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AUTHORIZED AGENCY CONTACT PERSONS 
 
Proposers are advised that the authorized agency contact persons for specific matters concerning this 
Request for Proposal are: 
    
Procurement Questions  RFP Content Questions
 
Rosa Elsevyf-Conrad Nancy Russell 
Office of Procurement    Planning, Research, and Program Development 
Dept. of Youth & Community Development Dept. of Youth & Community Development 
156 William Street, 2nd Floor 156 William Street, 2nd Floor 
New York, New York 10038 New York, New York 10038 
Tel. (212) 676-8128 Tel. (212) 442-5914 
Fax (212) 676-8129 Fax (212) 676-8160 
 
Questions regarding this RFP will be accepted until 5:00 PM on February 17, 2005.  
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SECTION I - TIMETABLE 
 
A. Release Date of this Request for Proposals: February 1, 2005 
 
B. Pre-proposal Conference:  
 
 Date:  February 11, 2005 

Time:  10:00 am to 12:00 noon 
Location: 156 William Street, 2nd Floor, New York, NY 10038 

 
Attendance by proposers is optional but recommended by the Department of Youth and 
Community Development (DYCD). 

 
C. Proposal Due Date and Time and Location: 
 
 Date:  February 24, 2005 
 Time:  2 p.m. 

Location: Hand deliver proposals to: Office of Contract Procurement 
Attention: Patricia Chabla 
Agency Chief Contracting Officer 
156 William Street, 2nd Floor 

 New York, NY 10038 
 
DYCD will not accept E-mailed or faxed proposals. 
 
Proposals received at this location after the Proposal Due Date and Time are late and will not be 
accepted by DYCD, except as provided under New York City’s Procurement Policy Board Rules, 
Section 3-03(f)(5). 

In accordance with Section 3-03(f)(5), DYCD will consider requests made to the Agency Chief 
Contracting Officer to extend the Proposal Due Date and Time prescribed above, but under no 
circumstances will an extension beyond three hours be permitted, nor will one be permitted if any 
competing proposal has been opened.  In the event that any proposal is afforded an extension, all 
proposals similarly filed within the period of extension will be considered timely filed.  Unless 
DYCD issues a written addendum to this RFP that extends the Proposal Due Date and Time for all 
proposers, the Proposal Due Date and Time prescribed above shall remain in effect.  
 
D. Anticipated Contract Start Date: September 1, 2005 
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SECTION II - SUMMARY OF THE REQUEST FOR PROPOSALS 
 
A. Purpose of the RFP 

The Department of Youth and Community Development (DYCD) is seeking appropriately qualified 
organizations to provide technical assistance (TA) in the areas of programmatic development, 
organizational infrastructure development, and fiscal management to the following customers: 
DYCD-funded nonprofit organizations, DYCD advisory groups, local advisory boards, and DYCD 
staff.  TA services will be provided in the form of workshops, seminars, and organizational 
consultations (Events). 
 
DYCD recognizes that nonprofit organizations play an important role in the social and economic 
growth of their respective communities and that their viability is essential for youth, family, and 
community development and stability.  Building the capacity of nonprofit organizations is essential 
for them to effectively carry out their missions to deliver social services.  Through its newly created 
Capacity Building Division, DYCD demonstrates its commitment to assist in the ongoing 
development of emerging and experienced nonprofit organizations by strengthening their 
organizational infrastructures, which will in turn strengthen and support the youth, families, and 
communities they serve. 
 
B. Anticipated Contract Term 
 
It is anticipated that the term of the contracts awarded from this RFP will be for three years, from 
September 1, 2005 to August 31, 2008, and will include an option to renew for three additional 
years. 
 
C. TA Component and Specialization Areas 
 
Proposals are being solicited for the following TA components and specialization areas: 
 

1. Component #1 - Programmatic Development 
a. Specialization Area A: Programs for Youth, Families, and Communities  
b. Specialization Area B: Workforce Development Programs for Youth 
c. Specialization  Area C: Programs Concerning Federal Regulations Affecting Immigrants  
 

2. Component #2 - Organizational Infrastructure Development 
a. Specialization Area D: Building Capacity of Emerging and Established Organizations  
b. Specialization Area E: Building Capacity to Serve People with Disabilities 
 

3. Component #3 - Fiscal Management 
 

Proposers may propose to provide TA in more than one component and in more than one 
specialization area. However, a complete and separate proposal must be submitted for each 
component and, if applicable, each specialization area proposed within a component. In the case that 
a proposer is eligible for award to provide TA in more than one component and, if applicable, in 
more than one specialization area, DYCD reserves the right to determine, based on the proposer’s 
demonstrated organizational capability and the best interests of the City, respectively, for how many 
and which component(s) and specialization area(s) the proposer will be awarded contracts. 
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See Scope of Services, Section III of the RFP, for a detailed description of each component and 
specialization area. 
 
