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PART A – RFP SUMMARY INFORMATION

I. Introduction

The New York State Office of Temporary and Disability Assistance (OTDA) Bureau of Refugee 
and Immigrant Assistance (BRIA) issues this Request for Proposals (RFP) to award two 54-
month contracts to provide services to Cuban and Haitian entrants and refugees. 

All program funds are received from the federal Office of Refugee Resettlement (ORR).  
OTDA/BRIA anticipates distributing approximately $751,000 in Services to Cuban and Haitian
Entrants discretionary grant funds under this procurement.  All program funds are subject to 
continued availability and State appropriation thereof.  OTDA/BRIA intends to award one 
contract for service delivery in each of the following eligible counties:  Monroe and Onondaga.  
As determined by the federal ORR, these are the two counties with the highest concentration of 
Cuban and Haitian entrants and refugees in New York State.

Use of these funds must relate to service provision to Cuban and Haitian entrants and refugees 
and be designed to maximize service potential in specific geographical regions to increase 
positive outcomes in:

• Obtaining immigration status documentation 
• Filing for adjustment of status 
• Accessing immigration legal services 
• Addressing language barriers 

The deadline for receipt of proposals is Wednesday, March 9, @ 2:00 p.m. EST in the 
Grants Gateway. See page 6 for additional information.

Eligible applicants must complete and submit all forms, narratives and relevant 
attachments required by this RFP and all required/applicable attachments (see Part B on 
page 24). 

Only proposals submitted by Eligible Grant Applicants, as defined on page 7 (PART A,
Section V) of this RFP, will be accepted for review.
Only proposals that serve Eligible Participants, as defined on page 9 (PART A, Section
VII) of this RFP, will be accepted for review.

If selected, the proposal and all parts of it submitted in response to this RFP may become part 
of a contract with OTDA, subject to approval by the New York State Attorney General and the 
Office of the State Comptroller. At the time of contract development, awardees will be required 
to submit additional payment schedules, program information and any revised M/WBE forms 
and documents for the final contract. Successful grantees will be required to submit all final 
contract documents, narratives and payment schedules electronically, with the exception of 
documents requiring an original signature. OTDA/BRIA reserves the right to negotiate any 
aspect of a proposal other than rates of payment in order to ensure that the final agreement 
meets OTDA/BRIA objectives and requirements.
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PREQUALIFICATION REQUIREMENT

Pursuant to the New York State Division of Budget Bulletin H-1032, dated June 7, 2013, 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 
in order for proposals to be evaluated.  Information on these initiatives can be found on the 
Grants Reform website at http://www.grantsreform.ny.gov/Grantees.

Proposals received from not-for-profit applicants that have not registered and are not 
prequalified in the Grants Gateway on the proposal due date of 2:00 PM on 3/09/2016
cannot be evaluated. Such proposals will be disqualified from further consideration.

Below is a summary of the steps that must be completed to meet registration and 
prequalification requirements.  The New York State Prequalification System for Grants Contract 
Vendors Prequalification Manual (A Resource Manual and User’s Guide for Not-for-profit 
Vendors) on the Grants Reform Website details the requirements and an Streamlining State 
Grant Processes online tutorial are available to walk users through the process.

1) Register for the Grants Gateway.

On the Grants Reform 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 
grantsreform@budget.ny.gov .   If you do not know your Password please click the Forgot 
Password link from the main log in page and follow the prompts. 

2) Complete your Prequalification Application.  

Log in to 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 the OTDA 
prequalification representative, Rick Umholtz at Richard.Umholtz@otda.ny.gov or to the 
Grants Reform Team at grantsreform@budget.ny.gov.
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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 has been approved, you will receive a Gateway 
notification that you are now prequalified to do business with New York State.

Vendors are strongly encouraged to begin the process as soon as possible in order 
to participate in this opportunity.

II. Procurement Schedule/Submission Guidelines

(OTDA/BRIA reserves the right to modify the dates as necessary)

Release Date of the Request for Proposals………………..………….. February 5, 2016
Deadline for Written Questions…………..……………………………… February 15, 2016
Response to Questions………………………….…………………….…. February 22, 2016
Due Date and Time for Proposals………………………………….… March 9, 2016, 2pm EST
Anticipated Notification of Awards……………………………….……   May 13, 2016
Anticipated Contract Start Date………………………………………..   September 1, 2016

5



QUESTIONS AND ANSWERS REGARDING THIS RFP

Prospective applicants may submit questions via fax, email or postal correspondence to the individual 
and address below. Questions must be submitted no later than 5:00pm on February 15, 2016 to:

Julie Atwood
New York State Office of Temporary and Disability Assistance

Bureau of Refugee and Immigrant Assistance
40 North Pearl Street, 10th Floor, Section C

Albany, New York 12243-0001
Fax: (518) 473-8698

Email: Julie.Atwood@otda.ny.gov

OTDA/BRIA will respond in writing to questions by February 22, 2016. A written copy of the questions 
and answers will be either mailed or e-mailed to applicants who request one. Questions and answers 
will be posted on the OTDA’s website on the Contracts and Grants Opportunities web page, located at 
http://otda.ny.gov/contracts/

OTDA/BRIA reserves the right to respond to questions submitted after the deadline.

PROPOSAL SUBMITTAL

Applications must be submitted electronically via Grants Gateway at https://grantsgateway.ny.gov  by 
March 9, 2016, by 2:00pm EST. Applicants are strongly encouraged to complete the electronic 
application submission process several days before the application due date to ensure the application 
is successfully accepted by https://grantsgateway.ny.gov.  Applicants should consider that the 
application due date will have a high volume of submissions, which may slow down State systems and 
increase the time needed for applications to be received by https://grantsgateway.ny.gov. Applicants 
must take this processing time into consideration by allowing enough time to enter submissions so that 
the application is submitted error-free by the deadline.  Any proposal received after the deadline 
may be reviewed at the discretion of OTDA/BRIA.  OTDA/BRIA will not accept mailed proposals, 
faxed proposals, or proposals sent via electronic mail.

III. Federal Authority

The federal Office of Refugee Resettlement (ORR) is authorized to grant funds to states for the 
Refugee Social Services Program (RSSP) pursuant to the Refugee Act of 1980, under the authority of 
Sections 412(c) (1) (B) of the Immigration and Nationality Act (INA) (8 U.S.C. 1522(c) (1) (B)), as 
amended (Public Law 96-212) and further amended by the Refugee Assistance Amendments of 1982 
(Public Law 97-363) and Title 45 of the Code of Federal Regulations, parts 400 and 401. The RSSP is 
found under Catalog of Federal Domestic Assistance (CFDA), No. 93.566, of the Department of Health 
and Human Services (DHHS) program title, Refugee and Entrant Assistance - State Administered 
Programs.

