORTANT INFORMATION 

This page contains information regarding the HIV Employment Initiative (HEI) 2023 Request for Proposals 
(RFP) that is essential for any prospective applicant. Since the HEI 2023 RFP is released through the New 
York State Grants Gateway system, submitting hard copy applications to OTDA is no longer permitted. 
OTDA has designed the RFP to help applicants navigate the Gateway system and submit proposals 
correctly. The HEI 2023 RFP is categorized into four sections listed below: 

1. PART A: RFP Summary Information 
2. PART B: Application Instructions 
3. PART C: Required Uploaded Documents 
4. PART D: Printed Version of Gateway Application 

I. RFP Summary Information 

This section of the RFP explains the requirements of the RFP. It includes timelines, a summary, 
program and contract information, proposal requirements and other aspects of the procurement. 

II. Application Instructions 

All organizations submitting a proposal for this procurement must use the New York State Grants 
Gateway system at: https://grantsgateway.ny.gov/IntelliGrants_NYSGG/module/nysgg/GOPortal.aspx. 
Since some organizations may not have experience with the system, we included this section to assist 
applicants in using the system efficiently. 

It is important to note that while any employee with access may work on the application, only someone 
with a Grantee Signatory or a System Administrator role can submit the application to the State. 

Applications will not be accepted outside of the Grants Gateway System. 

III. Required Uploaded Documents 

This section lists all documents and forms that must be submitted with the application. Where a 
document is requested, a link is provided so an applicant can download the form, complete, and upload 
it as required. 

IV. Printed Version of Gateway Application 

This section will contain a complete copy of the application questions contained in the Grants Gateway 
system. 

V. Prequalification Requirements 

Pursuant to New York State Division of Budget Bulletin H-1032, dated July 16, 2014, New York State 
has instituted key reform initiatives to the grant contract process which require not-for-profits to register 
in the Grants Gateway and complete the Vendor Prequalification process for proposals to be evaluated. 
Information on these initiatives can be found on the Grants Management Website. 

https://grantsgateway.ny.gov/IntelliGrants_NYSGG/module/nysgg/GOPortal.aspx
http://www.grantsreform.ny.gov/
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Below is a summary of the steps that must be completed to meet registration and prequalification 
requirements. The Vendor Prequalification Manual on the Grants Management Website, which details 
the requirements, and an online tutorial are available to walk users through the process. 

1. Register for the Grants Gateway 

On the Grants Management Website, download a copy of the Registration Form for Administrator. 
A signed, notarized original form must be sent to the Division of Budget at the address provided in 
the instructions. You will be provided with a Username and Password allowing you to access the 
Grants Gateway. 

If you have previously registered and do not know your Username please email 
GrantsGateway@its.ny.gov , from the email address which was registered with your request.  If you 
do not know your username but don’t remember your password, please click on ‘Forgot Password’ 
from the login page.  You will be prompted to enter your user ID and your email address that you 
registered with.  The system will send you a temporary password to log in with one time then 
prompt you to change your password to something only you will remember. NOTE: If you copy and 
paste the temporary password from the email to the Gateway, make sure you are not capturing a 
blank space after the last character.  The system will read this as another character and tell you the 
password is wrong 
. 

2. Complete your Prequalification Application 

Log into the Grants Gateway. If this is your first time logging in, you will be prompted to change your 
password at the bottom of your Profile page. Enter a new password and click SAVE. 

Click the Organization(s) link at the top of the page and complete the required fields including 
selecting the State agency you have the most grants with. This page should be completed in its 
entirety before you SAVE. A Document Vault link will become available near the top of the page. 
Click this link to access the main Document Vault page. 

Answer the questions in the Required Forms and upload Required Documents. This constitutes 
your Prequalification Application. Optional Documents are not required unless specified in this 
Request for Proposal. 

Specific questions about the prequalification process should be referred to your agency 
representative or to the Grants Reform Team at: grantsgateway@its.ny.gov 

3. Submit Your Prequalification Application 

After completing your Prequalification Application, click the Submit Document Vault Link located 
below the Required Documents section to submit your Prequalification Application for State agency 
review. Once submitted the status of the Document Vault will change to In Review. 

If your Prequalification reviewer has questions or requests changes, you will receive email 
notification from the Gateway system. 

Once your Prequalification Application is approved, you will receive a Gateway notification that you 
are now prequalified to do business with New York State. 

mailto:GrantsGateway@its.ny.gov
https://grantsgateway.ny.gov/IntelliGrants_NYSGG/module/nysgg/goportal.aspx
mailto:grantsgateway@its.ny.gov
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4. Other helpful information 

There is a Grantee Application Tutorial Video available. After logging into Grants Gateway, click the 
“training materials” tab at the top of the screen.  

Live Webinars on the Prequalification Process and on how to complete an application using the 
Grants Gateway are provided every Tuesday and Thursday. Please see the Resources for Grant 
Applicants page of the Grants Management website to sign up for a live webinar or for additional 
resources including instructional videos and step by step documents to help navigate the system 

Helpdesk information: Monday through Friday, 8:00am to 5:00pm 
Phone: 1-800-820-1890; Email: grantsgateway@its.ny.gov  

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fgrantsmanagement.ny.gov%2Fresources-grant-applicants&data=05%7C01%7CJody.Kelly%40otda.ny.gov%7C555cb3f3a611432e4e2408db976dbb2f%7Cf46cb8ea79004d108ceb80e8c1c81ee7%7C0%7C0%7C638270269776526382%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=xIb0hE0W%2F75R%2FwMUoi9VfJDp%2Fj3WYwqt34MB77lHCaI%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fgrantsmanagement.ny.gov%2Fresources-grant-applicants&data=05%7C01%7CJody.Kelly%40otda.ny.gov%7C555cb3f3a611432e4e2408db976dbb2f%7Cf46cb8ea79004d108ceb80e8c1c81ee7%7C0%7C0%7C638270269776526382%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=xIb0hE0W%2F75R%2FwMUoi9VfJDp%2Fj3WYwqt34MB77lHCaI%3D&reserved=0
mailto:grantsgateway@its.ny.gov
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PART A: RFP SUMMARY INFORMATION 

I. TIMELINES AND PROPOSAL SUBMISSION 

A. Questions Concerning this Request for Proposals (RFP) 

Bidders may submit typed questions via email or by mail to the address provided below. Questions regarding 
the RFP will be accepted until 2:00 p.m., August 28, 2023. No handwritten or telephone inquiries will be 
accepted. Answers to all questions received by this date will be posted in the Grants Gateway website at 
https://grantsgateway.ny.gov/IntelliGrants_NYSGG/module/nysgg/goportal.aspx and on the New York State 
Office of Temporary and Disability Assistance’s website at www.otda.ny.gov no later than September 15, 2023.  

New York State Office of Temporary and Disability Assistance 
Contract Management and Quality Assurance 
Attn: Jody Kelly 
40 North Pearl Street, 11D 
Albany, NY 12243-0001 
Email: Jody.Kelly@otda.ny.gov   

B. Proposal Submission and Due Date 

All Proposals must be submitted via the New York State Grants Gateway at https://grantsgateway.ny.gov and 
be received no later than 2:00 p.m., September 28, 2023. Once the deadline has passed, the Grants Gateway 
system will no longer accept applications. Eligible applicants should complete and submit all answers to 
questions and submit any forms required by this RFP. Failure to submit all required forms and answer all 
required questions may adversely affect the proposal’s competitive score or make the proposal ineligible  

C. RFP Timetable 

• RFP Release Date – August 14, 2023 
• Deadline Date for Questions – August 28, 2023 
• Responses to Questions – September 15, 2023 
• Proposal Due Date – September 28, 2023 
• Date of Notification of Award – December 1, 2023 
• Contract Start Date – January 1, 2024 
• Contract End Date – December 31, 2029 

https://grantsgateway.ny.gov/IntelliGrants_NYSGG/module/nysgg/goportal.aspx
http://www.otda.ny.gov/
mailto:Jody.Kelly@otda.ny.gov
https://grantsgateway.ny.gov/
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II. SUMMARY OF THE RFP 

A. Purpose  

The purpose of the HEI 2023 RFP is to secure the services of eligible organizations that can assist OTDA and 
the AIDS Institute of the New York State Department of Health (DOH) in addressing the employment and training 
needs of persons living with HIV. Organizations will offer intensive job placement services to help individuals 
living with HIV enter or reenter the workforce and provide necessary case management services to ensure the 
continued health and supportive needs of participants are not compromised once working. Selected contractors 
must ensure that individuals completing the program obtain full-time employment with health insurance 
coverage. Such health insurance coverage may be provided directly through employment or any local, state or 
federal program. A job development component that identifies how job opportunities will be established to 
provide permanent job placement for individuals served must also be included. Program providers are 
encouraged to help participants attain vocational/technical skills trainings, such as Peer Worker Certification, as 
well as high school equivalency diplomas and/or higher education degrees with direct links to employment 
opportunities. 

B. Available Funds/Award Amounts 

A total of $1,161,000 in State General Funds is available to support selected programs for a 12-month period 
beginning January 1, 2024. Funds for program periods beyond the initial 12-month period are contingent upon 
subsequent budget appropriations. Annual awards of up to $200,000 will be made, it is expected that at least 
five projects will be funded. Awards will be made based upon the distribution of statewide incidences of 
diagnosed HIV cases as indicated in the New York State HIV Epidemiological Profile (Attachment 13), and in 
consideration of the overall quality of proposals submitted and total funds requested. OTDA anticipates at least 
three awards will be made for projects serving New York City. Awards made in regions outside of New York 
City will be limited to no more than one per county. Priority points will be given to applicants proposing to serve 
Westchester, Suffolk, Nassau, Monroe, and/or Erie Counties, which have the highest distribution of people 
living with diagnosed HIV (excluding NYC) based on the most recent data by the Division of Epidemiology, 
Evaluation and Partner Services, AIDS Institute, New York State Department of Health (Attachment 13).   

OTDA reserves the right to award contracts to responsible entities that score fewer points than others to satisfy 
the goal of assuring statewide coverage in geographic areas with high incidences of diagnosed HIV cases. 
Given this stipulation, a proposal with a lower score may be selected over a higher scoring proposal when the 
lower scoring proposal serves a geographic area with a higher incidence of diagnosed HIV cases, or when the 
higher scoring proposal falls subject to the one provider per county rule. Applicants serving areas outside of 
New York City are encouraged to submit proposals using a regional-based approach in an effort to serve 
participants in more than one county.   

Should additional funds be made available to support this RFP, OTDA reserves the right to make awards in 
excess of the amount listed above. In the event the amount requested by selected organizations exceeds the 
amount available, OTDA will reduce the award amounts to stay within the overall funding limit. Necessary 
award reductions may be achieved by a proportionate decrease across all selected proposals, or by reducing 
the requested award amount(s) of lower scoring proposals.  

Selected contractors will receive up to 75% of the award based on the submission of expenditure claims that 
are in accordance with the approved budget in the executed contract. The remaining 25% of the award is 
earned as participants achieve specific job retention milestones. The award shall not duplicate any payment 
provided or funding made available by OTDA, DOH or any other federal, state, or local government entity. 
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C. Contract Period (Multi-Year) 

This RFP governs contracts for the cycle starting January 1, 2024 and ending December 31, 2029. Contractors 
may be reimbursed for eligible job entry, 30 and/or 90-day employment milestones achieved by participants 
that began working on or before December 31, 2029. At the discretion of OTDA, this multi-year cycle may be 
shortened if determined that modifications to the program structure are necessary. Award amounts for the 
initial and any subsequent periods are contingent on the availability of funding, and the degree to which 
performance outcomes have been achieved. OTDA desires to engage the services of organizations that are 
successful in helping participants enter gainful employment as outlined in this RFP and may terminate 
contracts or initiate contract modifications to reduce award amounts of those projects that are not making 
progress in fulfilling the performance component of this initiative.  

D. Eligible Applicants 

Organizations eligible to apply for funding under this initiative are limited to nonprofit and public entities. For-
profit entities are excluded from applying for funding under this initiative. Preferred applicants will be entities 
with experience providing employment services to persons living with HIV. Applicants are encouraged to 
consider collaborating with other experienced providers to establish a consortium of services that will best 
meet the performance component of this initiative. As experience providing employment services is critical to 
success in meeting milestones, we encourage applicant entities without experience providing employment 
services to collaborate with entities who can demonstrate a history of connecting low-income participants to in-
demand employment opportunities. Applicants proposing a consortium-based approach must designate one of 
the applicant entities as the lead for the consortium and must include in their application a description of the 
roles and responsibilities of the lead applicant and each co-applicant. Formal contracts between the lead 
applicant and its members must be developed to outline individual responsibilities and payment terms. The 
consortium members must indicate unanimous understanding and commitment to program goals for the life of 
the contract.  

Nonprofit applicants must be registered and in good standing with the Charities Bureau of the Attorney 
General’s Office, and have their Vendor Responsibility Profile available and current on the NYS Office of the 
State Comptroller’s (OSC) VendRep System at http://www.osc.state.ny.us/vendrep/index.htm. All nonprofits 
are subject to the Prequalification Requirement in the Grants Gateway, as explained in Section I. D.  