C. Minimum Annual Levels of Service 
 
The contractor would provide a minimum of 12 full-day equivalent workshops and 95 organizational 
consultations (a minimum of three hours of service each) annually. In addition, the contractor would 
provide eight full-day equivalent seminars annually. (One full-day equivalent is equal to two half-
day or one full-day Event.) 
 
D. Anticipated Maximum Available Annual Funding 
 
The anticipated maximum available annual funding for the contracts awarded from this RFP is 
outlined in the chart below. 
  

 
TA Component 

 
Annual Allocation Amount 

Anticipated 
Number of 
Contracts 

Component #1 
Programmatic Development 

 $475,000  

Specialization Area A   $200,000 1-2 
Specialization Area B  $150,000 1 
Specialization Area C  $125,000 1 

Component #2 
Organizational Infrastructure 
Development 

 
 $275,000 

 

Specialization Area D  $175,000 1-2 
Specialization Area E  $100,000 1 

Component #3 
Fiscal Management 

 $150,000 1 

TOTAL  $900,000  
 
E. Anticipated Payment Structure and Maximum Acceptable Unit Rates 
 
It is anticipated that the payment structure for the contracts awarded from this RFP will be based on 
a fixed unit rate per workshop, seminar, and organizational consultation. Each unit rate will be 
calculated to include all costs under each type of service provided, including but not limited to the 
following: staff salaries; other personnel expenses; consumable supplies; space and equipment 
costs/leases; telephone and utilities; travel; liability insurance; and other related expenses. DYCD 
will consider proposals that structure payments in a different manner and reserves the right to select 
any payment structure that is in the City’s best interest. 
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The maximum acceptable unit rate per Full-Day Equivalent (FDE) by TA component is as follows:   
 

• Component #1 - Programmatic Development $1,200 
• Component #2 -  Organizational Infrastructure Development $1,300 
• Component #3 -  Fiscal Management $   900 

 
Proposers should include in their price the following: outreach/registration, Event preparation, 
research/materials, Event length/running time, and post-Event follow-up. 
 
Greater consideration will be given to proposers that propose more competitive pricing. 
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SECTION III - SCOPE OF SERVICES 
 
A. Agency Goals and Objectives 
 
DYCD’s goals and objectives for TA are to: 
 
• Increase the capacity of nonprofit organizations to achieve positive outcomes for youth, families, 

and communities. 
 
• Enhance the skills and knowledge of TA customers to improve the quality of services to youth, 

families, and communities. 
 
• Provide Events which meet the needs of TA customers. 
 
B. Agency Assumptions Regarding Contractor Approach 
 
DYCD’s assumptions regarding which approach will best achieve the goals and objectives set out 
above are: 

 
1. Contractor/Staff Qualifications 
 

• The contractor would be fiscally sound and capable of providing TA in the component 
and, if applicable, specialization area. 
 

• The contractor would have as its primary mission the delivery of TA in the component 
and, if applicable, specialization area to which it is applying OR have an existing training 
TA unit in its organizational structure which provides the services in the component and 
specialization area. 

 
• The contractor’s key staff would have demonstrated expertise and training in delivering 

TA in the component and, if applicable, specialization area. 
 

• The contractor would have successful experience within the past three years in providing 
TA to nonprofit organizations in the component and, if applicable, specialization area. 

 
2. Training Facility and Equipment 
 

• The contractor would provide a training facility that would be adequate in size and design 
to adequately accommodate the contractor’s staff, participants, and TA activities.   

 
• The contractor would have adequate and appropriate equipment to conduct presentations 

(e.g., computers, overhead projectors, televisions, videocassette recorders, computer 
graphic slide imaging system) and disseminate information. 

 
• The training facility would be easily accessible to public transportation and people with 

disabilities.  The facility would meet all Americans with Disabilities Act (ADA) 
requirements. 
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3. TA Design 
  

a) Target Customers 
 
Contractors would provide TA to: 

  
• DYCD-funded nonprofit organizations; 
• DYCD advisory groups;  
• Local advisory boards; and 
• DYCD staff. 
 
b) Annual Levels of Service 
 
The contractor would provide a minimum of 12 full-day equivalent workshops and 95 
organizational consultations (a minimum of three hours of service each) annually.  The 
contractor would also provide eight full-day equivalent seminars annually.  (One full-day 
equivalent is equal to two half-day or one full-day Event.) 
 
The operative definition of each Event is as follows: 

 
• Workshops  
A workshop is an interactive, single-session, half-day or full-day presentation that addresses 
one or more topics. DYCD anticipates an average attendance of 25 participants.  Knowledge 
and skills attained through workshops will be assessed at the conclusion of each workshop. 
 