Cuban Haitian Program funding is a set-aside allocation of the Federal Fiscal Year quarterly RSSP
allocation. States receiving funds for Cuban Haitian entrants shall direct funding towards individuals 
most in need of additional support, including, but not limited to the newly arrived, individuals without 
voluntary agency support or the long-term unemployed and unintegrated who are unable to access 
adequate services through mainstream assistance.
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More information can be found at the following websites:

https://www.cfda.gov
http://www.acf.hhs.gov/programs/orr/policy#legislative.html
http://www.acf.hhs.gov/programs/orr/resource/state-letter-15-09

IV. Program Description

      Purpose

The New York State (NYS) Office of Temporary & Disability Assistance (OTDA), Bureau of Refugee and 
Immigrant Assistance (BRIA) is proposing a 54-month program to assist eligible Cuban/Haitians to 
navigate through the immigration process in order to ensure a path to self-sufficiency.

The Services to Cuban/Haitian program has the following key objectives:

Improve access to accredited immigration services;
Access to appropriate English language training;
Increase community education; and
Increase the capacity of local service providers.

To accomplish these specific objectives, the Cuban/Haitian Entrant program: 

1. Provides outreach to eligible Cuban/Haitians as potential participants in the program;  
2. Addresses service issues facing eligible Cuban/Haitians, given their lack of immigration
    documents, limited English proficiency, native language literacy and limited work history; and
3. Assists with the process by which eligible Cuban/Haitian obtain necessary immigration and
    work documents as well as helping with legal processes.

V. Eligible Grant Applicants

Eligible applicants include public agencies, county or municipal governments, or any subdivision thereof; 
not-for-profit corporations, including charitable organizations incorporated, registered and in good standing 
with the Charities Bureau of the Attorney General in the State of New York; faith based organizations and 
educational institutions. In addition, eligible applicants must meet one of the following criteria:

Have an immigration attorney on staff OR
Be a Board of Immigration Appeals (BIA) recognized agency with accredited representative on 
staff, OR
Be in the process of receiving BIA recognition/accreditation.

Prospective applicants who want to verify their status as a charitable organization should contact the 
Office of New York State Attorney General, Charities Bureau at 1(800)771-7755 or on the internet at:
http://www.oag.state.ny.us.

Eligible applicants must be located in and do business in New York State.

OTDA/BRIA recommends that vendors file the required Vendor Responsibility Questionnaire online via the 
New York State VendRep System.  To enroll in and use the New York State VendRep System, see the 
VendRep System Instructions available at http://www.osc.state.ny.us/vendrep/vendor_index.htm or go 
directly to the VendRep System online at https://portal.osc.state.ny.us.
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Vendors must provide their New York State Vendor Identification Number when enrolling.  To request 
assignment of a Vendor ID or for VendRep System assistance, contact the Office of the State 
Comptroller’s Help Desk at 866-370-4672 or 518-408-4672 or by email at
ITServiceDesk@osc.state.ny.us.

VI. Service Strategy

Cuban and Haitian communities may not be aware of the services available to assist them with the 
immigration process.   The language barriers they face also impede their ability to become naturalized 
citizens and their path to self-sufficiency.  Therefore, culturally and linguistically appropriate outreach 
services are necessary to educate these communities and to empower them to seek out services of which 
they may not otherwise be aware.

Cuban and Haitian communities benefit from an educational program with an overview of the immigration 
process.  Services to facilitate the immigration process addressing the barriers associated with the lack of 
English skills are strongly urged.  The proposed program should provide information about the immigration 
process coupled with access to immigration assistance either through an attorney, a BIA accredited 
representative, or other agency staff in order to encourage Cubans and Haitians to seek out adjustment in 
their immigration status. 

Through this RFP, OTDA/BRIA intends to provide services to eligible Cubans and Haitians in the two most 
heavily impacted counties, Monroe and Onondaga.  OTDA/BRIA seeks to award one contractor in each of 
the counties.  

Program staff of the successful applicants will:

Outreach to the affected communities by hosting informational workshops/seminars, mass mailing 
and one time print media advertisements or articles such as flyers and brochures that detail the 
program’s available services.  Information shared about the program must be accurate and easily 
understandable.  Therefore, program information must be translated into Spanish and/or Haitian 
Creole to accommodate existing language barriers;

Conduct community education sessions explaining the program and the benefits of pursuing 
status adjustment.  These sessions will be interactive, using culturally appropriate materials 
translated into Spanish and/or Haitian Creole;

Deliver immigration assistance appropriate for the major needs of the population, including 
adjustment of status, documentation, parole issues, court proceedings, naturalization and 
Employment Authorization Document (EAD) concerns.  It will also help participants who have 
unique issues as they arise.  Immigration Assistance will be provided by either an attorney with 
knowledge and experience in immigration law or a BIA Accredited Representative; and

Offer ESL, civics and literacy instruction in traditional classroom settings, but must be flexible 
enough to accommodate the needs of participants.  For example, a community education model 
which may include distance learning, workplace instruction or small group settings at community 
centers, may be used.  Classes will have an open enrollment policy which allows working 
members of the communities or those with busy family schedules an opportunity to participate as 
their schedule will allow thus ensuring flexibility towards achieving 75% completion rate.  An 
ancillary goal of this program offering is to increase the current English language ability of 
participants by one level.  All ESL classes must be taught by New York State Certified ESL 
instructors.
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VII.    Eligible Participants

Program Funds must be used for services to an individual from Cuba or Haiti who meet the following 
eligibility requirements:

A refugee, admitted under Section 207 of Immigration Naturalization Act (INA);
A Cuban or Haitian Entrant (as defined in subdivision (e) of Section 501 of the Refugee      
Education Assistance Act of 1980); and
A Parolee admitted as a refugee under section 212(d) (5) of the Immigration and Nationality Act 
(INA).

VIII. FUNDING LIMITATIONS AND PROVISIONS

AVAILABLE FUNDS

Anticipated allocations and future continuations of contracts are subject to continued availability of 
federal funds and state appropriation of the funds thereof.  Only federal funds designated for the 
Cuban/Haitian Entrant program are available through this RFP.  It is estimated that approximately 
$751,000 will be made available through this procurement for the 54-month contract term.  
Approximately $83,500 will be made available for the first 6 months, beginning September 1, 2016.

DISTRIBUTION OF FUNDS

Through this RFP, OTDA/BRIA intends to select two service providers or entities to operate under this 
program model.  Only one applicant will be awarded from each of the two eligible counties, Monroe and 
Onondaga.

OTDA/BRIA will award all of the available funds to the highest scoring proposal from each of the 
eligible counties.

If the two highest scoring proposals’ award request is less than the total available funds, OTDA/BRIA 
reserves the right to distribute the remaining available funds equally between the top bidders from each 
eligible county.  In the event there is only one bidder from only one eligible county, all available funds 
will be distributed to the sole bidder in that county.

OTDA/BRIA, however, reserves the right to distribute funds as OTDA/BRIA deems necessary to meet 
the goals of this RFP. 

OTDA/BRIA reserves the right to re-distribute the funds based on emergent needs, as well as, available
demographic data.  These decisions will be made in order to serve the greatest number of eligible 
Cubans and/or Haitians in an area.