III. PROGRAM AND CONTRACT INFORMATION 

A. Program Background 

Treatments for HIV have advanced to the level where many affected individuals are seeing their health 
stabilize, life expectancies increase, and are able to resume or begin employment. In an effort to respond to 
the employment needs of these individuals, State funds for employment programs for persons living with HIV 
have been included annually in the New York State budget since 1999. With this funding, and in cooperation 
with the AIDS Institute of the DOH, New York State OTDA contracted with six organizations to operate pilot 
programs that provided intensive job placement services coupled with intensive case management to ensure 
the continued health needs of participants were not compromised once they entered employment. The initial 
pilot programs operated from November 1999 to February 2003 and were among the first in the nation created 
solely to respond to the employment needs of low-income individuals living with HIV. Based on the experience 
gained through the pilot, and to incorporate certain design changes, subsequent RFPs were issued in 2002, 
2007, 2013, and 2018 to continue the program through September 30, 2023. 

http://www.osc.state.ny.us/vendrep/index.htm
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On June 29, 2014, New York State announced a three-point plan to move us closer to the end of the AIDS 
epidemic in New York State.  

The three-point plan: 

1. Identifies persons with HIV who remain undiagnosed and links them to health care;  
2. Links and retains persons diagnosed with HIV in health care to maximize virus suppression so they remain 
healthy and prevent further transmission; and 
3. Facilitates access to Pre-Exposure Prophylaxis (PrEP) for high-risk persons to keep them HIV negative. 

Ending the Epidemic (ETE) in New York State will maximize the availability of life-saving, transmission-
interrupting treatment for HIV, saving lives and improving the health of New Yorkers. It will move New York 
from a history of having the worst HIV epidemic in the country to a future where new infections are rare and 
those living with the disease have normal lifespans with few complications. 

On October 14, 2014, New York State announced members of the Ending the Epidemic Task Force (Task 
Force). The Task Force was established to support the State's three-point plan. The Task Force developed 
and synthesized recommendations, presented in New York's Blueprint to end the epidemic. 
https://www.health.ny.gov/diseases/aids/ending_the_epidemic/ 

Increase access to opportunities for employment and employment/vocational services. 
Research findings indicate a positive relationship between employment and employment services for people 
with HIV and access to care, treatment adherence, improved physical and behavioral health, and reductions in 
viral load and health risk behavior. Expanding access to certified benefits advisors equipped to address client 
needs is urged, including initial economic security, housing and health care program eligibility, individualized 
benefits enrollment and work incentives, counseling and advisement. Likewise, current HIV service providers 
need to develop programs to better address economic stability, vocational development, and full community 
inclusion of people living with HIV, including identification of employment related information, resource and 
service needs, encouraging employment interests, and supporting well-informed employment decision making. 
These efforts should include building current HIV service capacity to address identified employment 
needs/interests of consumers through direct service provision; developing an HIV services system 
implementing trauma-informed care focused on vocational self-determination; continuing/improving economic, 
housing and health care stability; securing living wage employment; increasing adult literacy; and completing 
other adult and higher education to strengthen individuals’ positions in the labor market. In addition, 
development of HIV employment programs is urged, including targeted services for transgender individuals 
(especially transgender women of color); people with HIV returning to the community from, or with a history of, 
incarceration; homeless youth (especially black and Hispanic/Latino MSM, and transgender women) and HIV 
peer workforce education, credentialing, and employment 

Due to the historic and robust State response over the last 36 years, New York State has bent the curve on the 
HIV epidemic, reversing the decades-long increase in the number of people in New York State that are 
diagnosed with HIV. COVID's impact on New York State's ETE efforts and helping communities achieve 
equitable outcomes for all populations requires a new timeline and a redoubling of successful efforts. To that 
end, New York State is extending the ETE timeline and pledges to reach ETE goals and end the HIV epidemic 
by the end of 2024, with outcomes measuring progress towards ETE metrics available by December 2025. 
Health equity, social determinants of health, and addressing racial disparities will be the center of our focus as 
we move forward. 

https://www.health.ny.gov/diseases/aids/ending_the_epidemic/
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B. Participant Eligibility  

Individuals eligible to participate in the program are persons living with HIV who are interested in obtaining 
employment with the help of the program operator. Documentation to verify HIV status must be obtained. The 
HEI 2023 Services Application (Attachment 11) must be completed by each program participant and certified 
by a program representative. In brief, to be eligible for this initiative individuals must: 

• Be a resident of New York State; 
• Be eligible to work in the United States; 
• Have a documented HIV diagnosis; and 
• Have gross family income that does not exceed the current annual and monthly standard of 200% of 

the federal poverty rate, as outlined below. These amounts are adjusted annually. 

200% of Federal Poverty Guidelines Chart  
June 1, 2023 through May 31, 2024 

Family Size Monthly Income Annual Income 
1 $ 2,430 $ 29,160 
2 $ 3,287 $ 39,440 
3 $ 4,143 $ 49,720 
4 $ 5,000 $ 60,000 
5 $ 5,857 $ 70,280 
6 $ 6,713 $ 80,560 
7 $ 7,570 $ 90,840 
8 $ 8,427 $ 101,120 

For family units with more than eight members, add $857 monthly or $10,280 annually for each additional 
family member. 

*Poverty Guidelines are updated annually and new standards go into effect on June 1st  
each year 

C. Coordination with the Social Services District  

District support is not a requirement of this RFP. However, since many individuals living with HIV may also 
receive public assistance, organizations submitting an application should discuss the program with their 
district(s). The district can serve as a source of program referrals, identify appropriate individuals that could 
benefit from the services and activities offered, and provide individuals with the supportive services needed to 
facilitate participation. Applicant organizations should contact their district(s) to learn what elements the program 
design must include to better support participation by public assistance recipients.  

D. Description of Services Sought 

Many persons living with HIV have seen their health stabilize to a point where they are able to resume 
employment. However, job attainment and sustained employment for many persons living with HIV continues to 
be a major challenge. While many participants have the desire to work, they are often reluctant to introduce 
changes to their lives that may affect their health and health insurance coverage and may also fear the loss of 
program benefits such as Supplemental Security Income (SSI), cash assistance and Supplemental Nutrition 
Assistance Program (SNAP).   
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Many persons living with HIV are also concerned about confidentiality and often worry about disclosure in the 
workplace. Many such individuals have gone long periods with little or no work histories, making it difficult to 
obtain employment. Additionally, many of the potential program participants lack viable training and skills needed 
for sustainable employment, and to be able to compete in today’s competitive job market. To assist participants 
in overcoming these barriers, a strong case management approach is essential. Case management is a method 
to service delivery that strives to ensure that clients with complex needs receive timely coordinated services, and 
that all available and necessary resources are used to create positive program outcomes. It involves ongoing 
contact with the participant, which begins during the initial assessment meeting and continues throughout job 
placement and retention. Individuals enrolled in HEI activities should receive case management services 
including employability assessments, assistance with child care and transportation arrangements, financial 
planning and management, and connection to job skills trainings as needed to support service delivery.  

Proposals submitted in response to this RFP must demonstrate an awareness of and sensitivity to the unique set 
of difficulties faced by many persons living with HIV who strive to enter and maintain employment. In view of 
these barriers, the objectives of this initiative are to support programs that can: 

• Enhance participant employability by providing the case management services and support needed to 
connect them with employment and health insurance directly through employment or any local, state, or 
federal program.  

• Educate participants of the benefits of becoming employed, including possible health insurance and/or 
benefit improvements, higher self-esteem, and lower stress; 

• Assist participants with enrollment into job skills training programs that provide instruction specific to a 
particular vocation and training in the various skills necessary to successfully perform the functions of 
the job, and/or provide the supports necessary to obtain a high school equivalency diploma; 

• Provide participants with continued access to an array of care and support services as part of their 
vocational training and job skills development pursuits, in order to maintain their health status and 
reduce barriers to work; 

• Match participants with available job openings and/or empower participants to seek and locate 
employment on their own; 

• Eliminate, prevent or reduce a participant’s need for public assistance when applicable; 
• Provide employment settings that ensure the demands of the job do not negatively affect the health of 

the participant; 
• Assist participants in understanding and learning how to deal with issues of disclosure and 

confidentiality in the workplace; 
• Demonstrate an awareness of the many issues facing persons living with HIV, including set-backs due 

to medications and medical conditions, the need for support systems, discrimination, and financial 
strains; 

• Assist participants with navigating the impact of changes in employment on the full range of health, 
dental, social services and other benefits, including possible eligibility changes for housing, nutrition, 
and other services the individual may currently access;  

• Coordinate with other case managers/service coordinators working with the participant, including those 
providing job skills training opportunities; 

• Strive to place participants employed part-time into full-time employment of 30 hours or more to 
increase financial security without compromising the health of the participant; 

• Provide employed program participants with the post-employment services needed to promote job 
retention;  

• Design successful outreach strategies such as developing brochures and flyers, conducting community 
presentations, utilizing social media and other forms of communication, and networking to identify and 
recruit eligible participants to the program; and 
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• Consider establishing a consumer advisory board to assist with guiding program activities.   

Program providers are encouraged to make available both soft skills training and vocational/technical skills 
training opportunities, and the cost-based portion of the HEI contract may be utilized to support such 
expenditures. Trainings that result in a marketable credential are preferred.  Providers are encouraged to assist 
clients interested in earning the NYS Peer Worker Certification credential access training and employment 
opportunities through this pathway.  More information regarding Peer Worker Certification may be found on the 
DOH website at: https://www.hivtrainingny.org/Home/PeerCertification.   

A job development component that identifies how job opportunities will be secured to provide permanent job 
placement for individuals served must also be included. Applicant organizations should develop a job placement 
strategy that matches the skills and abilities of participants with local labor market openings. While the goal for 
all HEI 2023 participants is to find livable wage employment with benefits and advancement opportunities, it is 
understood that their move to economic independence is a process consisting of a series of steps. Applicant 
organizations need to understand their local labor market and be aware of employers and/or industries that hire 
individuals with limited employment achievements. We encourage HEI 2023 applicant organizations to engage in 
discussions with employers who can support this initiative, as well as local chambers of commerce. Additionally, 
applicants may consider establishing a business council of area employers to better support access to 
employment opportunities. 

E. Employment Qualification 

For each HEI participant who enters unsubsidized employment, providers are strongly encouraged to conduct an 
Employment Coaching meeting with the participant to review their: 

• Current job and job satisfaction;  
• Job progress including a discussion of attendance, interactions with co-workers, and ability to 

successfully complete the duties of the job; 
• Barriers, health and/or support needs to maintain and advance in employment; 
• Strategies and referrals for addressing barriers and/or needs; and 
• Options and/or goals for future job retention/advancement. 

The Employment Coaching meeting is designed to help increase retention prospects for many persons living 
with HIV while ensuring health and support needs are not compromised. The meeting should be completed in 
conjunction with the participant and appropriate provider staff. After the Coaching meeting, a signed Employment 
Coaching Plan providing a summary of the meeting and outcomes must be maintained in the participant’s file. A 
sample Employment Coaching Plan is included as Attachment 12 of this RFP. The sample or an approved 
equivalent may be used. 

The employer hiring the participant may offer health insurance, or such health insurance coverage may be 
provided by any local, state or federal program. If there is a waiting period before becoming eligible to enroll into 
an employer-offered health insurance program, the contractor should provide the necessary assistance to 
ensure that coverage is provided by another source (e.g. private insurance, Medicaid, Family Health Plus) during 
the waiting period. The New York State of Health Official Health Plan Marketplace New York State of Health | 
Health Plan Marketplace for Individual and Small Business Health Insurance (ny.gov) also provides insurance 
options for persons with incomes above Medicaid eligibility levels. Individuals with third-party insurance who 
cannot meet their deductibles or co-payments, or whose policies have waiting periods, may also be eligible to 
enroll in the HIV Uninsured Care Programs, which includes the AIDS Drug Assistance Program (ADAP), ADAP 

https://www.hivtrainingny.org/Home/PeerCertification
https://nystateofhealth.ny.gov/
https://nystateofhealth.ny.gov/
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Plus, ADAP Plus Insurance Continuation Program and the HIV Home Care Program. Participants may elect to 
refuse employer-offered health insurance in favor of another health plan, such as a product sold on the 
Marketplace, with the understanding that individuals who are applicants for or recipients of Medicaid must confer 
with the district before declining any offer of insurance. 

F. Reimbursement Structure  

A combination of cost-based and performance-based reimbursement will be used to support selected programs. 

1. Cost-Based Reimbursement – up to 75% of the award will be reimbursed to selected providers for 
approved expenditures made for costs associated with the delivery of program services, including 
costs related to providing necessary job skills trainings and supports. 

2. Performance-Based Reimbursement – providers will earn at least 25% of the award as participants 
reach the following two milestones: 

MILESTONE VALUE DEFINITION 

Job Entry  $1,500 

A Job Entry milestone may be claimed when the 
participant entered unsubsidized employment. The 
expectation is that the employment opportunity 
provides a permanent placement. 

30-Day retention 
(Full-Time) $1,500 

This milestone is achieved when the participant    
has completed at least 30 calendar days in an 
unsubsidized job, which provides at least  
30 hours of work per week and pays at least the 
Federal or State minimum wage for the county  
in which the individual is employed, whichever  
is higher. 

90-Day Job 
Retention 
(Full-Time) 

$1,500 

This milestone is achieved when the participant    
has completed 90 calendar days in full-time 
unsubsidized employment that meets the  
standards described above. 