• Seminars 
A seminar includes half-day or full-day presentations and/or panel discussions in which 
participants share their experiences, such as best practices in programmatic or organizational 
development. 
 
• Organizational Consultations 
An organizational consultation is TA delivered to a single organization, designed in response 
to the assessed needs of that organization. Consultations are generally a series of events, 
including but not limited to, workshops and individual or small group meetings with 
managers, staff, and/or the Board of Directors.   

 
Before each organizational consultation, the contractor would conduct a general 
organizational assessment and a more detailed assessment in its TA component/specialization 
area, and create a work plan that specifies the TA needs, the scope of services to be provided, 
the timetable, the cost, and anticipated measurable outcomes to be achieved.  Organizational 
consultations will vary in duration and scope of service, depending upon the needs of the 
organization receiving TA and available resources. Organizational consultations encompass 
meetings, telephone contacts, training, and all direct services provided to the organization.  
Organizational consultations may result from referrals by DYCD staff or the organization’s 
self-referral. 
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c) TA Components 
 
The following are the three TA components and the related training topics for each 
component: 

 
1. Programmatic Development 
 

For programs that serve community-based programs, workforce development programs 
for youth, and programs concerning services and federal regulations affecting immigrants 
 
• Needs assessment 
• Program performance evaluation 
• Outcome measurements including youth development outcomes and Results Oriented 

Management and Accountability (ROMA) goals 
• Case management 
• Best practices in specific program areas and activities (See Appendix A: DYCD-

funded Program Areas.) 
• Performance-based contracting 
• Supervision of staff 

 
2. Organizational Infrastructure Development 
 

For programs that serve emerging and established nonprofit organizations 
 
• Fundraising 
• Strategic planning 
• Marketing 
• Board development 
• Volunteer recruitment and management 
• Successor planning for executive staff and Board of Directors 
 
For programs that assist nonprofit organizations that serve people with disabilities 
 
• Outreach and recruitment 
• Personnel policy and procedures 
• Reasonable accommodations 
• Program redesign 

 
3. Fiscal Management 

 
• Program budgeting 
• Payroll administration 
• Automated accounting 
• Fiscal management 
• Fiduciary responsibilities for nonprofit organization board members 
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d) Administrative Elements 
 
 For Events 
 

1. Quarterly Training Calendar: The contractor would develop a training calendar each 
quarter consisting of Events to be held in the upcoming quarter. The quarterly calendar 
would include the titles and descriptions of the Events.  In addition, it would include 
locations; times; and registration information, including contact persons, telephone 
numbers, and registration deadlines. 

 
2. Outreach and Marketing: The contractor would conduct outreach and marketing events 

to the target customers; create and mail calendar and promotional materials; and perform 
registration activities including confirmation and follow-up. 

 
3. Work Plan: After DYCD approval of the quarterly calendar, the contractor would 

complete a work plan for each Event describing the scope and related activities.  
 

a) Administrative Activities: The contractor would perform all administrative 
activities, including copying and assembling materials for Events; telephone calls; 
and record- keeping. 

 
b) Preparation: The contractor would research, plan, and prepare Event 

presentations. 
 
c) Presentation: The contractor would be responsible for the presentation and 

management of the Event, including selecting and securing the training facility(s). 
 
d) Follow-up:  The contractor would provide follow-up services to participants for 

two weeks after completion of the Event. The follow-up would consist of 
answering questions from participants and providing additional TA. 

 
4. Assessment:  The contractor would conduct a skills/knowledge assessment of each 

participant at the end of each Event. 
 

5. Customer Satisfaction Survey: A DYCD customer survey would be administered at the 
beginning and end of each Event to determine customer expectations and satisfaction. 

 
6. Final Report: After the follow-up period, the contractor would submit to DYCD a final 

report which would include registration, attendance sheets, assessments, completed 
customer satisfaction surveys, curricula, and handouts. 

 
Additional Administrative Elements for Organizational Consultations Only 

 
1. The contractor would accept referrals from DYCD for organizations seeking TA services 

in the form of organizational consultations. 
 

2. The contractor would conduct a general organizational assessment and a more detailed 
assessment in the TA component/specialization area. 
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3. The contractor would complete a work plan which would include: 

• Assessed needs of the organization 
• Anticipated start and end dates 
• Projected number and length (i.e., full or half day) of organizational consultations  
• Scope of the organizational consultations and anticipated short and long term 

outcome(s)   
 

4. The contractor would submit to DYCD a final report and the completed customer 
satisfaction surveys.  DYCD would conduct a separate evaluation after each consultation. 

 
e) Linkages 

 
The contractor would establish linkages with appropriate organizations to support the 
proposed TA services.  These may include, but are not limited to, other TA providers, 
consortia, foundations, corporations, community groups/organizations, and government 
agencies. 
 