Initial contract term awards and first budget period award are the result of this competitive procurement.  
During the contract term, however, subsequent budget period awards (see budget period explanation 
below) may vary based on available funding, continuing need, and satisfactory contractor performance, 
as evidenced by voucher claims and program monitoring.
When making subsequent budget awards, OTDA reserves the right to do any of the following:

• Reallocate funds from area to another area;
• Reallocate funding from contractor to contractor;
• Suspend a budget period award to underperforming contractor;
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• Award a lesser budget period award than was awarded in a previous budget period(s) to an 
underperforming contractor; and,

• Award a higher budget period award than was awarded in a previous budget period(s) to an 
over-performing contractor, due to an increased need for services.

CONTRACT TERM and BUDGET PERIODS

This RFP governs the provision of funds for the anticipated 54-month contract term, September 1, 2016 
to February 28, 2021.  A multi-year Work Plan will be required for the 54-month term.  The contract will 
initially require two performance based budget summaries; one for the contract’s full 54-month multi-
year term and one for the first 6-month budget period. A budget summary includes the number of 
contract outcomes to be achieved through delivery of allowable services and the rate of payment for 
each positive outcome.  

During the course of the multi-year contract term, funds will be made available to the contractor for 
each pre-established annual budget period. A 6-month payment schedule will be required for the first 
budget period and a 12 month payment schedule will be required for subsequent budget periods.  BRIA 
anticipates that there will be five budget periods within the contract term as follows:

• Budget Period I:    September 1, 2016 to February 28, 2017
• Budget Period II:   March 1, 2017 to February 28, 2018
• Budget Period III:  March 1, 2018 to February 28, 2019
• Budget Period IV:  March 1, 2019 to February 29, 2020
• Budget Period V:   March 1, 2020 to February 28, 2021

The contract term and the availability of funds are subject to change based on the continued availability 
of Federal funds and contingent on sufficient appropriation authority in the enacted State Budget. 
OTDA reserves the right to terminate contracts at any time if the funding is not available.

IX. Program Information

PERFORMANCE BASED CONTRACTS
Contracts resulting from this procurement will be performance-based.  Contractors will not be 
reimbursed for line-item expenses. Compensation is directly tied to the completion of 
deliverables/outcomes or “payment points.” Documentation of the provision of a “task” (allowable 
service) or a number of tasks to a participant allows a contractor to claim achieved 
deliverables/outcomes. The contractor is paid for the deliverables/outcomes at the established rate, as
defined in the contract.

The applicant’s award request is calculated by multiplying the rates for each deliverable/service outcome
by the units to be achieved per deliverable/service outcome.

An example of the worksheet (Attachment B-2 Performance Based Budget Summary) that will be used 
to calculate these costs is included in Part B and performance based budget summaries for a 6-month 
payment schedule for the first budget period and a 12 month payment schedule which will be required 
for subsequent budget periods, and upload a completed Attachment B-2, Performance Based Budget 
Summary, to calculate costs of the proposed 54-month program.

Contractors' performance data, along with allocation data such as award amounts, contract periods, 
program sites, service locations, and spending information may be posted on OTDA’s web site as 
required.
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PAYMENT RATES

The following chart provides information regarding the payment rate caps for the deliverables/outcomes 
that an agency will provide. These are the maximum rates per deliverable/outcome that OTDA will 
reimburse for services under this RFP.

DELIVERABLE/OUTCOME RATE
OUTREACH $350.00

ORIENTAITION/COMMUNITY          
EDUCATION

$1050.00

IMMIGRATION ASSISTANCE $325.00

ESL/CIVICS/LITERACY $375.00
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DELIVERABLES/OUTCOMES
The parameters and documentation requirements for each deliverable/outcome are provided on the following 
charts. The applicant should use this information to project service levels and allocate funds to each category 
of deliverable/outcome.

In the event of federal regulation or rule changes that affect the deliverable/outcome, budget 
category/deliverable and/or tasks in the chart below, contractors will be notified of the change(s) and will be 
required to comply with the new requirements.

Deliverable/ 
Outcome

Objective
Tasks

Documentation 
Requirements

Outreach Organized 
events/activities to 
inform, educate, and 
assist the target 
population to access 
program services.

The total dollars 
allocated may not 
exceed 5% of the total 
award requested.

Outreach is a non-
client specific payment 
point.

The completion of one 
organized event or activity 
allows the contractor to 
claim one Outreach 
payment point.

Allowable services:

Information 
workshop/seminar
Mass mailing
Targeted one-time 
print media 
advertisement/article

Copy of the agenda 
of the information 
workshop/seminar 
including the date, 
time, location and 
staff person 
conducting the 
workshop/seminar

Or

Copy of the letter sent 
in mass mailing and 
the mailing list

Or

Copy of the published 
advertisement/article

Orientation/Community 
Education

An organized group 
event to familiarize 
clients with 
documentation 
requirements, the 
immigration process, 
and/or other services 
available to them.

Orientation/Community 
Education will include the 
following topics:

•Immigration 
Documentation

•Adjustment of Status
•Employment 

The completion of one 
orientation allows the 
contractor to claim one 
Orientation/Community 
Education payment 
point

The sign in sheet from 
the orientation which 
includes the date, 
time, location and staff 
person conducting the 
orientation
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Authorization

•Temporary Protected 
Status (Haitians Only)

•Naturalization

•Deferred Action

A minimum of four 
orientations per budget 
period is suggested

Orientation is a non-
client specific payment 
point

ESL/Civics/Literacy Completion of ESL 
and/or Civics and/or 
Literacy course by an 
enrolled client.

ESL/Civics/Literacy is a 
client specific payment 
point

Individual’s attendance of 
at least 75% of one of the 
following allows the 
contractor to claim one 
ESL/Civics/Literacy 
payment point.

Allowable services:

•ESL Course

•Civics Course

•Combined        
ESL/Civics Course

•Literacy Course

Payment limit:  Six (6) 
payment points per 
individual per contract 
term may be claimed

Application for 
Services signed and 
dated by both the 
client and agency 
representative once 
the application is 
complete and prior to 
services being 
provided.  The agency 
supervisor must sign 
and date the 
application within 30 
days of the client and 
agency representative 
signatures, or prior to 
submission of a 
voucher – whichever 
date is earlier.

Proof of immigration 
status*

A copy of the class 
attendance sheet 
which includes the 
date, time, location 
and staff person 
conducting the class 
for each date that the 
enrolled client 
attended.
A case note 
documenting the 75% 
attendance.

13



Immigration 
Assistance

Immigration Assistance 
must be provided by one 
of the following:

•Attorney

•BIA Accredited 
Representative

•Other appropriate staff
working under the 
supervision of an 
Attorney or BIA 
accredited representative

Immigration Assistance 
is a client specific 
payment point

The completion of one 
allowable service to an 
individual to address legal 
or immigration status 
issues allows the 
contractor to claim one 
Immigration Assistance 
payment point.

Allowable services:

•Consultation about an 
individual’s immigration 
status or any other 
immigration related issues 
requiring services.