For some participants, a part-time job may be a necessary first step to achieving full-time employment. 
Agencies will be reimbursed 50% of the full-time milestone payment for employment opportunities averaging at 
least 15 hours per week, but less than 30 hours per week. If the hours increase to at least 30 hours per week 
after a part-time 30-day or 90-day retention milestone has been reimbursed, a second part-time 30-day or 90-
day retention milestone may be claimed once the participant has worked an average of 30 hours per week for 
the 30 and/or 90-day periods.   

If a gap in employment occurs that is less than 45 days, the 30 or 90-day count includes all the days worked 
minus the gap period.  If the gap in employment is longer than 45 days, the 30 or 90-day count must start over 
again when employment resumes. 
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If an individual is no longer participating in HEI 2023 activities, this milestone may only be claimed within 90 
days from the date the last HEI 2023 activity was provided. 

G.  Documentation Requirements 

The table below provides the documentation requirements for participant case files. Additional direction will be 
provided to selected entities on the record keeping and claim submission requirements for both the cost-based 
and performance-based portions of contracts. OTDA reserves the right to amend program reporting and 
documentation requirements at any time during the contract period.  

DOCUMENTATION REQUIREMENTS 
Issue/Milestone Documentation 

Eligibility HEI 2023 Application and 
documentation to verify HIV diagnosis. 

Participation 

Maintain in the participant’s file: 
• Release of Information form(s) 
• Client Intake/Assessment form(s) 
• Education/Employability Plan 
• Contact Log and/or Case/Progress Notes 
• Attendance (if in training) 
• Resume 
• Employment Coaching Plan (if employed for  

at least 30 days) 

High School Equivalency 
Diploma/Credential/Job          
Skills Training 

Maintain in the participant’s file: 
• A copy of the high school equivalency diploma, or a 

pass/fail test report the purposes of a case audit; 
and/or 

• A copy of the certificate of completion of  
a vocational or job skills training program  
awarded by the governing agency. 

Job Entry 
Wage stubs verifying employment, an Employer Verification 
Form, or an equivalent employer statement must be 
completed and maintained in the participant’s file.   
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H. Participant Reporting Requirement 

Selected organizations will be required to comply with participant reporting requirements as outlined by OTDA. 
Information may include, but is not limited to, participant demographics, activities, employment and wage 
verification. OTDA reserves the right to amend participant reporting requirements at any time during the 
contract period. 

I. Milestone Reimbursement for Previously Served Participants  

HEI 2023 participants may have been previously served through the HIV Employment Initiative (HEI) 2018, 
which ends on September 30, 2023. Milestones for individuals who enter employment on or before September 
30, 2023, and maintain employment for 30 and/or 90 days must be claimed through the HIV Employment 
Initiative (HEI) 2018. In instances where participants elect to continue receiving services through HEI 2023, the 
HEI 2023 Application must be updated on or after the October 1, 2023.  

One job entry, one full-time 30-day and one full-time 90-day milestone may be claimed per participant per 
calendar year. If a participant’s employment is terminated after job entry and/or retention milestone(s) have 
been claimed, a second job entry/retention may be claimed if all of the following criteria are met: 

1. The participant meets all eligibility requirements and the HEI 2023 Application has been updated 
within the previous 12-month period; 

2. The participant is still actively participating in case management services, vocational/technical training 
or other allowable program activities with the provider; 

3. The participant has been hired by a different employer, or received a significant promotion with the 
same employer;  

4. It has been at least 12 months since the previous job commenced (e.g. if a job entry and/or retention 
milestone was claimed for employment that began on January 1, 2024, a second milestone could be 
claimed for employment beginning on or after January 1, 2025). 

30-Day Retention 
Wage stubs verifying at least 30 days of employment, an 
Employer Verification Form, or an equivalent employer 
statement must be completed and maintained in the 
participant’s file.   

90-Day Job Retention 
Wage stubs verifying at least 90 days of employment, an 
Employer Verification Form, or an equivalent employer 
statement must be completed and maintained in the 
participant’s file 
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J. Voucher Submittal and Record Keeping 

Vouchers for claims through HEI 2023 must be submitted on at least a quarterly basis. Contractors must 
ensure that books, records, documents, and other evidence pertaining to milestones achieved provide the 
detail required by OTDA. Additionally, all records pertaining to awards made under this funding opportunity 
including financial audits, budgets, plans/drafts, supporting documents, statistical records, etc., must be 
retained for a period of at least six (6) years following the submission of the final expenditure report. 

In the event any claim, audit, litigation or State/federal investigation is started before the expiration of the 
aforementioned record retention period, the records must be retained by the contractor until all claims or 
findings regarding the records are resolved. OTDA shall have access to any records relevant to the project, 
including books, documents, photographs, and correspondence necessary to make audit, examinations, 
transcripts, and excerpts. If OTDA determines that such records possess long-term historic value, they must be 
transferred to OTDA.   

Projects will be monitored by OTDA on a regular basis throughout the term of the contract. Monitoring may 
include site visits and program reviews as well as regular telephone contact. The goal of monitoring is to 
ensure that the terms of the contract are being met.  In addition, monitoring enables OTDA to provide technical 
assistance, where necessary, in order to assist the contractor in meeting the terms of the contract. It is the 
responsibility of the contractor to monitor any and all subcontracts.  

IV. Proposal Requirements – Format and Content 

Proposals will consist of two parts – a technical section and a budget section. To ensure that all proposals are 
evaluated on the same basis, all components of the sections must be included. OTDA’s Employment and 
Income Support Programs will establish a Review Committee, to evaluate the technical and budget sections of 
the proposals. Applicants should not assume that the reviewers are familiar with their agency or the programs 
they operate.   

Applicants should review the RFP for the description of the services being sought and follow the proposal 
preparation guidelines. Several additional steps may take place to further evaluate proposals following the 
review of applications. These steps may include a telephone interview with the designated contact person at 
the agency, a request for additional written information or documentation, and/or communication with 
references. 

A. Evaluation Process 

The evaluation process will abide by the following rules: 

1. Applicant organizations must meet the prequalification requirements set forth on page 6 of this RFP;  
2. All bidders that are determined not to be responsive or responsible will be disqualified after 

completing an eligibility review; and   
3. Proposals that fail to meet the requirements of the RFP may be disqualified after completing a full 

review.   

B. Evaluation Criteria 

1. Technical Section (80 points)  
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Program Specific Questions and related uploads – Points will be allocated based on the quality with which the 
proposal addresses the following items. The points assigned are reflective of the importance of each item as it 
relates to the total narrative score.  

• Priority Feature (5 points) – Applicants proposing to serve participants residing in Erie, Monroe, 
Westchester, Nassau and/or Suffolk Counties will receive priority points. A maximum of 5 points will be 
awarded. Additional points for providers proposing to serve more than one of these counties will not be 
awarded.  

• Basis of Need (5 points) – The applicant demonstrates the need for services in the area in which they 
are planning to operate and explains why existing local programs are not sufficient or available to 
provide the services we are seeking. 

• Recruitment and Marketing Strategies (10 points) – A well-developed plan is identified to recruit 
eligible individuals and includes recruitment goals, outreach methods, and strategies. A screening and 
referral process is described and is likely to produce a sufficient number of candidates to achieve the 
outcomes. The applicant uses a variety of outreach methods to identify and recruit program participants. 
A plan to identify and refer ineligible participants to other appropriate services is clearly described. 

• Case Management (15 points) – The applicant demonstrates a case management approach to service 
delivery which strives to ensure that clients with complex needs receive timely and coordinated services, 
and that resources are used to maintain an individual’s ability to function independently in a community of 
his/her choice as long as practical. Barriers and limitations are discussed along with strategies to address 
these issues. A detailed description of the case management portion of the program is presented and 
includes intake and assessment procedures, service plan development and ongoing monitoring of the 
participants’ progress and needs. The applicant demonstrates an understanding of the medical, financial, 
emotional and employment needs of the participants and a plan to make referrals to outside resources 
such as the HIV Uninsured Care Program Uninsured Care Programs - Summary (ny.gov), as appropriate. 
The key functions of the case manager are defined and include coordinating an array of services in 
conjunction with the needs of the participant. 

• Project Strategy, Design and Training Methodology (25 points) - The goal of this initiative is to enable 
program participants to obtain full-time employment with health insurance coverage which may be 
provided directly through employment or any local, state or federal program. This section of your HEI 
2023 proposal should contain the following: 

  A sound strategy for preparing participants for available employment is clearly described and 
includes goal-setting, overcoming barriers to employment, assessment, a job retention 
strategy, and job preparation activities;  

 A plan to recruit employers is presented, including a method for developing ongoing 
relationships in order to create a potential list of worksites. Job development efforts which 
solicit the types of jobs suitable for many persons living with HIV are described;  

 The member(s) of staff responsible for assisting participants in gaining employment are 
identified and the responsibilities related to this task are explained. Priority will be given to 
entities who assign staff with specific expertise in career guidance and/or vocational 
rehabilitation to this contract; 

 A job development strategy is outlined that assures that individuals completing the program 
obtain full-time employment with adequate wages. Employment must include health insurance 
coverage or such health insurance coverage may be provided directly through any local, state 
or federal program. The project strategy includes an explanation of efforts to focus on sectors 

https://www.health.ny.gov/diseases/aids/general/resources/adap/index.htm
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of the economy expected to experience sustained job openings or job growth, efforts to 
ensure that job placements are consistent with the health needs of participants; and  

 Linkages to additional programs/services to help improve participants’ job performance and 
promote advancement (e.g. education and training providers, support groups, child care, 
medical aid, transportation, etc.). Preference will be provided to organizations that help 
participants obtain job skills trainings, certifications, and/or a high school equivalency 
diploma.   

 
• Organizational Experience and Past Accomplishments (20 points) – The applicant provides evidence 

to demonstrate their capability and relevant experience in developing and operating job preparation and 
placement programs for persons living with HIV. Applicant agencies must demonstrate success 
connecting individuals living with HIV to employment opportunities. A description of the services offered, 
and specific outcome information must be provided. Applicants applying as members of a consortium 
must indicate the experience relevant to each applicant entity. Performance in meeting contract goals to 
date will be used in scoring this section for current OTDA contractors responding to this RFP. Applicants 
who are not current OTDA contractors should provide quantitative evidence of performance related to 
providing the services requested as part of this RFP and include names and contact information of 
funders to verify performance. 

 
2.  Budget Section (20 points)  

 
The expenditure-based budget will be examined to determine the extent to which expense projections are 
reasonable, necessary and allowable for delivery of services. All costs must be consistent with the scope of 
services described in the submitted proposal.  
 

 Reasonable costs are those that provide a program benefit generally commensurate with the amount incurred, 
are in proportion with other program costs for the function and have a high priority relative to other demands.  
Necessary costs are those that are needed to carry out essential functions as defined by the contract, cannot be 
avoided without adverse impact on program operations, and do not duplicate existing efforts. Justifications must 
be provided for all requested items, and proposed costs must be properly explained. Administrative costs 
are limited to no more than 15% of the total program costs, and all administrative costs must be identified and 
itemized. Priority will be given to budgets that minimize administrative costs in favor of direct program costs. 

 
The performance-based portion of the budget must be included under the Other category. Applicants 
must calculate the Job Entry, 30-day Full-Time Job Retention and 90-Day Full-Time Job Retention milestones 
that make up their performance components, then enter these milestones as three separate line items in the 
Other category. Note that the Other category may also support claims for line item expenses, such as participant 
support services and participant payments. These would be considered optional line items, while the employment 
milestones indicated above are required. Detailed information regarding how to calculate milestones and 
complete the performance-based section of the budget is included below and in Part B of this RFP.      

 
 Budget category definitions are as follows:  

 
• Staff Salaries – The annual salaries of the staff that will be working on the program and their 

corresponding full-time equivalent (FTE) values. Describe the titles and roles of the staff listed and 
indicate whether the position is considered administrative. Provide an explanation of any anticipated 
changes or exceptions in staffing patterns and/or annual salary costs during the contract period.  Any 
personnel that provide both direct services and administrative duties may be split accordingly between 
the personnel and administrative cost categories. The explanation/justification should be very specific as 
to the time spent on activities in such instances. The itemized administrative total must not exceed 15% 
of the budget total.  Grant funds may not be used to support the salaries of administrative personnel that 
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receive compensation in excess of $199,000 without an approved waiver. OTDA may adjust the 
compensation cap annually based on appropriate factors and with the approval of the DOB.  

Please note the following limits on executive compensation and administrative expenses.   
• Executive compensation shall include all forms of cash and non-cash payments or benefits given directly 

or indirectly to an executive of the Contractor. Executive compensation may not exceed $199,000 if the 
executive compensation is funded solely by State funds, without OTDA approval. For purposes of this 
section, administrative expenses are those expenses that are incurred in connection with the Contractor’s 
overall management and necessary overhead that cannot be attributed directly to the provision of the 
services funded by this RFP. Contractors may not use more than 15% of the funds provided by this RFP 
to pay for administrative expenses, without OTDA approval. 

• Fringe Benefits – Briefly explain the calculation of fringe benefits associated with the staff salaries.  
Benefits should be budgeted in line with an organization’s standard fringe benefit policy and/or negotiated 
bargaining agreement and should not exceed the current NYS rate published by the OSC in the Guide to 
Financial Operations. Include any social security, workers’ compensation, unemployment insurance, 
disability insurance and other insurance programs the applicant organization provides. Contractors will be 
subject to rate limits that are in effect throughout the term of the contract. If budgeted fringe benefits 
represent an exception to standard policy, please explain the basis.  
 