The contractor would, when necessary and as authorized by DYCD, collaborate with other 
TA contractors to more effectively provide services to the target customers. 
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SECTION IV - FORMAT AND CONTENT OF THE PROPOSAL 
 
Instructions: Proposers should provide all information requested in the format below: 
 
• The proposal should be typed on 8 1/2” x 11” white paper. 
• Lines should be double-spaced with 1” margins, using 12-point font size. 
• Pages should be numbered and include a header or footer identifying the proposer. 
• Proposals should preferably not exceed 11 pages (excluding requested attachments).  
• The proposal should include a Table of Contents.     
 
A. Proposal Summary Form 

 
The Proposal Summary Form (Attachment 1) transmits the proposal package to DYCD.  It 
should be completed, signed, and dated by an authorized representative of the proposer. 

 
B. Program Proposal 
 

The program proposal is a clear, concise narrative that addresses the following: 
 
1. Experience  (Preferable page limit: 2 pages, excluding requested attachments) 
 
Describe the successful relevant experience of the proposer, each proposed subcontractor, if any, and 
the proposed key staff in providing the program described in Section III – Scope of Services of the 
RFP. Specifically address the following: 

 
• Describe and demonstrate the relevant experience of the proposer within the past three 

years providing services to nonprofit organizations in the proposed TA component and, if 
applicable, specialization area. 

 
• Describe and demonstrate the relevant experience of the key staff within the past three 

years providing services in the proposed TA component and, if applicable, specialization 
area.  
 

• Describe the proposer’s mission as related to the delivery of TA in the proposed 
component and, if applicable, specialization area.  Indicate whether it is the organization’s 
primary mission or the mission of a unit within the organization. 

 
• Attach a job description for each key staff position, including required qualifications, and  

resumes for key staff members who have been identified. 
 

• Attach a listing of at least two relevant references, including the name of the reference 
entity, a brief statement describing the relationship between the proposer and the reference 
entity, and the name, title, and telephone number of a contact person at the reference 
entity. 
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2. Organizational Capability (Preferable page limit: 2 pages, excluding requested attachments) 
 
Demonstrate the proposer’s organizational, programmatic, managerial, and financial 
capability to carry out the program described in Section III – Scope of Services of the RFP. 
Specifically address the following: 
 
• Identify the members of the proposer’s Board of Directors and/or other governing body 

and demonstrate how the members of the governing body(ies) will be involved in the 
proposed administration of TA. 

 
• Demonstrate successful joint efforts with other organizations and agencies in providing 

TA services and other related services. 
 
• Demonstrate the proposer’s capacity to integrate the proposed TA into its existing 

operation. Attach an organizational chart indicating how the staff who will deliver the 
proposed TA service relate to the overall organization. 

 
• Describe the proposing organization’s internal monitoring system and demonstrate its 

effectiveness in identifying program, personnel, and fiscal issues. 
 

• State that a copy of the most recent overall organizational audit, completed by a Certified 
Public Accountant, is attached and indicate the period covered.  If the organization is 
required to file a financial audit report conducted in accordance with the Office of 
Management and Budget’s Circular A-133, also submit it.  If the above audits are not 
available, explain the reason and attach a copy of the organization’s most recent Financial 
Annual Report. 

 
• State whether the proposer has submitted more than one proposal in response to this RFP 

and, if so, demonstrate the proposer’s organizational capability to successfully provide 
simultaneously all the components, and, if applicable, specialization areas proposed. 

 
3. Proposed Approach  (Preferable page limit: 7 pages, excluding requested attachments) 

 
Describe in detail how the proposer will provide the proposed TA and demonstrate that the 
proposed service approach will fulfill DYCD’s program goals and objectives in Section III – 
Scope of Services of the RFP.  Specifically address the following: 

 
Training Facility 

 
• Describe the proposed training facility, including conference and/or workshop rooms, and 

demonstrate that it will be adequate in size and design to accommodate contractor’s staff, 
TA participants, and TA activities.  Describe the equipment that will be used to implement 
the proposed program. 

 
• Attach a lease or other document that demonstrates availability of the facility for use by 

the proposer by the contract start date and for the duration of the contract term. 
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• Demonstrate that the facility will be easily accessible to public transportation and people 
with disabilities, and that the facility meets all Americans with Disabilities Act (ADA) 
requirements. 

 
TA Design 

 
a) Target Customers 
 
• Demonstrate that the TA to be provided will be designed to meet the needs of each target 

customer group cited on pages 6-7 of the RFP. 
 
b) Levels of Service and Training Content 
 
• Identify the proposed levels of services to be provided, using a chart similar to the sample 

below.  List the type of service; the name of the training topic; the number of Events 
proposed per year; and the length (full or half day) of each Event.  For example: 

 
Length  Type of 

Service Full 
Day 

Half 
Day 

 
Training Topic(s) 

Number of Full-Day 
Equivalent Sessions To Be 

Conducted Per Year 
Workshops  5 2 Designing Program 

Outcomes 
 6 

 
• Justify the levels of service proposed for each Event. 

 
c) Administrative Elements 

 
• Describe in detail how the proposer organization will provide Events.  Describe how the 

administrative elements would be provided and include the mode of presentation and 
technology to be used.  Include sample curricula and handouts for each Event. 