•Intervention on behalf of 
the individual regarding 
their immigration status or 
any other immigration 
related issues requiring 
some type of 
communication with 
USCIS

•Application for Services 
signed and dated by both 
the client and agency 
representative once the 
application is complete 
and prior to services 
being provided. The 
agency supervisor must 
sign and date the 
application within 30 days 
of the client and agency 
representative signatures, 
or prior to submission of a 
voucher – whichever date 
is earlier.

•Proof of immigration 
status*
•A detailed case note 
entry documenting 
completion of services 
provided to the individual.

* Proof of immigration status of each program participant is required prior to vouchering.

ADDITIONAL DELIVERABLE/OUTCOME INFORMATION

Outreach

Outreach is measured by the number of instances of outreach rather than the number of persons 
reached.  
Information workshops/seminars in the form of home or office visits are not allowed.

Orientation/Community Education

Orientation/Community Education is defined as holding organized group events to familiarize clients 
with documentation requirements, the immigration process, and/or other services available to them.  
Orientation/Community Education cannot be a home or office visit with the client.

ESL/Civics/Literacy

Referrals are not considered an achievement of the payment point.
The course must be provided directly by funds awarded under this contract.
The proposal must specify the total number of sessions within a course as well as the course start and 
end dates.
Payment for this payment point is limited to individuals 18 years of age and over.

14



Immigration Assistance

Making a referral is not considered an achievement of the payment point.  You must directly provide 
one allowable service to claim one payment point

X.  Selection Process

Proposals should contain all items as indicated in Part B, the Application Package. Failure to provide any 
items will result in a decrease of the total score. Factors considered in arriving at a total score include:

• The applicant’s experience with, and knowledge of, specific cultural and linguistic needs of the 
eligible service population;

• Sufficient proposed project staff, in numbers and qualifications; 
• The applicant’s demonstrated ability to provide effective service programming in New York State;
• The applicant’s distribution of outcomes in the budget summaries; and,
• The applicant’s payment point summaries that reflect the overall intent of the program.

Each proposal will be read and scored by two reviewers from OTDA. All scores will be averaged and the 
average scores will be ranked from highest to lowest in each county. Proposals will be reviewed in 
accordance with the scoring criteria referenced below.  

OTDA/BRIA reserves the right to conduct site visits and solicit the opinion of applicants other funding 
sources prior to making a funding decision.

Each proposal will be scored on an established evaluation form.  Points will be awarded as shown below. 

Technical Evaluation Maximum Points
Agency Experience & Capacity 15
Target Population & Need for 
Assistance

15

Program Description & Implementation 45
Financial Evaluation
Budget Summaries 20
Audited Financial Statement 5

Total     100

If additional funding becomes available or if circumstances otherwise allow OTDA/BRIA to fund additional 
contractors, OTDA/BRIA reserves the right to reconsider any eligible proposals submitted in response to 
this RFP using the same scoring criteria and award methodology. Updated information may be requested 
as deemed necessary by OTDA/BRIA. OTDA/BRIA also reserves the right to issue a new RFP at any 
time during the contract term to solicit new proposals.

XI. Award Procedures

CONTRACT DEVELOPMENT PROCESS
OTDA/BRIA will begin the contract development process with successful applicants after the awards 
have been announced. The successful applicants may be asked to provide updated work plans and 
performance based budget summaries that specify the services to be delivered, project goals, 
deliverables/outcomes, claiming process, and other information. The contract will include standard terms 
and conditions such as the confidentiality of records, restrictions on publications, and standard contract 
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termination clauses The contract will constitute a legal agreement between the selected applicant and 
the State of New York and will be in effect for the full period of the contract term.

The contracts will have a term of 54 months and will contain work plans and performance based budget 
summaries reflecting goals and objectives for the 54 month time period, as well as, a 6-month payment 
schedule which will be required for the first budget period and a 12 month payment schedule which will
be required for subsequent budget periods.

PAYMENT
The contractor will not be reimbursed for line item expenses. Under performance-based contracts, the 
contractor will be paid for achieving specified deliverables/outcomes described herein.  Payment will be 
made only for deliverables/outcomes for which positive outcomes are documented and for appropriately 
completed and submitted vouchers.

No payments will be made until the contract is fully executed and signed by the State Comptroller and 
the State Attorney General. Once the contract has been fully executed by OTDA (signed and approved
by OTDA, the State Attorney General and the Office of the State Comptroller), OTDA may, at its 
discretion, advance up to 25 percent of the first budget period amount, if requested and if deemed 
appropriate by OTDA/BRIA.  There will be no advances for subsequent budget periods.  Contractors will 
work at their own risk if they conduct program activities before the contract is fully executed.

XII. Records and Record Keeping

RECORD KEEPING
The Contractor must maintain current and accurate fiscal and accounting controls to support the claims 
for deliverables/outcomes claimed under the contract.  Records must adequately identify revenue 
sources and expense items for all contract activities.  Accounting records must be supported by clear 
documentation for all funds received and disbursed.  Records must be retained and be accessible for a 
period of six years from the end of the contract or last payment or last contract transaction.

However, if any claim, audit, litigation, or State/Federal investigation is commenced 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 finally resolved.  OTDA/BRIA or its designee shall 
have access to any records relevant to the project (including but not limited to books, documents, 
photographs, correspondence, and records), for audits, examinations, transcripts, and excerpts.  If 
OTDA/BRIA determines that such records possess long-term or historic value, they must be 
transferred, upon request, to OTDA/BRIA.

If a selected contractor expends $750,000 or more in Federal funds during any one fiscal year, the 
contractor will be subject to the audit requirements and provisions of OMB Super Circular, found in 
Federal regulations at 2 CFR Part 200 (Subparts A – F) - Uniform Administrative Requirements, Cost 
Principles, and Audit Requirements for Federal Awards; and all other audit requirements determined 
applicable by the OTDA/BRIA. Appendix A1 of the Contract document reviews specific audit 
requirements.  

REPORTING AND VOUCHERING REQUIREMENTS
The BRIA Information Network (BIN) is the required method to be used by contractors to report 
individual participant data and contract performance, and to prepare claims for payment.  

The contractor must have sufficient equipment and a system environment to use the BIN system, as 
follows:
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The WEB browser Microsoft Internet Explorer (version 8.0 or greater).  This is free and can be 
downloaded from the Microsoft website;

Internet service (via DSL, Cable Modem, Dial-up, etc.);

Desktop computer(s) or laptop computer(s) with internet access; and,

Laser Printer.

Contractor staff, including fiscal staff, should have computers capable of accessing BIN.

Reports and vouchers must be submitted by the contractor on a quarterly basis during the contract 
term, unless otherwise specified.  Payments will be based on vouchers and any necessary documents 
that support the deliverables/outcomes in the performance based budget summary.  Additional 
reporting, as may be determined by OTDA/BRIA, may also be required. Participant-specific 
deliverables/outcomes require a Social Security Number (SSN) to be entered into BIN to claim 
deliverables/outcomes for allowable services provided to a participant. 

Final reports and vouchers, known as “close-out” vouchers, are due within 60 days after the completion 
of, or termination of, the contract.