• Contractual Services – Includes costs for services rendered to the contract under a formal or written 
agreement, such as direct provision of services by contractual arrangement. Each type of contractual 
cost must be listed individually and the cost justified.  This line includes individuals or organizations 
external to the contractor which have entered into an agreement with the contractor to provide any 
services outlined in or associated with the contract, and whose services are to be funded under the 
contract. All such agreements are to be a bona fide written contract and a copy of each must be included. 
If details are not known, include a brief narrative of each contractual service to be provided, indicating the 
organization/individual selected, anticipated outcomes and projected budget. All subcontractors receiving 
$50,000 or more will be required to have a prequalified document vault in the Grants Gateway and a 
current Vendor Responsibility Questionnaire on the OSC VendRep system. All subcontracts of $100,000 
or more are subject to review and approval by New York State. Applicants submitting a proposal on 
behalf of a consortium must include all partner entities, and provide line-item costs, including 
administrative costs, related to the roles and responsibilities of each partner agency under the proposed 
HEI 2023 contract.     

• Staff Travel – Includes the travel costs associated with service delivery or attendance at approved 
trainings. All costs must be budgeted in line with standard agency travel policy and/or NYS OSC 
guidelines, and only travel costs for personnel listed under staff salaries are acceptable. Consultant or 
subcontractor travel expenses should be included in Contractual Services. Staff attendance at 
conferences and/or special events must be pre-approved by OTDA and justified in the Budget Narrative. 
No out-of-state travel costs are allowed unless specifically detailed and pre-approved by OTDA. All costs 
other than those related to day-to-day staff travel must also receive prior approval by OTDA.  

• Equipment – Includes the purchase, rental and leasing of any non-consumable, tangible property having 
a useful life of more than one year. Three written bids in response to written specifications are required 
for any item costing $5,000 and over. Three telephone bids are required for items costing between $501 
and $5,000. Items costing $500 or less per item are considered supplies.  These bids must be attached 
to the application. The acquisition cost of equipment which exceeds $5,000 will be evaluated to 
determine if leasing is a more practical and cost effective alternative.  Equipment purchases with grant 
dollars will be limited and substantial purchases are strongly discouraged and should be avoided.   
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In the Budget Narrative section, describe the equipment and how it relates to service delivery. If other than 
the low bidder is selected, provide a statement as to why that vendor was selected.  Factors that may 
influence selection are free delivery and installation, special features, better warranty or maintenance 
agreement, etc. 

• Space/Property-Rent – Include prorated necessary and reasonable real estate rental costs required for 
the operation of the program. A rental agreement must be included as part of an awarded contract.  
Space justification must be provided and include cost per square foot. Only the square feet being used by 
staff charged to this program at their approved FTEs may be included.  

• Space/Property-Own – Include prorated necessary and reasonable real estate costs associated with 
owned property allocated to the program. Space justification must include cost per square foot and only 
the square feet being used by staff charged to this program at their approved FTEs may be included.  

• Utilities – Include prorated necessary and reasonable costs associated with utilities allocated to the 
program, such as electricity, gas and water.  Justification for utilities must be provided and must be based 
on cost per square feet and/or approved FTEs, as applicable.   

• Operating Expenses – List other items not included under any of the categories listed above and 
administrative costs up to the 15% limit. This includes general office supplies, postage, 
printing/photocopying, advertising, internet and telephones. Any type of expense outside of the 
categories listed above and any exceptional dollar amounts must be explained.   

• Other – Includes participant support services, participant payments and the performance component as 
explained below: 

 Participant Support Services Expenses – List expenses for items that you are making 
available to program participants including transportation allowances, clothing allowances, 
program supplies and costs related to providing eligible job skills trainings. Individuals 
requiring childcare may be eligible for assistance through the district. 

 Participant Payments – Include and demonstrate calculations for any wage subsidies and/or 
cash stipends budgeted for participants. 

 Performance Component – You are required to complete this section. You must calculate 
the number of milestones to be included in your performance component and enter these 
numbers under the Other category in your expenditure-based budget. The milestones must 
be indicated in three separate line items: “Job Entry, Full-Time 30-Day Job Retentions” and 
“Full-Time 90-Day Job Retentions.” Below is an example of how milestones are calculated 
and budgeted for an applicant requesting $200,000. Performance-based expenditures must 
account for at least 25% of the total funds requested. An organization requesting $200,000 
would therefore reserve at least $50,000 for milestone-based reimbursement ($200,000 * 25% 
= $50,000).  

The RFP specifies that performance-based expenditures must be evenly divided between Job 
Entry, 30-Day Full-Time Job Retention and 90-day Full-Time Job Retention milestones, to the 
fullest extent possible. If performance-based funds are not evenly divisible by $1,500, 
applicants must round up to the nearest whole number to ensure that at least 25% of funds 
are reserved for this component. In this example, at least $16,666.67 would be earmarked for 
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each milestone category ($50,000/3 = $16,666.67). The reimbursement rate for full-time 
employment milestones is set at $1,500. This provider would therefore budget for 12 job entry 
milestones, 11 30-Day Full-Time Job Retention milestones and 11 90-Day Job Retention 
milestones ($16,666.67/$1,500 = 11.12 milestones per milestone category, which is then 
rounded up to 12 milestones in one milestone category) for their initial 12-month budget 
period. The applicant must write “Job Entry 12 @ $1,500, Full-Time 30-Day Job Entry (11 
@ $1,500)” and “Full-Time 90-Day Job Retention (11 @ $1,500)” as three separate line 
items under this category. Additional instructions will be provided in Part B of this RFP.    

C. Restrictions on the Use of Funds 

The following are illustrative of the types of items that are not allowable direct or administrative costs: 
• Advertising costs, except for recruitment of personnel or procurement of scarce items, or those 

specifically relating to this RFP; 
• Capital expenditures for improvement or acquisition of facilities; 
• Interest costs incurred by provider agencies; 
• Payments to third parties and other losses not covered by insurance (indemnification);  
• Bad debts, uncollected accounts or claims, and related costs; 
• Fines, violations or penalties for failure to comply with federal, State or local laws; 
• Costs of organized fundraising; 
• Medical costs; 
• Costs for attendance at conferences or meetings of professional organizations, unless attendance is 

necessary in connection with the project and prior approval is obtained; and 
• Costs for preparation of continuation agreements and other proposal development costs. 

D. Method of Selection  

The method of selection will be based on a point system. Awards will be based on the highest total points earned 
and in accordance with the guidelines set forth in Section II. B. In order to best maximize funding, OTDA 
reserves the right to consider lower scoring proposals to assure statewide coverage in geographic areas with 
high incidences of diagnosed HIV cases. Regardless of score, OTDA reserves the right to: 

• Seek clarifications and revisions of applications;  
• Fund or not fund an application based on availability of funds and/or other relevant information, 

including an agency’s financial position; and  
• Award all, some or none of the funds available for HEI 2023. 

E. Required Pre-Submission Uploads 

Following are explanations of the forms applicants are required to upload prior to submitting an HEI 
application. Download all forms by following the links available on the Grants Gateway Upload Screen, or you 
may print the forms in Part C of this RFP. Upload all forms in the places designated throughout the application. 
If you are unable to produce required information, you must upload an explanation in its place 

• Contractor Information Form (Attachment 1) – This form includes required applicant information and 
authorized signatories 

• Agency Agreement (Attachment 2) – This form must be signed by an authorized signatory and 
certifies agreement to the terms described herein 
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• M/WBE Goal Requirements Certification of Good Faith Efforts (Attachment 3) – This form must be 
signed to certify agreement to document good faith efforts to provide meaningful participation by New 
York State certified M/WBE subcontractors or suppliers/vendors in the performance of this contract. 

• Staffing Plan (Attachment 4) – The staffing plan should be completed based on the composition of 
staff working on the project. Enter the numbers or count in the corresponding boxes and add up the 
totals in each column. This form is for diversity research purposes only and has no bearing on M/WBE 
participation requirements or overall participation goals. 

• M/WBE-EEO Policy Statement (Attachment 5) – This is an acknowledgement that New York State is 
an Equal Employment Opportunity employer, and by extension it expects all vendors, contractors, and 
subcontractors that hold contracts with New York State to ensure the same standard of equal 
opportunity in their employment practices. Applicants must sign and return the M/WBE – EEO Policy 
Statement with their proposals. 

• M/WBE Utilization Plan (Attachment 6) – This form must be submitted with any bid, proposal, or 
proposed negotiated contract, or within a reasonable time thereafter, but prior to contract award. The 
Utilization Plan must contain a detailed description of the supplies and/or services to be provided by 
each certified Minority-Owned Business Enterprise (MBE) and Women-Owned Business Enterprise 
(WBE) under the contract. A dually certified firm cannot be counted toward both the MBE and WBE 
participation goals. 

• M/WBE Subcontractor and Suppliers Letter of Intent to Participate (Attachment 7) This form must 
be submitted with any bid, proposal, or proposed negotiated contract or within a reasonable time 
thereafter, but prior to contract award. The form serves as an agreement with the vendors that will 
provide supplies and/or services under the approved contract. Letters of Intent must be submitted for 
each MBE and WBE indicated on the M/WBE Utilization Plan. 

• Subcontractor and Supplier Identification Form (Attachment 8) This form for OTDA For-Profit and 
Nonprofit procurements (IFB/RFP/Contract Reporter $50,000 or more) was created for applicants to 
complete as part of the bid solicitation. The form requires applicants for each new procurement 
(IFB/RFP/Contract Reporter Purchases of $50,000 or more) to list all subcontractors and the requested 
information for each that is in place to provide the goods and services required by that contract. This 
form was created to provide OTDA with a list of all subcontractors and key information, including dollar 
value of the subcontracts over the contract term, to assist OTDA in assessing the discretionary portion 
of each contract and overall compliance with NYS/OTDA M/WBE requirements. 

• Not for Profit Contract Attestations – The following forms are available in the Grants Gateway and 
must be signed and submitted with all applications: EO177 Certification, Non-Collusive Bidding 
Certification, Acknowledgement of Understanding of Post-Employment Provision, Assurance of No 
Conflict of Interest, and Sexual Harassment Prevention Certification.   

F. Terms and Conditions Governing this RFP 

1. Awards will be made to applicants whose proposals are determined to best meet the criteria for 
proposal evaluation and selection set forth in this RFP. NYS OTDA reserves the right to terminate the 
contract in whole or in part, or to modify the contract at its discretion or due to the unavailability of funds. If 
additional funding becomes available, OTDA reserves the right to subsequently reconsider eligible 
proposals submitted in response to this RFP at that time, using the same scoring criteria and award 
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methodology. Updated information may be requested as deemed necessary by OTDA. OTDA also 
reserves the right to issue a new RFP to solicit new proposals. 

2. This RFP does not commit OTDA to award any contracts or to pay any costs incurred in the preparation 
of a response to this RFP, or to procure or contract for any services. OTDA reserves the right to amend, 
modify, or withdraw this RFP and to reject any and all proposals submitted, and may exercise such right at 
any time and without notice or liability to any applicant or other parties for any expenses incurred in the 
preparation of a proposal. 

3. This RFP and any resulting contracts are subject to all applicable laws, rules, and regulations 
promulgated by any federal, State and municipal authority having jurisdiction over the subject matter 
thereof. Any contract awarded pursuant to this RFP will be subject to the Office’s processing procedures 
for contracts of this type, including approval as to form by the State’s Attorney General, as to award by the 
DOB, and by the OSC. The successful applicant will receive the complete standard contract for execution 
in the Grants Gateway. The applicant is encouraged to review sections of the contract that are attached 
before submitting an application. 

4. It is the policy of OTDA to encourage the employment of qualified applicants/recipients of public 
assistance by both public organizations and private enterprises that are under contractual agreement with 
OTDA for provision of goods or services. OTDA may require applicants to demonstrate how they have 
complied or will comply with the aforesaid policy. 

5. The proposal of the successful applicant will serve as the basis for the contract, the terms of which will 
be modified within the context of this RFP. Applicants may view a sample contract on the OTDA 
Procurement page. The following will be incorporated into any contracts resulting from this RFP: 

• NYS Master Contract Terms and Conditions; 
• Attachment A-1 (Program Specific Terms and Conditions); 
• Attachment B-2 (Expenditure-Based Budget); 
• Attachment C (Work Plan); and 
• Attachment D (Payment and Reporting Schedule). 

6. Submission of a proposal will be deemed to be the consent of the applicant to any inquiry made by 
OTDA of third parties regarding the applicant’s experience or other matters relevant to the proposal. OTDA 
reserves the right to request and consider additional information from any applicant beyond that presented 
in the initial proposal. The award of the contract, if any, may be made in reliance on additional information 
requested. Such information may include budget justification, program information, operation details, 
verification of past performance, personnel information, or other funding source information. 

7. All products, deliverable items and working papers resulting from this contract will be the sole property 
of OTDA, and the applicant is prohibited from releasing these documents to any persons other than the 
Commissioner of OTDA or his/her designee unless authorized by the Office to do so. The proposal shall be 
signed by an official authorized to bind the applicant and shall contain a statement to the effect that the 
proposal is a firm offer for a 180-day period. The proposal shall also provide the name, title, address, 
telephone number and area code of individuals with authority to negotiate and contractually bind the 
applicant, and who may be contacted during the period of proposal evaluation. 