 
• Describe the proposer organization’s quality assurance measures. 

 
• Describe how the proposing organization will collaborate with other DYCD-funded TA 

contractors to more effectively provide services to target customers. 
 

d) Staffing 
 
• Describe the salaried and non-salaried, if any, staff positions that will be utilized to 

provide the proposed TA services and demonstrate that such staffing is sufficient to 
provide the services outlined in Section III – Scope of Services. 

 
• Demonstrate that all individuals who will be part of the program will provide the services 

in a manner that is sensitive to the characteristics of the targeted customers. 
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e) Linkages 
 
• Demonstrate how the proposer’s linkages with businesses, foundations, community 

groups, government agencies, and other service providers will enhance TA outcomes. 
 
• Complete and attach a Linkage Agreement (Attachment 2) for each linkage described. 

 
DYCD’s assumptions regarding approach represent what DYCD believes to be the best 
approach.  Proposers, however, are encouraged to propose an approach that they believe will best 
achieve DYCD’s goals and objectives.  Proposers may also propose more than one approach.  If 
an alternative approach affects other areas of the proposal such as experience, organizational 
capability, or price, that alternative approach should be submitted as a complete and separate 
proposal providing all the information specified in Section IV of this RFP 
 
4. Price Proposal 
 

For the purposes of comparison, proposers should submit a Price Proposal that meets the 
standards prescribed below. 
 
a. The Price Proposal Form (Attachment 3) for the proposed TA component and, if 

applicable, specialization area. 
 

b. Budget Justification Narrative: Demonstrate that the proposed unit rate per half-day and 
full-day service is comparable to half-day and full-day rates which the proposer 
previously charged other public entities for comparable services. If the rate being 
proposed is not comparable to previously charged half-day and full-day rates, justify the 
proposed difference. In addition, provide the following information on organizations for 
which the proposer provided comparable services: name of the organization(s), contact 
person name(s), and telephone number(s). 

 
5. Acknowledgement of Addenda 
 

The Acknowledgement of Addenda (Attachment 4) serves as the proposer’s 
acknowledgement of the receipt of addenda to this RFP which may have been issued by 
DYCD prior to the Proposal Due Date and Time.  The proposer should complete this 
acknowledgement as instructed on the form.   

 
6. Other Documents 
 

Supply and Service Employment Report (Attachment 5) 
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B. Proposal Package Contents (“Checklist”) 
 
The Proposal Package should contain the following materials.  Proposers should utilize this section 
as a “checklist” to assure completeness prior to submitting their proposals to DYCD. 
 

1. The proposal package should include one original set and four duplicate sets of the documents 
listed below in the following order: 

 
• Proposal Summary Form (Attachment 1) 
• Program Proposal 

  -  Narrative  
  -  References for the proposer. 
  -  Job descriptions/qualifications/organizational chart for staff positions and resumes,   

as appropriate. 
      -  Linkage Agreement(s) (Attachment 2) 

     - Audit Report or Certified Financial Statement or a statement as to why no report or 
statement is available  

     -  Lease or other document demonstrating contractor’s access to training facility 
• Price Proposal 

-  Price Proposal Form (Attachment 3) 
-  Budget Justification Narrative 

• Acknowledgment of Addenda (Attachment 4) 
• Supply and Service Employment Report (Attachment 5) 

 
2. For each proposal submitted, enclose the documents listed above in a sealed envelope and 

hand deliver to Patricia Chabla, Agency Chief Contracting Officer, Office of Procurement.  
Label the envelope with the proposer’s name and address, “TA,”  “PIN 26006TARFP,” the 
Service Component/Specialization Area being proposed, and the name and telephone number 
of the proposer’s contact person. 
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SECTION V - PROPOSAL EVALUATION AND CONTRACT AWARD PROCEDURES 
 
A. Evaluation Procedures 
 

All proposals accepted by DYCD will be reviewed to determine whether they are responsive to 
the requisites of this RFP.  Proposals that are determined to be nonresponsive will be 
disqualified.  DYCD’s Evaluation Committee will evaluate and rate all remaining proposals 
based on the evaluation criteria prescribed below.  The Agency reserves the right to conduct site 
visits and/or interviews and/or to request that proposers make presentations and/or 
demonstrations, as the Agency deems applicable and appropriate. Although discussions may be 
conducted with proposers submitting acceptable proposals, DYCD reserves the right to award 
contracts on the basis of initial proposals received, without discussions; therefore, the proposer’s 
initial proposal should contain its best programmatic and price terms. 