BIN provides contractors and subcontractors access to individual participant application for services, 
family self-sufficiency, and individual service plan screens for the purposes of screening and enrolling 
applicants, establishing financial targets for employment outcomes (if applicable), and developing 
service plans.  A participant’s service history with any OTDA/BRIA contractor will be made available to 
contractor/subcontractor intake staff to assist in data collection and in determining the potential for 
payment for service outcomes for the participant.

The contractor must enter performance information into BIN as participant outcomes are achieved.  The 
contractor may review and approve subcontractor’s performance information in the BIN system.

After the end of a contract quarter, the contractor generates from BIN voucher forms with the payment 
claims amount for contractor review and subsequent submission to BRIA for payment.  In addition to 
BIN generated reports, backup documentation must be maintained on site by the contractor and must 
be accessible for review by OTDA/BRIA at any time.

BIN generates the Claim for Payment, Program Service Report, and Comprehensive Program Report, 
all of which must be submitted to OTDA/BRIA on a quarterly basis. 

CASE RECORDS

The contractor must adhere to OTDA/BRIA instructions regarding case records as stated in the contract 
and in related OTDA/BRIA manuals, directives, and other forms of notification.  The dates of service 
recorded in BIN must be consistent with the actual service dates recorded in the case record.

MONITORING

OTDA/BRIA will monitor projects on a regular basis throughout the life of the contract.  Monitoring may 
include site visits, regular telephone contact and/or discussions of monthly progress reports.  The goals 
of project monitoring are to ensure that the terms of the contract are being met and to provide technical 
assistance, where necessary, to help the contractor meet these terms.  OTDA/BRIA reserves the right 
to conduct site visits and make telephone contact to subcontractors as a means of monitoring the prime 
contractor’s performance.
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Monitoring activities will concentrate on proper documentation of claims in the contractor’s case records 
for each participant or service claimed.

AMENDMENTS TO THE CONTRACT

Amendments and modifications of executed contracts are sometimes necessary to accommodate the 
needs of both the contractor and OTDA/BRIA.  These changes, which must be by mutual written 
agreement, may include modification to reimbursement schedules, time and money amendments, or 
no-cost extensions as necessary.  Contract modifications, including amendments and no-cost time 
extensions, will be made at the discretion of the OTDA/BRIA and in certain instances with the approval 
of the Attorney General and the Office of the State Comptroller. Rates cannot be changed, except for 
possible annual adjustments based on the consumer price index increase at the discretion of 
OTDA/BRIA. 

XIII. General terms and Conditions

NYS OTDA/BRIA reserves the right to terminate in whole or in part, or modify the contract at its 
discretion or due to the unavailability of funds.

If additional funding becomes available, OTDA/BRIA reserves the right to subsequently reconsider 
eligible proposals submitted in response to this RFP at that time, using the same scoring criteria and 
award methodology.  Updated information may be requested as deemed necessary by OTDA/BRIA. 
OTDA/BRIA also reserves the right to issue a new RFP to solicit new proposals.
                                                                                                                                                     
The terms and conditions for all funded projects are specified in a detailed contract which must be 
signed by OTDA and approved by the New York State Attorney General Office and the Office of the 
State Comptroller before any work has begun or payments are made. The successful applicant will be 
sent the complete standard contract for execution.  The Applicant is encouraged to review sections of 
the contract that are attached before submitting an application.

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 the provision of goods and services.  OTDA may require the Contractor to demonstrate 
how the Contractor has complied or will comply with the aforesaid policy.

The contractor will be required to comply with all applicable Federal and State laws and regulations. 

The contract award will be made to the applicants whose proposals are determined to best meet the 
criteria for proposal evaluation and selection set forth in this RFP. 

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, and as to award by 
the NYS Division of Budget and by the NYS Office of the State Comptroller.

This RFP does not commit OTDA to award any contracts to pay the costs incurred in the preparation of 
a response to this RFP, or to procure or contract for services.

OTDA/BRIA reserves the right to amend, modify or withdraw this RFP and to reject any proposals 
submitted, and may exercise such right at any time without notice and without liability to any applicant 
or other parties for any expenses incurred in the preparation of a proposal.
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This RFP and any contract resulting from this RFP is subject to all applicable laws, rules and 
regulations promulgated by any Federal and State authority having jurisdiction over the subject matter 
thereof.

OTDA/BRIA reserves the right to seek clarifications and revisions of proposals and to require 
clarification at any time during the procurement process and/or require correction of arithmetic or other 
apparent errors for the purpose of assuring a full and complete understanding of an offerer’s proposal 
and/or to determine an offerer’s compliance with the requirements of the solicitation.  

OTDA/BRIA reserves the right to use proposal information obtained through site visits, management 
interviews and the State’s investigation of a bidder’s qualifications, experience, ability or financial 
standing, and any material or information submitted by the bidder in response to the agency’s request 
for clarifying information in the course of evaluation and/or selection under the RFP. OTDA/BRIA 
reserves the right to use any and all ideas submitted in the proposals received. 

OTDA/BRIA reserves the right to award contract(s) to as many or as few applicants as it may select, 
and reject all proposals which do not conform to the instructions given in the RFP. OTDA/BRIA 
reserves the right to conduct contract negotiations with the next responsible bidder, should the agency 
be unsuccessful in negotiating with the selected bidder.  

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. 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 A-2 (Federally Funded Grants)
• Attachment B-2, (Performance-based Budget)
• Attachment C (Work Plan)
• Attachment D (Payment and Reporting Schedule)

All plans and working documents prepared by the applicant under the contract to be awarded will 
become the property of the State of New York. OTDA/BRIA reserves the right to use any and all ideas 
submitted in the proposals received.

Submission of a proposal will be deemed to be the consent of the applicant to any inquiry made by 
OTDA/BRIA of third parties with regard to applicant’s experience or other matters relevant to the 
proposal. OTDA/BRIA 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, personnel information, or other funding source information.

All products, deliverable items, and working papers resulting from this contract will be the sole property 
of OTDA/BRIA and the applicant is prohibited from releasing these documents to any persons other 
than the Commissioner of the Office of Temporary and Disability Assistance 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 corporation or municipality and who may be contacted during the 
period of proposal evaluation.
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XIV. Minority and Women-Owned Business Enterprise (M/WBE) and Equal 
Employment Opportunity (EEO) Participation Requirements

CONTRACTOR REQUIREMENTS AND PROCEDURES FOR BUSINESS PARTICIPATION 
OPPORTUNITIES FOR NEW YORK STATE CERTIFIED MINORITY-AND WOMEN-OWNED BUSINESS 
ENTERPRISES AND EQUAL EMPLOYMENT OPPORTUNITIES FOR MINORITY GROUP MEMBERS AND 
WOMEN

NEW YORK STATE LAW

Pursuant to New York State Executive Law Article 15-A and 5 NYCRR 140-145 OTDA recognizes its obligation 
under the law to promote opportunities for maximum feasible participation of certified minority and women 
owned business enterprises and the employment of minority group members and women in the performance of 
OTDA contracts.  