V. GENERAL INFORMATION FOR SUCCESSFUL BIDDERS 
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If you are awarded a contract, you will be required to submit certain forms and comply with the following 
information: 

1. Cost of Proposal Preparation – The OTDA will not be liable for any costs of work performed in the 
preparation and production of a proposal, or for any work performed prior to the formal execution of a 
contract. By submitting a proposal, the bidder agrees not to make any claims for, or have any right to, 
damages because of any misunderstanding or misrepresentation of the specifications, or because of 
any misinformation or lack of information. The proposals shall become property of the State of New 
York. 

2. Assurances – The applicant warrants that it has carefully reviewed the needs of the State as described 
in the RFP, its attachments and other communications related to the RFP, and that it has familiarized 
itself with the specifications and requirements of the RFP. 

The applicant warrants that it can provide such services as represented in their proposal. The applicant 
agrees that it will perform all of its obligations in the resultant contract in accordance with all applicable 
federal, State and local laws, regulations and policies now or hereafter in effect. 

The bidder affirms that the terms of the RFP and the attachments do not violate any contracts or 
agreements to which it is a party, and that its other contractual obligations will not adversely influence 
its capabilities to perform under the contract. 

3. Electronic Files or Data – If electronic files are to be exchanged as a part of this proposal or as a 
product of the contract, they must conform to agency policy and guidelines. 

4. Conflict of Interest – Applicants may be requested to provide evidence that the award of the contract 
from this RFP will not result in a conflict of interest with regard either to other work performed by the 
contractor, or to a potential conflict of interest among specific contractor staff or subcontractors. 

5. Ownership of Materials – All materials developed with funding provided by the State and all 
proposals, work plans and budgets become property of New York State. All materials produced, either 
in whole or in part, through funding provided by New York State shall belong exclusively to OTDA and 
to the State of New York. OTDA may use any of the materials developed with program funds for any 
OTDA or other State purpose. 

6. Equal Employment Opportunity – By submission of its bid, the successful applicant warrants that it is 
an Equal Opportunity Employer, and that it does not discriminate in its employment and business 
practices on any of the bases provided in the New York State Human Rights Law or any applicable 
federal laws. 

7. Prompt Payment Provisions – The payment of interest on certain payments due and owed by the 
State may be made in accordance with the criteria established in Article XI-A of the State Finance Law. 

8. Contract Award – Upon receipt of necessary State approvals, an award letter will be issued by OTDA 
to the successful applicant advising them of a contract award. A contract defining all deliverables and 
the responsibilities of the contractor and OTDA will then be developed for signature by both parties and 
for approval and processing in accordance with State policy and practice. The contract does not 
become legally binding upon the State of New York until it is executed by the OSC. 

9. Advances - To the extent allowed by Federal law and regulation, OTDA may grant advances up to 
25% of the contract value or an amount equal to the State share of the contract value or whichever 
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amount is less, if requested and with sufficient justification. Any unexpended advance balance at the 
end of the contract period will be refunded by the Contractor to OTDA. In the event either party 
terminates the contract prior to its expiration, the Contractor agrees to refund any outstanding advance 
balance to OTDA immediately. The repayment schedule is part of the Master Contract, Attachment D, 
Payment and Reporting Schedule 

10. Publicity – Includes, but is not limited to, news conferences, news releases, advertising, brochures, 
reports, discussions and/or presentations at conferences or meetings. The inclusion of our materials, 
our agency name, or other such reference to New York State and/or OTDA in any document or forum is 
considered publicity. News releases or any other public announcements regarding this project may not 
be released without prior approval from OTDA. 

11. Freedom of Information Law and Bidder’s Proposals – The purpose of New York State’s Freedom 
of Information Law (FOIL), which is contained in Public Officers Law Sections 84-90, is to promote the 
public’s right to know the process of governmental decision making and to grant maximum public 
access to governmental records. Thus, a member of the public may submit a FOIL request for contracts 
awarded by the State, or for the proposals submitted to the State in response to Requests for 
Proposals. After formal contract award, the proposal of the successful applicant and the proposals of 
non- successful applicants are subject to disclosure under FOIL. However, pursuant to Section 87(2)(d) 
of FOIL, a State agency may deny access to those portions of proposals or portions of a successful 
applicant’s contract which “are trade secrets or submitted to an agency by a commercial enterprise or 
derived from information obtained from a commercial enterprise and which if disclosed would cause 
substantial injury to the competitive position of the subject enterprise.” Please note that information 
which you may claim as proprietary, copyrighted or rights reserved is not necessarily protected from 
disclosure under FOIL. If there is information in your proposal which you claim meets the definition set 
forth in Section 87(2)(d), you must so inform us in a letter accompanying your proposal. 

12. Americans with Disabilities Act (ADA) – The successful applicant shall comply with all applicable 
requirements of the ADA, codified at Title 42 of the United States Code, section 12101 et seq. and 
associated regulations, including, but not limited to, those located in 28 C.F.R. Part 36. The successful 
applicant shall comply with all applicable requirements of the New York State Human Rights Law, 
codified in the Executive Law sections 290-301 and applicable regulations implemented pursuant to 
that law. The successful applicant shall warrant to OTDA that the successful applicant is in compliance 
with both the ADA and its regulations, and the New York State Human Rights Law and its regulations. 
Any products developed as a result of this RFP must be in a format that can be converted for use by 
individuals with disabilities to meet the reasonable accommodation standards established by the ADA. 

13. Contract Modification – The contract budget can be modified, upon mutual agreements of the parties, 
during any term by written amendment. Budget modifications over 10% require external approvals by 
both the NYS Office of the Attorney General and the OSC. 

14. Contract Cancellation – OTDA reserves the right to cancel the contract or any part thereof, at any 
time, upon 30 days written notice. If, in the judgment of OTDA, the selected contractor fails to perform 
the work in accordance with the contract, OTDA may terminate the contract immediately by written 
notice for cause. OTDA may elect to suspend contract performance or provide a cure period prior to 
termination. 

15. Responsibility Determination – Article 11 of the New York State Finance Law requires that 
competitive bids be awarded to responsive and responsible bidders. In order to fulfill this requirement, 
you must complete the Vendor Responsibility Questionnaire in the VendRep system at 
http://www.osc.state.ny.us/vendrep/index.htm. By signing the bid proposal, you hereby authorize OTDA 

http://www.osc.state.ny.us/vendrep/index.htm
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to review any records in its possession concerning your organization including, but not limited to, wage 
records, unemployment insurance records, public works records, labor standards, and safety and 
health records. Based on the responses you provide, OTDA will determine whether your organization is 
a responsible bidder. If you are disqualified based on a determination of non-responsibility, you will be 
notified in writing and may appeal the determination in writing within 10 days to the Commissioner. If 
you fail to identify a violation and OTDA discovers the failure to disclose such violation, your contract 
may be terminated immediately upon written notice. 

16. Insurance Coverage - Successful bidders must provide acceptable proofs of disability and worker’s 
compensation insurance coverage before their contract can be executed by the New York State Office 
of the State Comptroller. 

17. Iran Divestment Act – By submitting a bid in response to this solicitation, or by assuming the 
responsibility of a contract awarded hereunder, the contractor (or any assignee) certifies that it is not on 
the “Entities Determined to be Non-Responsive Bidders/Offerors Pursuant to the New York State Iran 
Divestment Act of 2012” list (Prohibited Entities List) posted on the OGS website at 
https://ogs.ny.gov/iran-divestment-act-2012 and further certifies that it will not utilize for such contract 
any subcontractor that is identified on the Prohibited Entities List. Additionally, the contractor is advised 
that should it seek to renew or extend a contract awarded in response to the solicitation, it must provide 
the same certification at the time the contract is renewed or extended. During the term of the contract, 
should OTDA receive information that a person (as defined in State Finance Law §165-a) is in violation 
of the above-referenced certification, OTDA will review such information and offer the person an 
opportunity to respond. If the person fails to demonstrate that it has ceased its engagement in the 
investment activity which is in violation of the Act within 90 days after the determination of such 
violation, then OTDA shall take such action as may be appropriate and provided for by law, rule, or 
contract, including, but not limited to, seeking compliance, recovering damages, or declaring the 
contractor in default. OTDA reserves the right to reject any bid, request for assignment, renewal or 
extension for an entity that appears on the Prohibited Entities List prior to the award, assignment, 
renewal or extension of a contract, and to pursue a responsibility review with respect to any entity that 
is awarded a contract and appears on the Prohibited Entities List after contract award. 

18. OTDA Bid Protest Procedure – It is the policy of the OTDA to provide all applicants with an 
opportunity to resolve complaints or inquiries related to bid solicitations or pending contract awards 
administratively. The OTDA encourages all successful or unsuccessful applicants who desire a 
debriefing to contact Employment and Income Support Programs directly. All such matters will be 
accorded impartial and timely consideration. Detailed procedures are as follows: 

• Formal Written Protests – Final agency decisions or recommendations for award generally may 
be reconsidered only in the context of a formal written protest as described below. Any applicant or 
prospective applicant who believes that there are errors or omissions in the procurement process or 
who otherwise has been aggrieved in the drafting or issuance of this RFP, proposal evaluation, or 
contract award phases of the procurement, may present a formal complaint to the OTDA and 
request administrative relief concerning such action (“formal protest”). A formal protest must be 
submitted in writing to the OTDA, by ground mail (except where alternate arrangements have been 
made), to the Director of the OTDA Bureau of Contract Management (BCM), Jason Wilkie, 40 North 
Pearl Street, 12th Floor, Section D, Albany, NY 12243. A formal protest must include a statement of 
all legal and/or factual grounds for disagreement with an OTDA specification or purchasing 
decision, a description of all remedies or relief requested, and copies of any and all applicable 
supporting documentation. 

https://ogs.ny.gov/iran-divestment-act-2012
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• Deadline for Submission of Formal Protests or Omissions in the Procurement Process The 
OTDA must receive formal protests concerning errors, omissions, or prejudice, including patently 
obvious errors in the RFP specifications or documents, at least 10 calendar days before the 
proposal due date. 

• Deadline for Submission of Formal Protests of Contract Award – The OTDA must receive a 
formal protest concerning a contract award within 10 business days of the issuance of notice of 
contract award. 

• Review and Final Determination of Protests – Protests will be resolved through written 
correspondence. However, the protestor may request a meeting to discuss a formal protest or the 
OTDA may initiate a meeting on its own accord, at which time the participants may present their 
concerns. Either the protestor or the OTDA may decline such a meeting. Where further formal 
resolution is required, the Director of BCM may designate an OTDA employee (“designee”) to 
determine and undertake the initial resolution or settlement of any protest. The designee will 
conduct a review of the records involved in the protest and provide a memorandum to the Director 
of BCM summarizing the facts as determined by the designee, an analysis of the substance of the 
protest, and a preliminary recommendation. The Director of BCM shall: (a) evaluate the designee’s 
findings and recommendations, and the evaluation team’s reports and recommendations; (b) review 
the materials presented by the protesting party and/or any materials required of or submitted by 
other Offerors; (c) if necessary, consult with the OTDA Counsel’s Office; and (d) prepare a 
response to the protest. A copy of the protest decision, stating the reason(s) upon which it is based 
and informing the protestor of the right to appeal an unfavorable decision to the OSC shall be sent 
to the protestor or its agent within 45 calendar days of receipt of the protest, except that upon notice 
to the protestor such period may be extended. The protest decision will be recorded and included in 
the procurement record, or otherwise forwarded to the OSC upon issuance. 

• Appeals – Specifics on the Nonprofit Contract Appeal Process can be found at: 
http://otda.ny.gov/contracts/. Upon receipt of the OTDA’s determination of a protest, a protestor has 
10 business days to file an appeal of determination with the OSC, Bureau of Contracts. The appeal 
must be filed with Ms. Charlotte Breeyear, Director, Bureau of Contracts, New York State Office of 
the State Comptroller, 110 State Street, 11th Floor, Albany, NY 12236. The protestor’s appeal must 
contain an affirmation in writing that a copy of the appeal has been served on the OTDA, the 
successful applicant (except where the contracting agency upholds the protest and the successful 
applicant is the appealing party), and any other party that participated in the protest. In its appeal, 
the interested party shall set forth the basis on which it challenges the OTDA’s determination. The 
OSC Bureau of Contracts will conduct a formal review and issue its determination of the appeal in 
accordance with its established policy and procedures. 

• Reservation of Rights and Responsibilities of the OTDA – The OTDA reserves the right to 
waive or extend the time requirements for protest submissions, decisions, and appeals herein 
prescribed when, in its sole judgment, circumstances so warrant to serve the best interests of the 
State and the OTDA. If the OTDA determines that there are compelling circumstances, including 
the need to proceed immediately with the contract award in the best interest of the State, then these 
protest procedures may be suspended, and such decision shall be documented in the procurement 
record. The OTDA will consider all information relevant to the protest, and may, at its discretion, 
suspend, modify, or cancel the protested procurement action including solicitation of bids or 
withdraw the recommendation of contract award prior to issuance of a formal protest decision. 

http://otda.ny.gov/contracts/
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• Procurement Activity Prior to Final Protest Determination – Receipt of a formal bid protest shall 
not stay action on a procurement unless otherwise determined by the OTDA. If a formal protest or 
appeal is received by the OTDA on a recommended award prior to the underlying contract being 
forwarded to the OSC, notice of receipt of the protest and appeal must be included in the 
procurement record forwarded to the OSC. 