 
B. Evaluation Criteria 
 

• Demonstrated quantity and quality of successful relevant experience 30% 
• Demonstrated level of organizational capability 20% 
• Quality of proposed approach 50% 

 
C. Basis for Contract Award 
 

DYCD will award contracts to the responsible proposers whose proposals are determined to be 
the most advantageous to the City in each component and, if applicable, specialization area, 
taking into consideration the price and other factors or criteria set forth in this RFP.  In the case 
that a proposer is eligible for award to provide TA in more than one component and, if 
applicable, in more than one specialization area, DYCD reserves the right to determine, based on 
the proposer’s demonstrated organizational capability and the best interests of the City, 
respectively, for how many and which component(s) and specialization area(s) the proposer will 
be awarded a contract(s). 
 
Contract award shall be subject to timely completion of contract negotiations between DYCD and the 
selected proposer(s). 
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SECTION VI - GENERAL INFORMATION TO PROPOSERS 
 
A. Complaints. The New York City Comptroller is charged with the audit of contracts in New York City. Any proposer who 

believes that there has been unfairness, favoritism, or impropriety in the proposal process should inform the Comptroller, 
Office of Contract Administration, I Centre Street, Room 835, New York, NY 10007; the telephone number is (212) 
669-2797. In addition, the New York City Department of Investigation should be informed of such complaints at its 
Investigations Division, 80 Maiden Lane, New York, NY 10038; the telephone number is (212) 825-5959. 

 
B. Overall Provisions. This Request for Proposals and the resulting contract award(s), if any, unless otherwise stated, are 

subject to all applicable provisions of New York State Law, the New York City Administrative Code, New York City 
Charter, and New York City Procurement Policy Board (PPB) Rules. A copy of the PPB Rules may be obtained by 
contacting the PPB at (212) 788-0010. 

 
C. General Contract Provisions. Contracts shall be subject to New York City’s General Contract Provisions, a copy of which 

is available through the Authorized Agency Contact Person. 
 
D. Contract Award. Contract award is subject to each of the following, applicable conditions: New York City Fair Share 

Criteria, New York City MacBride Principles Law; submission by the proposer of the New York City Department of Small 
Business Services/Division of Labor Services Employment Report and certification by that office; submission by the 
proposer of the requisite VENDEX Questionnaires/Certificates of No Change and review of the information contained 
therein by the New York City Department of Investigation; all other required oversight approvals; applicable provisions of 
federal, state and local laws and executive orders requiring affirmative action and equal employment opportunity; and 
Section 6-108.1 of the New York City Administrative Code relating to the Local Based Enterprises program and its 
implementation rules. 

 
E. Proposer Appeal Rights. Pursuant to New York City’s Procurement Policy Board Rules, proposers have the right to appeal 

agency non-responsiveness determinations and agency non-responsibility determinations and to protest an agency’s 
determination regarding the solicitation or award of a contract. 

 
F. Multi-Year Contracts. Multi-year contracts are subject to modification or cancellation if adequate funds are not 

appropriated to DYCD to support continuation of performance in any City fiscal year succeeding the first fiscal year and/or 
if the contractor’s performance is not satisfactory. DYCD will notify the contractor as soon as is practicable that the funds 
are, or are not, available for the continuation of the multi-year contract for each succeeding City fiscal year. In the event of 
cancellation, the contractor will be reimbursed for those costs, if any, which are so provided for in the contract. 

 
G. Prompt Payment Policy. Pursuant to the New York City’s Procurement Policy Board Rules, it is the policy of the City to 

process contract payments efficiently and expeditiously. 
 
H. Prices Irrevocable. Prices proposed by the proposer shall be irrevocable until contract award unless the proposal is 

withdrawn. Proposals may only be withdrawn by submitting a written request to DYCD prior to contract award but after the 
expiration of 90 days after the opening of proposals. This shall not limit the discretion of DYCD to request proposers to 
revise proposed prices through the submission of best and final offers and/or the conduct of negotiations. 

 
I. Confidential, Proprietary Information or Trade Secrets. Proposers should give specific attention to the identification of 

those portions of their proposals that they deem to be confidential, proprietary information, or trade secrets and provide any 
justification why such materials, upon request, should not be disclosed by the City. Such information must be easily 
separable from the non-confidential sections of the proposal. 

 
J. RFP Postponement/Cancellation. The agency reserves the right to postpone or cancel this RFP, in whole or in part, and to 

reject all proposals. 
 