In 2006, the State of New York commissioned a disparity study to evaluate whether minority and women 
owned business enterprises had a full and fair opportunity to participate in state contracting.  The findings of 
the study were published on April 29, 2010, under the title "The State of Minority and Women-Owned Business 
Enterprises: Evidence from New York" (“Disparity Study”).  The report found evidence of statistically significant 
disparities between the level of participation of minority and women owned business enterprises in state 
procurement contracting versus the number of minority and women owned business enterprises that were 
ready, willing and able to participate in state procurements.  As a result of these findings, the Disparity Study 
made recommendations concerning the implementation and operation of the statewide certified minority- and
women owned business enterprises program.  The recommendations from the Disparity Study culminated in 
the enactment and the implementation of New York State Executive Law Article 15-A, which requires, among 
other things, that OTDA establishes goals for maximum feasible participation of New York State Certified 
minority and women owned business enterprises (“MWBE”) and the employment of minority groups members 
and women in the performance of New York State contracts.

Business Participation Opportunities for MWBEs

For purposes of this solicitation, OTDA hereby establishes an overall goal of 0% for MWBE participation, 0%
for New York State certified minority-owned business enterprises (“MBE”) participation and 0% for New York 
State certified women-owned business enterprises (“WBE”) participation (based on the current availability of 
qualified MBEs and WBEs).  A contractor (“Contractor”) on the subject contract (“Contract”) must document its 
good faith efforts to provide meaningful participation by MWBEs as subcontractors or suppliers in the 
performance of the Contract and the Contractor agrees that OTDA may withhold payment pending receipt of 
the required MWBE documentation.  The directory of MWBEs can be viewed at: 
https://ny.newnycontracts.com.  For guidance on how OTDA will determine a Contractor’s “good faith efforts,” 
refer to 5 NYCRR §142.8.

In accordance with 5 NYCRR §142.13, the Contractor acknowledges that if it is found to have willfully and 
intentionally failed to comply with the MWBE participation goals set forth in the Contract, such finding 
constitutes a breach of Contract and OTDA may withhold payment from the Contractor as liquidated damages.  

Such liquidated damages shall be calculated as an amount equaling the difference between: (1) all sums 
identified for payment to MWBEs had the Contractor achieved the contractual MWBE goals; and (2) all sums 
actually paid to MWBEs for work performed or materials supplied under the Contract.

By submitting a bid or proposal, a bidder on the Contract (“Bidder”) agrees to demonstrate its good faith efforts 
to achieve its goals for the utilization of MWBEs by submitting evidence thereof through the New York State 
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Contract System (“NYSCS”), which can be viewed at https://ny.newnycontracts.com, provided, however, that a 
Bidder may arrange to provide such evidence via a non-electronic method by contacting their contract 
manager.  Please note that the NYSCS is a one stop solution for all of your MWBE and Article 15-A contract 
requirements.  For additional information on the use of the NYSCS to meet Bidder’s MWBE requirements 
please see the attached MWBE guidance, “Your MWBE Utilization and Reporting Responsibilities Under 
Article 15-A.”  

Additionally, a Bidder will be required to submit the following documents and information as evidence of 
compliance with the foregoing:

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

OTDA will review the submitted MWBE Utilization Plan and advise the Bidder of OTDA acceptance or issue a 
notice of deficiency within 30 days of receipt.

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

OTDA may disqualify a Bidder as being non-responsive under the following circumstances: 
a. If a Bidder fails to submit  a MWBE Utilization Plan;  
b. If a Bidder fails to submit a written remedy to a notice of deficiency;  
c. If a Bidder fails to submit a request for waiver; or 
d. If OTDA determines that the Bidder has failed to document good faith efforts. 

The Contractor will be required to attempt to utilize, in good faith, any MBE or WBE identified within its MWBE 
Utilization Plan, during the performance of the Contract.  Requests for a partial or total waiver of established 
goal requirements made subsequent to Contract Award may be made at any time during the term of the 
Contract to OTDA, but must be made no later than prior to the submission of a request for final payment on the 
Contract.

The Contractor will be required to submit a Contractor’s Quarterly M/WBE Contractor Compliance & Payment 
Report to the OTDA, by the 10th day following each end of quarter over the term of the Contract documenting 
the progress made toward achievement of the MWBE goals of the Contract.

Equal Employment Opportunity Requirements

By submission of a bid or proposal in response to this solicitation, the Bidder/Contractor 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 Contractor is required to ensure that it and 
any subcontractors awarded a subcontract over $25,000 for the construction, demolition, replacement, major 
repair, renovation, planning or design of real property and improvements thereon (the "Work"), except where 
the Work is for the beneficial use of the Contractor, undertake or continue programs to ensure that minority 
group members and women are afforded equal employment opportunities without discrimination because of 
race, creed, color, national origin, sex, age, disability or marital status. For these purposes, equal opportunity 
shall apply in the areas of recruitment, employment, job assignment, promotion, upgrading, demotion, transfer, 
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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 Bidder will be required to submit a Minority and Women Owned Business Enterprises and Equal 
Employment Opportunity Policy Statement, Form OTDA 4970, to OTDA with their bid or proposal.

For purposes of this solicitation, OTDA hereby establishes an Equal Employment Opportunity participation goal 
of 20%. To ensure compliance with this Section, the Bidder will be required to submit with the bid or proposal 
an Equal Employment Opportunity Staffing Plan (Form OTDA 4934 - Staffing Plan) identifying the anticipated 
work force to be utilized on the Contract and if awarded a Contract, will, on a quarterly basis or upon request, 
submit an Equal Employment Opportunity Workforce Employment Utilization Compliance Report identifying the 
workforce actually utilized on the Contract, if known, through the New York State Contract System; provided, 
however, that a Bidder may arrange to provide such report via a non-electronic method by contacting their 
contract manager. 

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.
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PART B – Instructions for Completing the Application

Please read Pages 1-22 of the Request for Proposals carefully before completing the application. The entire
Services to Cuban and Haitian Entrants Application must be submitted in Grants Gateway. Read and follow all 
instructions while completing the screens in Grants Gateway.  A printed version of the application appears in 
Part D.
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Completing the Application

Here are some general guidelines for navigating the Grants Gateway System:
Log into Grants Gateway as a Grantee, Grantee Signatory or Grantee System 
Administrator.
Click the button.
From the “search by funding agency” drop-down menu, select Office of Temporary and 
Disability Assistance.  Click .
Locate Cuban Haitian Entrant Program and click on the blue link.
Click the button.
From the , complete the forms described in these instructions.  Screens 
from the Forms Menu do not have to be completed in any particular order.  Certain forms 
may be left blank if they do not apply to your application, such as the budget items not 
requested.  There will be a “global warning” error if you try to submit an application 
without completing required forms.
You must SAVE YOUR WORK before moving onto a new screen.
If you do not complete the application in one session, it will be in your “tasks” 

box, , labeled .  Another way to find an application in process 

is to click the tab at the top of the screen.

Please note: Although those logged in as Grantee may work on the application, only those logged in as 
a Grantee Signatory or a Grantee System Administrator can submit the application to the State. 

When the application is ready for submission, click the tab, then click the  
button under “application submitted”.