If a final protest decision or final decision on appeal has been reached prior to transmittal to the 
OSC, a copy of the final decision must be included in the procurement record and forwarded with 
the recommendation for award. If a final protest decision is made after the transmittal of a bid 
package to the OSC, but prior to the OSC approval under State Finance Law §112, a copy of the 
final OTDA decision shall be forwarded to the OSC when issued, along with a letter either: (a) 
confirming the original OTDA recommendation for award and supporting the request for final §112 
approval; (b) modifying the proposed award recommendation in part and supporting a request for 
final §112 approval as modified; or (c) withdrawing the original award recommendation. 

• Record Retention of Bid Protests – All records related to formal applicant protests and appeals 
shall be retained for at least one year following resolution of the protest. All other records 
concerning the procurement shall be retained according to the statutory requirements for records 
retention. 

19. Contractor Requirements and Procedures for Participation by New York State- Certified Minority 
and Women-Owned Business Enterprises (M/WBEs) and Equal Employment Opportunity (EEO) 
for Minority Group Members and Women and Workforce Utilization Reporting – 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 M/WBEs, and the employment of minority group members and women in the 
performance of OTDA contracts. 

Business Participation Opportunities for M/WBEs For purposes of this solicitation, OTDA hereby 
establishes an overall 30% M/WBE participation goal, and specific participation goals for both New York 
State-certified Minority-owned Business Enterprises (“MBE”) and New York State-certified Women-
Owned Business Enterprises (“WBE”) will be assessed based on the nonprofit’s discretionary spending 
budget and participation opportunities therein. A contractor (“Contractor”) on any contract resulting from 
this procurement (“Contract”) must document its good faith efforts to provide meaningful participation by 
M/WBEs 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 to pursuant to any 
Contract awarded as a result of this RFP pending receipt of the required M/WBE documentation. The 
directory of M/WBEs 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 the M/WBEs 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 M/WBE participation goal.  The portion of a contract with an M/WBE serving as a broker 
that shall be deemed to represent the commercially useful function performed by the M/WBE 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 M/WBE 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.   

https://ny.newnycontracts.com/
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Such liquidated damages shall be calculated as an amount equaling the difference between: (1) all sums 
identified for payments to M/WBEs had the contractor achieved the contractual M/WBE goals; and (2) all 
sums actually paid to M/WBEs 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 M/WBE 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 as evidence of compliance with the forgoing:  

A. An M/WBE Utilization Plan (Form OTDA-4971, Attachment 7) with their bid or proposal.  Any 
modifications or changes to an accepted M/WBE Utilization Plan after the Contract award and during 
the term of the Contract must be reported on a revised M/WBE Utilization Plan and submitted to 
OTDA for review and approval.   

OTDA will review the submitted M/WBE Utilization Plan and advise the respondent of  
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 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 M/WBE participation goals.  Failure to 
file the waiver form in a timely manner may be grounds for disqualification of the proposal.   

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

1. If a respondent fails to submit an M/WBE Utilization Plan; 
2. If a respondent fails to submit a written remedy to a notice of deficiency; 
3. If a respondent fails to submit a request for waiver; or 
4. 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 M/WBE 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 M/WBE Contractor Compliance & 
Payment Report (Attachment 10) 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 M/WBE goals of the Contract. 

Equal Employment Opportunity (EEO) 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. 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 therein 
(the “Work”), except where the Work is for the beneficial use of the respondent, undertake or continue 

https://ny.newnycontracts.com/
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programs to ensure that minority group members and women are afforded equal employment 
opportunities without discrimination because of race, creed (religion), 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, Attachment 9) to OTDA with its 
bid or proposal. 

If awarded a Contract, the respondent shall submit form OTDA-4971 Workforce Utilization Report 
(Attachment 10) and shall require each of its subcontractors to submit a Workforce Utilization Report, in 
such a 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 as requested in the Report and 
the Total Compensation for all groups of employees that perform work under each Occupation 
Classification and Job Title. 

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. 

20. Participation Opportunities for New York State Certified Service-Disabled Veteran- Owned 
Businesses – Article 17-B of the New York State Executive Law provides for more meaningful 
participation in public procurement by certified Service-Disabled Veteran- Owned Businesses 
(“SDVOBs”), thereby further integrating such businesses into New York State’s economy. OTDA 
recognizes the need to promote the employment of service- disabled veterans and to ensure that 
certified service-disabled veteran-owned businesses have opportunities for maximum feasible 
participation in the performance of OTDA contracts. 

In recognition of the service and sacrifices made by service-disabled veterans and in recognition of 
their economic activity in doing business in New York State, Bidders/Contractors are strongly 
encouraged and expected to consider SDVOBs in the fulfillment of the requirements of the Contract. 
Such participation may be as subcontractors or suppliers, as protégés, or in other partnering or 
supporting roles. For purposes of this procurement, OTDA conducted a comprehensive search and 
determined that the Contract does not offer sufficient opportunities to set specific goals for participation 
by SDVOBs as subcontractors, service providers, and suppliers to the Contractor. Nevertheless, 
Bidder/Contractor is encouraged to make good faith efforts to promote and assist in the participation of 
SDVOBs on the Contract for the provision of services and materials. The directory of New York State 
Certified SDVOBs can be viewed at: https://ogs.ny.gov/veterans/. 

https://ogs.ny.gov/veterans/
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Bidder/Contractor is encouraged to contact the Office of General Services’ Division of Service-Disabled 
Veteran’s Business Development at (518) 474-2015, or VeteransDevelopment@ogs.ny.gov to discuss 
methods of maximizing participation by SDVOBs on the Contract.

mailto:VeteransDevelopment@ogs.ny.gov
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The Security and Confidentiality Terms set forth in this 
Attachment E are made part of the Agreement between 
OTDA and the Contractor.    

Definitions 
For purposes of this Attachment E the following terms shall 
have the following meanings: 

“Protected Information” means data or information to which 
the Contractor is given access which OTDA creates, receives, 
or maintains, which is, pursuant to federal and/or state laws, 
rules, regulations, policies or agreements, deemed 
confidential, personal, private and/or sensitive. Such data or 
information may be present or stored in any form or medium 
and includes, but is not limited to: 
a. Data or information obtained from sources outside of 

OTDA; 
b. Data or information maintained in and/or obtained from 

OTDA-owned applications, systems, networks and/or 
databases;  

c. Data or information identifying an individual, particularly 
where such disclosure could result in an unwarranted 
invasion of personal privacy; 

d. Computer codes or other electronic or non-electronic data 
or information, the disclosure of which could jeopardize 
the compliance stature, security or confidentiality of 
OTDA’s information technology solutions,  
applications, systems, networks or data; 

e. Any other material designated by OTDA as being 
“Confidential,” “Personal,” “Private,” or otherwise 
“Sensitive.” 

 “Authorized Persons” means the Contractor’s employees, 
subcontractors or other agents who are authorized and have a 
business justification to access Protected Information to enable 
Contractor to perform the services pursuant to the Agreement. 

“Information Security Incident” means any allegation or 
suspicion held by or brought to the attention of an OTDA 
employee or Authorized Persons involving inappropriate or 
unauthorized access to, or disclosure of, Protected 
Information.  

“Information Security Breach” means the unauthorized 
access by a non-Authorized Person of Protected Information 
as defined in New York State Information and Security Breach 
Notification Act (General Business Law Section 899-aa; State 
Technology Law Section 208). 

“OTDA Contact” means the person or persons designated in 
writing by OTDA to receive Information security incident or 
Information security breach notifications. 

“Continental United States (CONUS)” – the 48 contiguous 
States and the District of Columbia  

“Follow the Sun” – Follow-the-sun is a type of global workflow 
in which tasks are passed around daily between work sites that 

are many time zones apart. All helpdesk, online, and support 
services which access any Data must be performed from within 
CONUS. At no time will any Follow the Sun support be allowed 
to access Data directly, or indirectly, from outside CONUS. 

Data to be Disclosed 
While a listing of specific data elements and/or information 
required to effectuate the Agreement may be more specifically 
set out in the solicitation, the obligations set out apply not only 
to such data elements and/or information but to all Protected 
Information, as defined herein.  

Purpose of Data 
Contractor represents that it is requesting and/or providing 
Protected Information solely for purposes specified in this 
solicitation. OTDA will release Protected Information to 
Contractor exclusively for this purpose. Contractor shall use 
the Protected Information only for the authorized purposes 
specified in this Agreement. 

Ownership of Data 
Contractor agrees that OTDA shall be deemed the “owner” of 
Protected Information disclosed by OTDA to Contractor under 
this Agreement including for purposes of complying with the 
requirements of General Business Law Section 899-aa.   

Data Exchange Details 
Prior to OTDA’s sharing of any data pursuant to this 
Agreement, Contractor and OTDA shall work together to 
provide and establish a secure, encrypted (both in transit and 
at rest) method of data exchange for any transfer of such data 
which shall, at a minimum, comport with the standards set and 
required by the New York State Chief Information Security 
Office (NYS CISO) and, where required, any additional 
heightened compliance obligations applicable to and 
necessitated by the data involved in any such exchange. The 
NYS CISO’s office shall, as OTDA deems appropriate, be 
provided with details of such proposed method of exchange for 
review and approval. The Parties agree that they will work 
together to create and keep current a Technical Service 
Description, to be made part of this Agreement, which sets 
forth the details of the Protected Information which OTDA shall 
furnish to Contractor, including, at a minimum, the frequency of 
the disclosure, timing, technical details of the method of data 
exchange (including all relevant details), and the format of any 
response as between the Parties. 

Data Protection 
Safeguarding of Protected Information shall be an integral part 
of the business requirements and activities of the Contractor to 
ensure there is no inappropriate or unauthorized use or 
exposure of Protected Information at any time. Contractor shall 
safeguard the confidentiality, integrity, and availability of 
Protected Information and comply with the following conditions: 
a. Implement and maintain appropriate administrative, 

technical and organizational security measures to 
safeguard against unauthorized access, disclosure, or 
theft of Protected Information. Such security measures 

https://its.ny.gov/eiso/policies/security
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shall comply with industry best practices and shall, at a 
minimum, comply with those requirements set forth by the 
NYS CISO, and must comply with all applicable state and 
federal law, rules, regulations, and policies. 

b. All Protected Information shall be encrypted at rest and in 
transit, in accord with, at a minimum, the standard set forth 
by the NYS CISO, all applicable state and federal law, 
rules, regulations and policies and, as appropriate, 
industry best practices.  

c. At no time shall any Protected Information be copied, 
disclosed or retained by the Contractor for any purpose 
other than performing the services under this Agreement. 

d. Contractor and Authorized Persons shall not disseminate, 
use, or permit the dissemination or use of Protected 
Information in any manner not described in this Agreement 
without express prior written consent from OTDA.  

e. Host all Protected Information and maintain and 
implement procedures to logically segregate and secure 
Protected Information from Contractor’s data and data 
belonging to the Contractor’s other customers, including 
other governmental entities. 

f. All data center(s) used to perform the services under the 
resulting Contract must, at a minimum, meet or exceed 
Tier 3 standards for redundancy and resilience, which can 
be found at the Uptime Institute website. 

g. The contractor must carefully, thoroughly, and thoughtfully 
vet all software solutions and hardware used to verify that 
they are compliant with the requirements set forth by the 
NYS CISO and fulfill the compliance obligations for the 
protection of OTDA’s Protected Information. This vetting 
process shall also extend to all software solutions and 
hardware used by Authorized Persons.  

Data Security 
Contractor shall immediately disclose its non-proprietary 
security processes and technical limitations to OTDA such that 
adequate protection for Protected Information is attained. At a 
minimum Contractor represents and warrants that the security 
requirements and processes shall comport with the security 
standards and protocols set by the NYS CISO.  In addition, the 
Contractor shall also comply with any state and/or federal laws, 
rules, regulations and/or policies that are applicable to the data 
being exchanged under this Agreement, including any 
heightened compliance obligations.  The system and 
procedure that the Contractor will maintain for handling, 
storage, use, and destruction of Protected Information 
governed by this agreement will be sufficient to allow OTDA 
and/or their designee(s) to audit compliance with this 
Agreement. 

Data Location 
Contractor shall provide its services to OTDA and OTDA’s end 
users solely from data centers physically located within the 
continental United States (CONUS), meaning the 48 
contiguous States and the District of Columbia. Storage of 

Protected Information at rest shall be located solely in data 
centers in the United States.  The Contractor shall not store, 
access, maintain, or process Protected Information on a mobile 
or portable device. The Contractor will store and maintain 
Protected Information in a place and manner that is physically 
secure from unauthorized access (e.g., locked cabinets or 
storage room) and will store and process electronic Protected 
Information in such a way that it will be secure from 
unauthorized access by any means. 

Contract and Data Center Audit 
The Contractor shall allow OTDA and any other authorized 
government agency to audit the Contractor’s compliance with 
the security procedures set forth in this section. Contractor 
shall perform an independent audit of its data centers which 
contain Protected Information at least annually and provide 
OTDA a copy of such audit report. Any non-critical deficiencies 
identified in the audit report or where the Contractor is found to 
be noncompliant with Agreement safeguards must be 
remedied, within 90 days of the issue date of the audit report 
with proof of remediation provided to OTDA. Critical 
deficiencies must be immediately remedied within a timeframe 
that OTDA approves. The completion of these requirements is 
at the Contractor’s expense with no additional cost to OTDA. 