K. Proposer Costs. Proposers will not be reimbursed for any costs incurred to prepare proposals. 
 
L. Charter Section 312(a) Certification. The Department of Youth and Community Development has determined that the 

contract(s) to be awarded from this Request for Proposals (PIN: 26006TARFP) for TA will not directly result in the 
displacement of any New York City employee 

 
 

______________________________________________  ________________________ 
Agency Chief Contracting Officer Date 

 Department of Youth and Community Development 
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APPENDIX A 
 

DYCD-FUNDED PROGRAM AREAS 
 
Community Development  
 
• Youth Educational Support 
• Youth Leadership and Community Service 
• Youth Employment 
• Young Parent Education and Family Support 
• Youth Violence Intervention and Prevention 
• Domestic Violence Program 
• Adult Health Awareness and Prevention 
• Substance Abuse Education and Prevention 
• HIV/AIDS Support Services 
• Parent Education and Family Support 
• Older Adult Program 
• Adult Literacy 
• Adult Employment  
• Immigrant/Refugee Assistance 
• Housing Assistance and Advocacy 
• Economic Development 
 
Youth Development  
 
• Creative Arts 
• Education 
• Employment 
• Sports and Recreation 
• Substance/Alcohol Abuse Prevention 
• Young Parent Education and Family Support 
• Youth Leadership 
• Youth with Disabilities 
• Health-Related Services 
• Runaway and Homeless Youth 
 
Youth Workforce Development Programs 
 
• In-school Youth Programs 
• Out-of-school Youth Programs 
• Summer Youth Employment 
 
Immigration 
 
• Immigrant Women Services 
• Immigrant Youth Services 
• Immigration Training and Resources 
• Immigration/Refugee Assistance 
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ATTACHMENT 1 

PROPOSAL SUMMARY FORM 
PIN: 26006TARFP 
 
Proposer Name: _______________________________________________________________________________ 
 
Address:  ____________________________________________________________________________________ 
 
 ____________________________________________________________________________________ 
 City  State Zip Code 
Tax Identification #:  _____________________________ Annual Funding Request: ________________________ 
 
Proposer’s Contact Person: ______________________________________________________________________ 
 
Title:  ______________________________________________ Telephone #:  (       ) ________________________ 
 
Fax No.:___________________________ E-Mail Address:________________________________________ 
 
Training Facility Address:________________________________________________________________________ 
 
Proposed TA Component (check one ONLY) and, if applicable, Specialization Area (check one ONLY). 

 
 Component #1: Programmatic Development 

  Specialization Area A: Programs for Youth, Families, and Communities  
  Specialization Area B: Workforce Development Programs for Youth  
  Specialization Area C: Programs Concerning Federal Regulations Affecting Immigrants  
 

  Component #2: Organizational Infrastructure Development 
  Specialization Area D: Building Capacity of Emerging and Established Organizations  
  Specialization Area E: Building Capacity to Serve People with Disabilities 
 

  Component #3: Fiscal Management 
 
Proposer has submitted additional proposals in response to this TA RFP.     NO          YES         If yes, 
check all that apply below.  
 

 Component #1: Programmatic Development 
  Specialization Area A: Programs for Youth, Families, and Communities  
  Specialization Area B: Workforce Development Programs for Youth  
  Specialization Area C: Programs Concerning Federal Regulations Affecting Immigrants  
 

  Component #2: Organizational Infrastructure Development 
  Specialization Area D: Building Capacity of Emerging and Established Organizations  
  Specialization Area E: Building Capacity to Serve People with Disabilities  
 

  Component #3: Fiscal Management 
 
Proposer’s Authorized Representative 
 
Name: ________________________________________Title: _____________________________________ 
 
_________________________________________________________________   _____________________ 
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LINKAGE AGREEMENT  LINKAGE AGREEMENT  
  
Proposer: ________________________________________ PIN: 26006TARFP Proposer: ________________________________________ PIN: 26006TARFP 
  
INSTRUCTIONSINSTRUCTIONS:  This agreement is a demonstration of a commitment to integrate service delivery 
through working relationships with other organizations.  It is not a consultant agreement.  Provide one 
Linkage Agreement for each organization with which you will be working.   Duplicate this form as needed. 
 
 
Pursuant to the proposal submitted by ____________________ in response to the TA Request  
 (Proposing Organization) 
for Proposals from the Department of Youth and Community Development, the proposer, if funded, will 
establish programmatic linkage with ______________________ in the form and manner described below. 
 (Linked Organization) 
 
Describe the proposed programmatic linkage, including how referrals and follow-up services for 
individuals will be maintained. 
 
 
 
 
 
 
 
 
 
 
 
Proposing Organization: Linked Organization: 

 
 ________________________________________ 

 
______________________________________ ________________________________________ 
Authorized Representative Authorized Representative  
 
______________________________________ ________________________________________ 
Title Title 
 
______________________________________ ________________________________________ 
Signature Work Address 
 
______________________________________ ________________________________________ 
Date Work Telephone Number 
 

 ________________________________________ 
 Signature  

 Date
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ATTACHMENT 3  

PRICE PROPOSAL FORM 
 

Proposer: _________________________________________________________ PIN:26006TARFP 
 

TA Component and, if applicable, Specialization Area: ____________________________________________________________ 
 

It is anticipated that the payment structure of the contracts awarded from this RFP will be reimbursement of the unit cost per 
workshop, seminar, and organizational consultation (on a cost reimbursement basis) to be negotiated between DYCD and the 
selected providers. 