Other helpful information:
There is a Grantee Application Tutorial Video available. After logging into Grants Gateway, click 
the tab at the top of the screen.
Helpdesk information: Monday thru Friday 8am to 8pm

Phone: 1-800-820-1890 Email: helpdesk@agatesoftware.com

Screens to complete in the Forms Menu in Grants Gateway are as follows:

Find Enter your search criteria then click .
Click the link for your opportunity.
From the , complete the following Forms/Screens listed below. Sections from the Forms
Menu 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 saved, 
return to the and click on the next section to be completed.

Project Site Address Screen- Enter all the site addresses, one site per screen, including agency specific 
regional information.  Regional council is n/a.
Click .
Click for additional screens.
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Program Specific Questions- Follow the instructions at the top of the screen.  Answer all questions in this 
section. Narrative answer spaces are limited to maximum of 4,000 characters text and OTDA expects answers
to be concise.  Upload forms when required. Upload optional forms when applicable or write n/a in the 
narrative answer space.

   Your responses should address the following:

Describe your organization’s experiences in providing services to Cuban/Haitian Entrants and/or other 
eligible populations.
Describe your organization's other programs and services that it operates and how these programs or 
services will be used to enhance the effectiveness of the proposed program.
Describe your organization's working relationships with other local agency's including what specific 
resources clients will gain through these relationships.
Describe that your organization has an on staff attorney and/or accredited representative with the 
Board of Immigration Appeals (BIA).
If your organization is not BIA recognized or accredited describe the plan to become BIA accredited, 
including the timeframe when this is to take place.
Describe the eligible target populations in your community(ies)/county and their countries of origins
Describe the special needs or unique circumstances of the target population.
Describe why the services of the Cuban and Haitian program is needed and how your organization 
proposed program will address the special the needs or unique circumstances of the target population
Describe the physical location(s) of the project.
Please provide a client flow chart that depicts the proposed program from intake to discharge.
Describe and identify potential barriers that may affect service delivery and how your agency will 
address them 
Describe how your agency would obtain and incorporate input from the target population in the 
development/implementation of the proposed program.
Describe staff language capacity and how services will be provided in a culturally and linguistically 
appropriate manner. Also describe how staff will assist members of the target population for whom the 
agency has no language capacity.
Describe how staff will receive regular training and updates on the latest immigration issues.
Describe if your agency requires a start up period to hire personnel, recruit participants, purchase 
supplies or train personnel.  If yes describe the time.
Submit from your agency a Key Personnel Profile including staff members name and job title, 
qualifications, responsibilities, language spoken and percent of time to be spent on the proposed 
project and supervisor.
If applicable, provide a list of proposed subcontractors including name, contact person, address, phone 
number and the specific services that subcontractor will provide. Describe in detail your process for 
monitoring subcontractors if any.
Describe in sufficient detail the activities, tasks, or strategies employed to achieve each objective. 
Describe how the documentation requirements will be obtained and maintained. Describe the number 
of staff persons, each staff person's roles and responsibilities in providing the required and/or allowable 
services, and how staff will provide the services in a linguistically and culturally appropriate manner.
Click .

Performance Based Budget Summary Screens-
Complete the Performance Based Budget Summary screen for grant funds requested for the first 
budget period (September 1, 2016 – February 28, 2017).
Complete the Performance Budget by clicking the in the top right corner of the screen. 
Under “Details” in the textbox next to “Deliverable/Outcome” type the deliverable/outcome (ex. 
Immigration Assistance) that your agency will provide. 
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Under “Financial”, using the maximum payment rates on page 11 of the RFP as a guide, complete 
“Total Amount Per Unit” and “Grant Amount Per Unit”. 
The same number should be in both boxes.
Under “Number of Units” include the total number of units of the deliverable/outcome your agency is 
proposing for the first 6 month budget period.
Under “Total Grant Funds” put the amount per unit multiplied by the number of units to get the total 
amount being requested for the deliverable/outcome.
Click 
Repeat this process for each deliverable/outcome your agency will provide in your proposed Work Plan. 
Only use whole dollar amounts for funds requested.

Work Plan: Grant Opportunity Defined Screens- Section consists of the work plan overview form, 
deliverables/outcomes, tasks and performance measures.

Work Plan Overview Screen- This section should be completed from a 6 month perspective. Therefore the 
first Work Plan should be September 1, 2016 – February 28, 2017.

Deliverables/Outcomes and Tasks Screen-
Each deliverable/outcome will appear on its own screen. 
To start, select the deliverable/outcome you want to work on from the drop down and click
(Example: Immigration Assistance).  
Next to the required and/or allowable task you want to work on, click under Performance 
Measure (Example: Consultation about an individual’s immigration status).
In the Performance Measure Name field, enter your first task. 
This field allows for very few characters (Example: Consultation on status – immigration).
In the Narrative field define in sufficient detail (who, what, when, where, how) the method of service 
delivery providing the required and/or allowable tasks to achieve the deliverable/outcome.

Using Immigration Assistance as an example, if you have more than one Immigration Assistance, click
at the top of the screen and enter a different performance measure (Example: Intervention on 

behalf of individual immigration status), and complete the Narrative field. 
Click 
There is a 4,000 character limit on the performance measure narrative section.  
Although not required, examples of the Employment Authorization Documentation (I-766) or Adjustment 
of Status (I-485) forms, etc. may be attached.

For each task, include the number of staff and each staff person’s role and responsibilities in providing the 
required and/or allowable task.

If a subcontractor will provide a required and/or allowable task, indicate such.

IMMIGRATION ASSISTANCE
Describe the method of service delivery (who, what, when, where, how) for each task that your agency 
proposes to provide and how each will be delivered (group, workshop or individually).
Service providers are not required to provide all allowable Immigration Assistance tasks.

ESL/CIVICS/LITERACY
Describe and define your agency’s process for enrolling participants into the courses.
Describe your agency’s process for providing ESL/Civics/Literacy to participants enrolled into the 
courses.
Describe your agency’s plan for verifying the participant completed the courses.
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OUTREACH
Describe your agency’s process for providing participants with information regarding organized events 
and activities.
Describe your agency’s process for informing, educating, and assisting the participants/target 
population to access program services.
Describe your agency’s plan for documenting the performance of this task.

ORIENTATION/COMMUNITY EDUCATION
Describe your agency’s process to familiarize clients with documentation requirements, the immigration
process, and/or other services available to them.
Describe your agency’s plan for documenting the performance of this task.

Pre-Submission Upload Screen- Download all forms by following the links available on the Upload Screen, or 
print the forms from Section B 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.  