The contractor will maintain a formal policy and procedures for 
the handling, storage, use, and destruction of Protected 
Information governed by this Agreement which must be 
sufficient to allow OTDA and/or their designee(s) to audit 
compliance with this Agreement. 

The contractor will permit OTDA, or their agent, to enter upon 
Contractor’s premises at reasonable times to inspect and 
review their safeguards and procedures for protecting the 
confidentiality, privacy, security, and compliance of the 
Protected Information. The contractor will also cooperate with 
OTDA, or their agent, in connection with any request for 
access to staff, information, or material related to an OTDA 
confidentiality, privacy, security, or compliance review, audit, or 
monitoring visit.   

The contractor will provide, at Contractor’s expense, an 
independent third-party audit of all data center(s) used to 
perform the services under the resulting Contract showing no 
deficiencies. Thereafter on an annual basis, at the contractor's 
expense, a full version of the audit report will be provided to 
the State, within 30 days of the anniversary date of the 
Agreement. A Service Organization Control (SOC) 2 Type 2 
audit report or approved equivalent sets the minimum level of a 
third-party audit.  

Access 
The contractor will limit access to Protected Information to 
Authorized Persons who have a legitimate business 
justification for access to such data for the purposes described 
in this Agreement.  

For Protected Information with heightened compliance 
requirements, including but not limited to Unemployment 
Insurance Benefit information, Federal Parent Locator Services 
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information, Federal Tax information, and Social Security 
Association information, Contractor will provide a listing of such 
Authorized Persons to OTDA at intervals determined by OTDA.  
The contractor will ensure that this list is kept current with any 
additions, changes, or removal of Authorized Persons needing 
access.  

Access to Protected Information by Authorized Persons shall 
be closely monitored by Contractor and shall be removed in 
the event such access is no longer justified by a legitimate 
business need or where the person separates from service. 
Such removal must be immediate but in no event later than the 
close of business on the date of the triggering event.  

Notice of all such changes will be sent to: 

OTDA General Counsel 
40 North Pearl Street, 16C 
Albany, New York 12243 
(518) 474-9502 
Otda.sm.iso@otda.ny.gov 

The contractor may not assign or subcontract the Agreement, 
its obligation or interest hereunder, without the express, written 
consent of OTDA. Any assignment or subcontract made 
without such consent will be null and void and will constitute 
grounds for immediate termination of the Agreement by OTDA.  

Contractor expressly represents and agrees that it will not re-
disclose Protected Information provided by OTDA under this 
Agreement to third parties, including contractors or 
subcontractors, without the prior, written approval from OTDA. 
Authorized Persons shall not disseminate, use, or permit the 
dissemination or use of Protected Information in any manner 
not provided for in this agreement without the express prior, 
written consent from OTDA. 

The contractor will undertake precautions to limit access to 
disclosed Protected Information to Authorized Persons only. 
The contractor will adopt safeguards and procedures to limit 
dissemination only to authorized individuals with a legitimate 
business need/purpose related to the purpose of this project as 
set out in this Agreement. 

Training 
The Contractor will ensure that all Authorized Persons who 
have access to any Protected Information for authorized 
purposes set forth in this Agreement have been instructed in a 
manner approved by OTDA regarding the confidential nature of 
the Protected Information, the safeguards required to protect 
such data, and the sanctions in applicable state,  federal, and 
local laws, rules, regulations and/or policies for unauthorized 
disclosure of Protected Information. Contractor will annually 
sign an acknowledgement that all Authorized Persons with 
access to Protected Information have been instructed in a 
manner approved by and as set out above. Contractor will 
provide this acknowledgement upon request to OTDA and prior 
to the disclosure of any Protected Information hereunder and 

annually, as required, to continue the disclosure of Protected 
Information hereunder.  

Confidentiality Agreements 
Contractor shall require Authorized Persons to sign a 
confidentiality and non-disclosure agreement provided by 
OTDA in relation to access to Protected Information.  Such 
signed agreements must be obtained prior to Authorized 
Persons commencing work. Contractor shall maintain such 
agreements for the duration of the audit period as set out in 
this Agreement and for the duration of any state, federal, and 
local laws, rules, regulations and policies applicable to the 
Protected Information being exchanged under this Agreement, 
whichever is longer, and shall provide them to OTDA upon 
request. 

Background Investigation and Fingerprinting 
Contractor shall have a written personnel security policy that 
ensures a background investigation is completed for any 
individual who will need access to perform his/her job duties to 
Protected Information with heightened compliance obligations. 
The policy will identify the process, steps, and timeframes for 
determining whether an employee may be granted access to 
such Protected Information. The results of the background 
check will be reviewed by the Contractor to determine whether 
the applicant is suitable for access to such Protected 
Information. Suitability is defined as having verified citizenship 
or residency and no prior criminal offense or offenses where 
the nature of the offense creates a risk of misuse of such 
Protected Information as defined within this Agreement. 
Written background investigation policies and procedures must 
be provided to OTDA for review and approval. Policies and 
procedures, as well as a sample of completed background 
investigations, must be available for inspection upon request 
by OTDA or its agents.    

Notification of Legal Requests 
The Contractor shall immediately inform OTDA in writing upon 
receipt of any legal, investigatory, or other mode or method of 
demand (including but not limited to FOIL or FOIA requests, 
electronic discovery, litigation holds, and discovery searches) 
for access to Protected Information that is not otherwise 
authorized under this Agreement and shall take and vigorously 
pursue all necessary legal action to prevent any disclosure 
including, but not limited to, moving to quash subpoenas 
issued for such information. The Contractor will keep OTDA’s 
General Counsel fully and timely notified of all developments 
related to such legal actions and their response thereto, and 
provide appropriate, robust legal assistance as may be 
required, as requested by OTDA. The notification shall be 
directed to: 

OTDA General Counsel 
40 North Pearl Street 16 C 

Albany, NY 12243 
(518) 474-9502 

Otda.sm.iso@otda.ny.gov 



   

36 
 

Report or Publication 
Contractor will ensure that any study, report, publication, or 
other disclosure for which Protected Information shared by 
OTDA is the basis and which is permitted under this  
Agreement is limited to the reporting of aggregate, de-identified 
data, which means it will not contain any information that might 
lead to the identification of a private person or entity. OTDA 
shall have the right to review and approve any such study, 
report, publication, or other disclosure prior to disclosure or 
publication.  

Return/Destruction of Protected Information 
In the event of termination or expiration of the Agreement, 
Contractor shall immediately implement an orderly return of all 
Protected Information, whether in digital or any other form, in a 
mutually agreeable format at a time agreed to by the parties 
and/or at the direction of OTDA. Thereafter, the Contractor 
shall, unless otherwise advised in writing by OTDA, 
immediately destroy and/or sanitize, as appropriate to the 
medium, such data and any extracts, copies, or backups of 
same thoroughly and irretrievably. The method for the 
sanitization of data shall, at a minimum, comport with the 
standards set by the  NYS CISO for the sanitization of data. 
Contractor shall thereafter certify in writing and provide proof 
that these actions have been completed within 30 days of 
termination or expiration of this Agreement or within seven 
days of the request of an agent, employee or officer of OTDA, 
at the discretion of OTDA.  The Contractor will not make, 
retain, copy, duplicate, or otherwise use any copies of 
Protected Information after completion of the purpose for which 
the data disclosed is served without prior written permission 
from OTDA.  

Data Retention 
Notwithstanding any other obligation under this Agreement, 
Contractor agrees that it will preserve the Protected 
Information in a manner that complies with all applicable 
federal, state and local laws, rules, regulations, and policies for 
the purposes of ensuring applicable data records retention 
obligations are met.  

Compliance with Information Security Breach 
Notification Act and other Laws 

Contractor represents and warrants that its collection, access, 
use, storage, disposal and disclosure of Protected Information 
does and will comply with all applicable federal, state and local 
privacy, confidentiality, security, data protection and 
compliance laws, rules, regulations, policies, and directives. 
Contractor warrants that it will comply with the applicable New 
York State Information and Security Breach Notification Act 
(General Business Law Section 899-aa; State Technology Law 
Section 208). The contractor ensures that it and all Authorized 
Persons will be in compliance with the aforementioned state, 
federal, and local laws, rules, regulations, policies, and 
directives.  

Vulnerability Scanning 
The contractor must perform appropriate and required 
environment vulnerability scanning in accordance with Industry 

best practices and standards. The contractor must address all 
high and medium vulnerabilities found during scanning in a 
reasonable timeframe as agreed upon with OTDA. 

OTDA, through ITS, will have the option to perform application 
scanning and web server scanning, as needed. The contractor 
must address all high and medium vulnerabilities found during 
scanning in a reasonable timeframe as agreed upon with 
OTDA. 

When software vulnerabilities are revealed and addressed by a 
vendor patch, the Contractor will obtain the patch from the 
applicable vendor and categorize the urgency of application as 
either “critical” or “non-critical” in nature. The determination of 
the critical versus non-critical nature of patches is solely at the 
reasonable discretion of OTDA in consultation with ITS and 
Contractor. The contractor will apply all critical security 
patches, hotfixes, or service packs as they are tested and 
determined safe for installation after consultation with OTDA 
and ITS. 

Information Security Incident and Information 
Security Breach 

If the Contractor or any Authorized Person becomes aware of 
or has knowledge of either any potential Information Security 
Incident (Security Incident) or Information Security Breach 
(Security Breach), then the Contractor shall within 30 minutes 
of becoming aware or having knowledge of any potential 
Security Incident or Security Breach, notify the OTDA contact 
listed below of the Security Incident or Security Breach via the 
email address noted, and OTDA will direct what further action 
is necessary for response to the same.  At such time, 
Contractor shall provide OTDA with the name and contact 
information for an employee of Contractor who shall serve as 
Contractor’s primary security contact and shall be available to 
assist OTDA 24 hours a day, seven days per week, in keeping 
OTDA fully and timely notified of all developments relating to 
any such potential or actual Security Incident or Security 
Breach utilizing the following contact information:   

OTDA General Counsel 
40 North Pearl Street 16 C 

Albany, NY 12243 
(518) 474-9502 

otda.sm.iso@otda.ny.gov 

Should an Information Security Incident or Security Breach 
occur, immediately following the requisite notification to OTDA, 
Contractor shall 1) promptly investigate and utilize best efforts 
and IT industry best practices to determine the cause(s) of 
same and devise a proposed resolution and report the 
cause(s) and suggested remedies to OTDA; (2) promptly 
implement necessary remedial measures as OTDA deems 
necessary; (3) document responsive actions taken, including 
any post-incident review of events and actions taken to make 
changes in business practices to prevent similar instances in 
the future; 4) provide reports within the timeframes as 
requested by OTDA; 5) promptly notify OTDA of the steps 
taken to prevent similar instances in the future ; and 6) take 
any other action as may be directed by OTDA. 
Notification and Assistance to Affected Persons.  

https://its.ny.gov/eiso/policies/security
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Contractor shall be responsible for: 
a. Promptly notifying individuals whose Protected Information 

was compromised by an Information Security Breach 
(“Affected Persons”) or, as OTDA deems appropriate, an 
Information Security Incident. The contractor is to first 
seek consultation and receive authorization from OTDA 
prior to issuing such notifications. OTDA shall approve the 
content of and the method by which such notifications 
must be provided (e.g., regular mail, e-mail, and/or 
website posting); 

b. If requested by OTDA and/or required by law, provide 
credit monitoring services, identity theft consultation and 
restoration, identity theft insurance, public records 
monitoring, toll free number and call center, payday loan 
monitoring, and any other services deemed reasonably 
necessary by OTDA to Affected Persons for a minimum of 
one year or longer, as determined by OTDA, (together 
referred to as “Affected Persons Assistance”); 

c. Costs.  The Contractor shall bear all costs associated with 
providing Affected Persons Assistance. OTDA may reduce 
any Contractor invoice by an amount attributable to the 
Contractor’s failure to satisfactorily provide Affected 
Persons Assistance.  

Business Continuity and Disaster Recovery  
The Disaster Recovery system shall be accessible by all users 
24 hours a day, seven days a week, 365 days a year and 
available 99.982% of the time (uptime) per month and must not 
be rendered inoperable for any longer period for the purposes 
of maintenance, upgrades or hardware additions. OTDA will 
work with the Contractor to provide a listing of all essential 
functions related to the Agreement that must be sustained and 
maintained for the duration of the agreement. The Contractor 
shall have no less than one redundant data centers separated 
by at least 100 miles and on separate network fiber and 
separate power grids.  

Contractor shall failover application to alternate hardware to 
perform planned maintenance, patches, code revisions, etc. to 
one instance, thoroughly test, then switch back to the 
upgraded instance before repeating the planned maintenance, 
patch, code revision, etc. on the second instance.  

The contractor will provide OTDA with a business continuity 
and disaster recovery plan. This plan will include detailed 
precautions to minimize the effects of any disaster or 
interruption of service so that OTDA can rapidly continue to 
operate and resume mission-critical functions. OTDA will work 
with the Contractor to provide an analysis of business 
processes and continuity needs. The contractor will provide 
technical support staff with the skills required to interface with 
OTDA’s application, network, hardware, and software during 
planning and preparation for disaster recovery and business 

continuity testing and/or during any declaration of an actual 
disaster. Minimum recovery time objective (RTO) and recovery 
point objective (RPO) will be determined by OTDA.  