 
Complete the chart below for each type of service listed.  (See page 2 of Attachment 3 for instructions.) 
 

(2) 
Number of Sessions 

by Length 

(A) 
 

Event  

(B) 
Minimum 

Annual 
Levels of 
Service 

(1) 
Total 

Number 
Offered of 
Each Event 

 
Half-Day 

 
Full-Day 

(3) 
Number of Full 
Day Equivalent 
(FDE) Sessions 
of Each Event 

(4) 
Total Loaded 
Cost for Each 
Type of Event 

(5) 
FDE Cost (Total 

Cost/FDE Session) 

Workshops      12 FDE
Sessions 

  

Seminars        8 FDE
Sessions 

Organizational 
Consultations 

95 Half Days       

COLUMN 
TOTALS 

     *  

 
Overall FDE Cost of the Proposed TA Component: $__________________ 
(Column 4 total/Column 3 total) 

$1,200 =  Maximum Price per FDE for Programmatic Development 
$1,300 =  Maximum Price per FDE for Organizational Infrastructure Development 
$   900  =  Maximum Price per FDE for Fiscal Management 

 
*This cost should be equal to the total DYCD funding request. 
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Column (A) Event  
 Workshops, seminars, and organizational consultations. 
 
Column (B) Minimum Annual Levels of Service 
 The minimum number of full-day or half-day equivalents for each type of Event.  
 
Column (1) Total Number Offered of Each Event 
 Indicate the annual total number of all workshops, seminars, and organizational consultations being proposed.   
 
Column (2) Number of Sessions by Length 
 Indicate how many full-day (7 hours) or half-day (3 hours) sessions will be offered for each Event annually. 
 
Column (3) Number of Full Day Equivalent (FDE) Sessions of Each Event 

Indicate the annual total of FDE (Full-Day Equivalent) sessions for each Event.  Two half-day sessions or one full-day session equal 
one full-day equivalent session. 

 
 Number of FDE sessions = (half-day sessions x .5) + (full-day sessions x 1) 

Column (4) Total Loaded Cost for Each Type of Event 
Indicate the annual total cost for each type of Event.  This cost figure should consist of a "loaded" rate, which includes all personnel 
services; other than personnel services; indirect costs; operating costs; and any other costs. 

 
For workshops and seminars:  Include all costs related to the quarterly training calendar, outreach/marketing, work plan, 
administrative activities, preparation, presentation, follow-up, assessment, customer satisfaction survey, and final report. 

 
For organizational consultations:  Include all costs related to work plan development, including both the general organizational and 
detailed assessments in the TA component/specialization area; meetings; telephone contacts; training and/or all other direct services 
provided to the nonprofit organization; anticipated start and end dates; projected numbers of consultations; scope of the consultations 
and anticipated short and long term outcome(s); customer satisfaction survey; and final report. 

 
Column (5) FDE Cost 

FDE cost for each Event = Column (4) divided by Column (3) 
 
.



 

ATTACHMENT 4 
 

 
 

ACKNOWLEDGEMENT OF ADDENDA 
 
 
Proposer: __________________________________ PIN: 26006TARFP 
 
 
 
 
COMPLETE PART I OR PART II, WHICHEVER IS APPLICABLE. 
 
PART I: Listed below are the dates of issuance for each addendum received in connection with 
this RFP: 
 
 

ADDENDUM #1    DATED: ____________________________, 2005 
 

ADDENDUM #2    DATED: ____________________________, 2005 
 

ADDENDUM #3    DATED: ____________________________, 2005 
 

ADDENDUM #4    DATED: ____________________________, 2005 
 

ADDENDUM #5    DATED: ____________________________, 2005 
 

ADDENDUM #6    DATED: ____________________________, 2005 
 

ADDENDUM #7    DATED: ____________________________, 2005 
 

ADDENDUM #8    DATED: ____________________________, 2005 
 
 
 
 
PART II:  ______ NO ADDENDUM WAS RECEIVED IN CONNECTION WITH THIS RFP. 
 

DATE _____/____/____ 
 
PROPOSER (NAME): ___________________________________________________ 
 
PROPOSER (SIGNATURE):  ___________________________________________ 
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ATTACHMENT 5  

 
 

 
 
 

SUPPLY AND SERVICE \ 
EMPLOYMENT 

REPORT 
(BEGINS ON NEXT PAGE) 
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