In the section of the forms menu, there is an Excel document of Attachment B-2
Performance Based Budget Summary form on which the applicant must indicate the funds requested 
for the 54-months contract term

This form should correlate with the budget developed on the Performance Budget screens. 
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PART C – Forms to Upload

Upload all required forms in the places designated throughout the application:

General Information - Complete all applicable sections and upload with the application
Agency Organizational Chart - Upload your agency’s organizational chart.
Participant Flow Chart - Upload a participant flow chart depicting your agency’s service 
delivery sequence.
Key Personnel Profile - Upload a chart that depicts the staff involved with the project. For each 
staff member listed, include the person's name and job title, the responsibilities of the person, 
the required qualification for the position, the name and title of the supervisor, and the full time 
equivalent (FTE) of the person's position.
Attachment B-2 Performance Based Budget for 6 and 54 Month Contract Term - Complete 
and upload the performance budget for the 6 and 54-month contract term based on the unit 
rates established on the annual budget completed on the Performance Based Budget Summary 
screens.
Agency Agreement Form - Sign, complete and upload with the application
Subcontractor and Supplier Identification Form - Complete all applicable sections and 
upload with the application.
Equal Employment Opportunity Staffing Plan - Complete all applicable sections and upload 
with the application.
M/WBE – EEO Policy Statement - Complete all applicable sections and upload with the 
application.
Most recently Audited Financial Statements - Upload your agency’s most recent Audited 
Financial Statements.
Proof of Workers’ Compensation Coverage - Upload your agency’s most recent certificate of 
workers’ compensation insurance.
Proof of Disability Benefits Coverage - Upload your agency’s most recent certificate of 
disability benefits insurance.

The New York State Vendor Responsibility Questionnaire Not-For-Profit Business Entity will not be a 
required upload in Grants Gateway. Instructions on how to complete and file the questionnaire can be found on 
the VendRep website www.osc.state.ny.us/vendrep.

The New York State Grants Gateway Vendor’s Quick Start Guide can be downloaded via the Pre-
Submission Uploads screen in Grants Gateway or found online at 
http://grantsreform.ny.gov/sites/default/files/grantee_quick_start_guide.pdf
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GENERAL INFORMATION
SERVICES TO CUBAN/HAITIAN ENTRANTS APPLICANT PROJECT INFORMATION
INDICATE TYPE OF ORGANIZATION CARRYING OUT THE ACTIVITY: 

       PUBLIC AGENCY             FAITH BASED NON-PROFIT        OTHER NON-PROFIT 

APPLICANT NAME:_______________________________________________________________________

EXECUTIVE DIRECTOR: __________________________________________________________________

BUSINESS ADDRESS: ____________________________________________________________________

CITY_____________________ STATE ______________________ ZIP CODE_________________________

PHONE: (____) _______________________________ FAX :( ____) ________________________________

Email Address: ___________________________________________________________________________

PROJECT ADDRESS (if other than business address):
________________________________________________________________________________________

PROGRAM CONTACT: ____________________________________________________________________

ADDRESS_______________________________________________________________________________

CITY____________________________ STATE _____________________ ZIP CODE___________________

PHONE: (____) _______________________________ FAX :(____) _________________________________

Email Address: 
_____________________________________________________________________________

What is your organization’s Federal Employer Identification number? _________________________________

Applicant Fiscal Year: (Example: July 1 - June 30)? ______________________________________________

Please provide the following identifying information regarding the project:

Community District(s) NYC only: Federal Congressional District(s):
_______________________________          ___________________________________
State Assembly District(s): State Senate District(s):
_______________________________          ___________________________________

What is your organization’s six digit State Registered Charitable Organization number? __ __ __ __ __ __
Is your organization current with the NYS Office of the Attorney General Charities registration filing 
requirements?   ______ YES ______ NO
If not, why? ________________________________________________________________________

COUNTY/ COUNTIES (WHERE SERVICES ARE TO BE PROVIDED) ____________________________
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ACCESSIBILITY DETERMINATION 

Is project site: wheelchair accessible? Yes No

Does your agency conform with Title III ADA requirements?       Yes      No

If facilities are not accessible to persons with disabilities, state what physical changes will be made to conform 
to the Americans with Disabilities Act of 1990 and the regulations promulgated thereunder, and the expected 
completion date for any such physical changes.
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________

Are materials available in alternative formats for persons with disabilities? (i.e. Braille, Audio Recording etc.) 
Yes           No

No further entries on this page.
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Attachment B-2 Performance-Based Budget Summaries
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AGENCY AGREEMENT

It is understood and agreed to by the applicant that (1) This RFP does not commit the New York State Office of 
Temporary and Disability Assistance (OTDA) to award any contracts, pay the costs incurred in the preparation 
of response to this RFP, or to procure or contract services.  (2) OTDA reserves the right to amend, modify or 
withdraw this RFP and to reject any proposals submitted, and may exercise such right at any time and without 
notice and without liability to any Offeror or other parties for their expenses incurred in the preparation of a 
proposal or otherwise.  Proposals will be prepared at the sole cost and expense of the Offeror.  (3) OTDA 
reserves the right to accept or reject any or all proposals that do not completely conform to the instructions 
given in the RFP, including time frames for submission thereof.  (4) Submission of a proposal will be deemed 
to be the consent of the applicant to any inquiry made by OTDA of third parties with regard to the applicant's 
experience or other matters deemed by OTDA relevant to the proposal.  (5) Funds granted for this project will 
be used only for the conduct of the project as approved. (6) The contract may be terminated in whole, or in 
part, by OTDA.  Such termination shall not affect obligations incurred under the contract prior to the effective 
date of such termination.  (7) When funds are advanced any unexpended balance or funds unaccounted for at 
the end of the approved period must be returned.  (8) Any significant revision of the approved project proposal 
must be requested in writing by the contractor prior to enactment of the change.   (9) Progress reports must be 
submitted as required by OTDA.  The final program and financial reports must be submitted within a specified 
time period after the project terminates.  Necessary records and accounts including financial and property 
controls will be maintained and made available to OTDA for audit purposes.  (10) All reports of investigations, 
studies, and publications made as a result of this proposal must acknowledge the support provided by OTDA. 
(11) All personal information concerning individuals served or studies conducted under the project are 
confidential and such information may not be disclosed to unauthorized persons, corporations, or agencies.  
(12) OTDA reserves a royalty free non-exclusive license to use and to authorize others to use all copyrighted 
material resulting from this project.  (13) Successful applicants will be subject to the State's prompt contracting 
law.  (14) Selected contractors agree to be bound by the Minority and Women-Owned Business 
Enterprises/Equal Employment Opportunity anti-discrimination provisions as more fully set forth in this RFP..  

OTDA reserves the right, if funds become available, to reconsider additional proposals submitted in response 
to this RFP at that time, using the same scoring criteria and award methodology, in lieu of releasing a new 
RFP, if deemed to be in the best interest of the State.

OTDA anticipates making an award to administer projects for sixty (54) months.  Projects may be renewed for 
additional periods depending on continued need for the services, achievement of anticipated outcomes, 
continued availability of funding and at the sole discretion of OTDA.  For those applicants selected as a result 
of this Request for Proposals (RFP), subsequent year's funding may be at a decreased level.

The applicant certifies that to the best of his/her knowledge and belief the information in this application is true 
and correct, that he/she will comply with the above agreement if the grant is received, and that this constitutes 
a firm offer for 180 days.

(Signature of official authorized to sign for applicant) (Date)

_________________________________________________________________________________
(Type name and title)
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PART D – Printed Version of Grants Gateway Application
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No further entries on this page.
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