Suspension/Termination 
OTDA agrees to provide Protected Information pursuant to this 
Agreement subject to the representations and agreements by 
the Contractor contained in this document. OTDA will suspend 
the Agreement and the further disclosure of any Protected 
Information hereunder if: (i) Contractor fails to comply with any 
provision of this Agreement or (ii) OTDA General Counsel 
believes in good faith that the Contractor has violated its 
obligations to maintain the confidentiality, privacy, security 
and/or compliance status of such data or limit properly limit 
dissemination of such data. Such suspension will continue until 
corrective action, approved by OTDA, has been taken. In the 
absence of prompt and satisfactory corrective action, OTDA 
may, at its sole discretion, terminate the Agreement. Upon 
termination, the Contractor must immediately return all 
Protected Information obtained by the Contractor or Authorized 
Persons under the Agreement pursuant to the terms and 
conditions of the Return/Destruction of Protected Information 
section within this Agreement. 

General Terms 
In addition to suspension or termination of the Agreement as 
provided herein, OTDA reserves the right to undertake, without 
limitation, any other action under the Agreement, or state or 
federal law, rule, or regulation, to enforce the Agreement and 
secure satisfactory corrective action and/or return and/or 
destruction of the Protected Information furnished hereunder, 
including seeking damages, penalties, and restitution from 
Contractor or its affiliates as permitted under law.  

The Contractor’s and Authorized Person’s confidentiality and 
related assurances and obligations hereunder shall survive the 
termination or expiration of the Agreement.  

Assignment or Subcontracting 
The Contractor may not assign or subcontract the obligations 
or interests outlined in this Section of this Agreement, without 
the express, prior written consent of OTDA. Any assignment or 
subcontract made without such consent will be null and void 
and shall constitute grounds for immediate termination of the 
Agreement by OTDA. 

Cloud Computing Provisions 
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PART B: Instructions for Completing the Application: 

The HEI 2023 must be submitted in Grants Gateway. Eligible entities are not-for-profit community-based 
organizations. Applicants should submit one application per agency. Read and apply all instructions while 
completing the screens in Grants Gateway. A printed version of the application appears in Section D. Please 
note; though others may work on the application, only someone with a Grantee Contract Signatory or a System 
Administrator role can submit the application to the State. Applications may not be accepted outside of the 
Grants Gateway system. 

1. Find . Enter your search criteria then click   
2. Click the link for your opportunity.  
3. From the , complete the following Forms/Screens listed below. Sections from the 

do not have to be completed in any particular order. You must save your work before 
moving onto a new screen. If you do not complete it all in one session, search for the application in 
progress from the application link at the top of the screen when you return. After each section is 

completed and , return to the  and click on the next section to be completed. 

Forms/Screens 

Project Site Address Screen: Enter all site addresses, one site per screen. Click . Click  for 
additional screens. 

Program Specific Questions Screen: Follow instructions at top of screen. Answer all questions in this 
section. Note that most narrative answer spaces allow 4000 characters; however, OTDA expects answers to 
be concise. If you are applying as a consortium, be sure to include the roles and responsibilities of each 

consortium member as they relate to all questions asked. Upload forms when required. Click .  

Expenditure Budget: All costs must be reasonable, necessary and allowable for the delivery of services.  Only 
use whole dollar amounts for funds requested.  Administrative costs are limited to no more than 15% of the total 
program costs, and must be identified and itemized.  Indirect costs are not allowable.   

1. Personal Services – Salary:  
• Provide a brief description of each position in the Role/Responsibility field.   
• Once a position has been entered and all required fields completed, click .  Additional positions may 

be added by clicking the  button.   
• An entry must be made for each employee that will be paid in full or in part from contract funds. 

 Personal Services – Salary Narrative: 
• For each position listed in the Personal Services – Salary screen, provide a detailed description of 

job duties and responsibilities in relation to HEI operations. 
• This form should also be used to describe the following: exceptions in staffing patterns, annual 

salary costs, justification for staff funded by more than one funding source, and an explanation of 
the percentage of staff time allocated to HEI activities, including the percentage of time 
allocated to administrative versus program activities.   
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2. Personal Services - Fringe:  
• Provide a brief explanation of the percentage and composition of your fringe benefit structure in the 

Justification box.   
• Once Fringe has been entered with all required fields filled out, click .   

 Personal Services – Fringe Narrative: 
• Use this screen to explain additional (nonstandard) fringe benefits being requested such as 

pension, health, life, and/or dental insurance.   
• No exceptions are granted to the maximum fringe rate.   

3. Contractual:  
• List all contractual services provided under a formal or written agreement that will be supported with grant 

funds. 
• Entities applying as a member of a consortium must include all partner agencies under this section.     
• Use the Justification field to provide a brief explanation of how the costs of each service are allocated to 

this contract.   
• Once a contractual service has been entered and all required fields completed, click .  Additional 

contractual services may be added by clicking the  button.   

 Contractual Narrative: 
• Use this screen to provide detailed descriptions and justifications for each of the services listed in 

the Contractual section.   
• For consortium-based models, indicate the roles and responsibilities of each partner agency, and 

the narrative details of each line item expense.  

4. Travel:  
• Only travel costs for personnel listed under Personal Services are acceptable. 
• In the justification field, provide a brief explanation of how travel costs are calculated and allocated to this 

contract.  
• After making an entry, click  and then  if further entries are needed.   

 Travel Narrative: 
• Use this screen to provide explanations of travel-related expenses, including which staff will be 

traveling in connection to the project, the destination, purpose and frequency of travel. 
• Costs for attendance at conferences or meetings of professional organizations are not allowable 

unless attendance is necessary in connection with the project and prior approval is obtained.   

5. Equipment:  
• Enter each equipment item allocated to this project on a separate screen.   
• Use the Justification line to briefly describe how each equipment item will be cost-allocated to this 

contract.   
• Use the drop-down to indicate whether the equipment is purchased or rented. 
• After making an entry, click  and then  if further entries are needed. 

 Equipment Narrative:  
• Use this screen to explain bids received and/or provide justifications for equipment 

purchase/rental costs.  Note there are two separate text boxes on this form for additional 
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information regarding equipment requests.  The first text box should be used to provide 
documentation regarding bids received for proposed equipment purchases.  If other than the low 
bidder is selected, provide a statement indicating why that vendor was selected.  The second text 
box should be used to explain any out of the ordinary equipment costs.      

• Please note that equipment may not be purchased, rented or leased unless it is included in the 
approved contract.  Substantial equipment purchases (costing more than $5,000) should be 
avoided and must receive prior approval.     

6. Space/Property (Rent):  
• Proposed space/property rental costs to be funded with HEI funds must be supported by calculations 

based on the cost per square foot for each FTE associated with the program. 
• Use the Justification box to provide a brief explanation of the rental costs allocated to this project.     
• Once the required fields have been filled out, click  and then  if further entries are needed. 

 Space/Property (Rent) Narrative:  
• Use this form to provide detailed explanations of any out of the ordinary costs or anticipated 

changes in costs during the 12-month period. 

7. Space/Property (Own):  
• Proposed space/property costs to be funded with HEI funds must be supported by calculations based on 

the cost per square foot for each FTE associated with the program. 
• Use the Justification box to provide a brief explanation of the space/property costs allocated to this project. 
• Once the required fields have been filled out, click  and then  if further entries are needed. 

 Space/Property (Own) Narrative: 
• Use this form to provide a detailed explanation of any out of the ordinary costs or anticipated 

changes in costs during the 12-month period. 

8. Utilities:  
• Only the pro-rated portion of the entire expenditure that is related to the operation of HEI 2023 is allowed.  

Cost allocations must be justified in the Justification field.   
• Once the required fields have been filled out, click  and then  if further entries are needed. 

 Utilities Narrative:  
• Use this form to provide a detailed explanation of any out of the ordinary costs or anticipated 

changes in costs during the 12-month period.   

9. Operating Expenses:  
• Briefly describe expenses not included in any of the categories above, such as general office supplies, 

postage, and printing/photocopying in the Justification field.   
• Once the required fields have been filled out, click  and then  if further entries are needed. 

 Operating Expenses Narrative:  
• Use this screen to provide more detailed justifications for operating expenses included in your 

budget as well as explanations of any out of the ordinary costs. 

10. Other Expenses Detail:  
• This section includes the mandatory performance component of the HEI 2023 program, in addition to 
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optional eligible items or services necessary to run the program which do not fall into any of the preceding 
lines in the budget.   

• You must enter your performance component on two separate forms following the instructions below:  
• Step 1 – Calculate your Job Entry, 30-Day Job Entry and 90-Day Job Retention milestones 

following the instructions outlined on page 18 of this RFP; 
• Step 2 – Once you know the number of Job Entry milestones to be attributed to your project, enter 

this number in the “Other Expenses – Type Description” field.  For example, if you are proposing 
11 Job Entry milestones, type “Job Entry (11 @ $1,500)” in this field.  In the Justification field, 
type “Performance Component.”  The total grant funds for this line in this example would be 
$16,500.  Click  and then . 

• Step 3 – Repeat Step 2, but in the “Other Expenses – Type Description” field, type “Full-Time 30-
Day Job Retention (11 @ $1,500).”  In the Justification field, type “Performance Component.”  The 
total grant funds for this line in this example would be $16,500.  Click .   

• If you are requesting any optional eligible items in addition to the performance category, enter the item(s) 
in the “Other Expenses – Type/Description” field.  Use the Justification field to briefly explain how are 
allocated to this project.   

• Click  and then  if further entries are needed. 

 Other Narrative: 
• Use this form to provide more detailed explanations of optional items requested in the Other 

Expenses Detail, as well as explanations of any out of the ordinary costs. 

11. Expenditure Summary: 
• Make sure that the expenses requested on all previous budget forms add up to the total amount you are 

requesting to operate HEI 2023. This amount will appear in the “Total” cell. The entries should be in whole 
numbers only.   

Work Plan: Grant Opportunity Defined Screens: Section consists of the workplan overview form, objectives, 
tasks and performance measures.  

Workplan Overview Screen: This section should be completed from an annual perspective. Therefore, 
the first annual Work Plan should be January 1, 2024 through December 31, 2029. 

In the Project Summary section: Provide a high-level overview of your project including your location, 
basis of need in your area, services offered, service delivery method, wraparound services, and hours 
of operation.  This section should be a complete description of your proposed HEI 2023 program.   

In the Organizational Capacity section, describe the relevant experience of your organization and any 
partner organizations, including experience and capacity to administer HEI 2023 services; experience 
providing case management and supportive services to persons living with HIV; experience providing 
employment services, including job placement and retention services; and experience working with 
persons living with HIV. Provide outcome information wherever possible.  Include the staffing, 
qualifications, ongoing staff development/training activities, and relevant experience of staff to support 
the project.  

• Objectives and Tasks: To start, choose an objective from the drop-down menu and click “Go.”   
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• Next, click View/Add. Enter the performance measure name, which must match the name of the objective 
you chose. For instance, for the 30-Day Job Retention objective, type “30-Day Job Retentions”.  Each 
objective then requires an integer response. In this example, enter the anticipated number of 30-day Job 
Retention milestones for the initial 12-month period. No upload is required. 

• Click .  Return to the Forms Menu and select another objective from the drop-down menu. Repeat 
these steps for the remaining two objectives listed (90-Day Job Retentions and New Monthly 
Enrollments).   

Pre-Submission Uploads Screen: Download all forms by following the links available on the Upload Screen or 
print the forms from Part C of this application. Upload all required forms in the places designated throughout 
the application. If required information is not available or cannot be produced, an explanation must be 
uploaded.  

Application Submission: When you have completed your application, click . If you 
receive any error messages, all items must be addressed prior to submitting your application. The system will 
let you know when there are no outstanding items. 

Remember only the Grantee Contract Signatory or System Administrator may submit the application. To do so, 
the appropriate person must sign into the Gateway with their credentials. This likely is someone other than the 
person who created the application, so at this juncture, log out. Once the appropriate person logs in, to submit 

the application, click  and  for your application. When you find it, click . 

When you are ready to submit, click  then . Prior to submission, you will need 
to certify the agreement as stated. You must click I Agree for your application to be submitted. You will know 

your application has been submitted successfully if you hover your mouse over  and it shows 
“There are no available status options at this time.” 
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PART C: List of Required Upload Documents 
All required forms are available in the Upload Properties section of the Grants Gateway and must be submitted 
with your application. 

HEI 2023 Proposal Forms  

1. Contractor Information Form 
2. Agency Agreement 
3. M/WBE Goal Requirements Certification of Good Faith Efforts 
4. Equal Employment Opportunity Staffing Plan 
5. M/WBE – EEO Policy Statement 
6. M/WBE Utilization Plan 
7. M/WBE Subcontractors and Suppliers Letter of Intent to Participate 
8. Subcontractor and Supplier Identification Form 
9. Quarterly M/WBE Compliance & Payment Report 
10. Workforce Employment Utilization Report 
11. HEI 2023 Services Application 
12. Employment Coaching Plan 
13. Number of People Living with HIV by County 
14. OSC Vendor Responsibility Questionnaire (completion in VendRep system is preferred) 

PART D: Printed Version of Gateway Application 
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