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Notice to Bidders 
 
 
1. Read the entire RFP document. Note the key issues such as event dates, mandatory 

requirements, and proposal packaging requirements. 
 

2. The successful Bidder must be able to service all eight facilities. Only one contract 
will result from this RFP. 
 

3. Bidders are permitted to communicate with the designated contacts only. Note the 
names and contact information for these contacts (Section 5.1). 

 
4. Any amendments, clarifications, responses to questions, and updates to this RFP will 

be posted on the NYS Contract Reporter and the DOCCS/Community Supervision 
Web site (https://www.parole.ny.gov) select RFPs.  

 
5. Bidders’ proposals must address all amendments, clarifications, or updates pertaining 

to this solicitation document. 
 

6. Take full advantage of the Pre-Bid Conference and the Questions and Answers 
opportunities. All questions must be submitted in writing to the designated email 
address by the date and time specified in subsection 1.3, Key Events/Dates.  

 
7. Bidders’ proposals must address all items in Attachment E, Technical Submission 

Guidelines.  
 

8. Review the RFP document and your proposal. Make sure all requirements are 
addressed and all submission copies are identical and complete. 

 
9. Package your proposals as instructed in Section 6. 

 
10. Submit you proposals so that they are received by the designated due date and time 

(see subsection 1.3). DOCCS will not consider proposal submissions that arrive 
after the time specified on the due date. 
 

https://www.parole.ny.gov/
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 Section 1 - Introduction 

1.1 Purpose 

The Department of Corrections and Community Supervision (hereafter “the Department” 
or “DOCCS”) seeks proposals from organizations for the development and 
implementation of a program to provide educational and therapeutic support to inmates 
regarding effective parenting training for inmates, strengthening marital and family 
relationships, individual and family counseling and staffing of children’s visiting centers.  
The services are to be provided in eight facilities identified in Section 2.3 (see attached 
map).   Only one contract will be awarded to service all eight (8) facilities for Inmate 
Parenting.   
 
Incarceration of an individual can seriously undermine the stability of a family in a variety 
of ways. An inmate may experience guilt as a result of the impact of his/her actions on 
the family and sense a loss of identity within the family.  The family may face emotional 
turmoil, feelings of separation, abandonment, and economic hardship.  The remaining 
parent often must assume the responsibilities of both parents and may experience the 
added burden of dealing with the children’s feelings of confusion, anger, separation, and 
loss. 
 
The goal of this Request for Proposal (RFP) is to procure a comprehensive Inmate 
Parenting Program for eligible incarcerated fathers, designed to mitigate the effects of the 
inmates’ incarceration on their families. The program will address the issues and 
challenges experienced by both inmates and their families.  The goal will be to assist 
inmates to maintain bonds with their families and improve the outcomes for both the 
inmates and their families upon the inmates’ eventual return to the communities. 
 
The Department realizes that most inmates eventually return to their families and 
communities and is therefore invested in the improvement of parent-child bonds and 
strengthening inmates’ parenting skills.  By recognizing the importance of services 
designed specifically for incarcerated parents and their families, DOCCS is providing an 
opportunity to assist with family connectivity.    
 

1.2 Background 

The New York State Department of Corrections and Community Supervision, is a 
member agency of the Executive Branch of the government of the State of New York, 
charged with the responsibility of providing care and custody of convicted adult felons. As 
a state agency it is comprised of a central office, located in Albany New York and 60 
correctional facilities situated in locations throughout the state.  
 
The Department, in its goal to rehabilitate persons under its custody, has the 
responsibility of providing opportunities for incarcerated individuals to participate in 
educational, transitional, therapeutic, and treatment services in secured settings. 
Program participation is encouraged and viewed as a critical service to help prepare 
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inmates to return to society. The Department believes that family focused programs are 
equally important in the rehabilitation process and should be included in services. 
 
All new Contractors and the contracted staff will attend DOCCS training, including but not 
limited to the following:  
 

 Facility Orientation/Staff Advisor Introduction  

 Working in a Para-Military/Chain of Command Agency   

 Games Inmates Play (DVD) 

 DOCCS Guidance Unit Functions (including Program Overview & Program 
Committee)  

 Addressing Requests outside of Job Function 

1.3 Key Events/Dates  

The following schedule of dates applies: 
 

           Event            Date 
 

RFP Release Date Thursday, August 1, 2013 

  

Bidders’ Conference* Thursday, August 22, 2013, at 11:00 a.m. EDT 
 

Written Bidder Questions Due Friday, August 30, 2013, by 3:00  p.m. EDT  
 

Questions and Responses to Bidders Thursday, September 5, 2013 
 

Proposals Due Thursday, September 12, 2013, by 3:00 p.m. EDT 
 

Successful Bidder Selection Tuesday, October 1, 2013 
 

Contract Start Date Wednesday, January 1, 2014 

 
* Attendance for the Bidders’ Conference is optional, but recommended.  Pre-registration 
is requested by contacting Michele Bianco by email doccscontracts@doccs.ny.gov or by 
calling (518) 436-7886 ext. 3135. Directions to the Bidders’ Conference location will be 
available at the time of the request. See Section 5.2 for additional details and the meeting 
location for the Pre-Bid Conference.  

mailto:doccscontracts@doccs.ny.gov
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1.4 Definitions 

 

Awardee/Successful Bidder Entity selected to be awarded a 
tentative contract 

Bidder Any individual or entity submitting a 
proposal for this RFP 

CCW Children Center Workers 

Contractor Successful Bidder 

DOCCS Department of Corrections and 
Community Supervision 

EDT Eastern Daylight Time 

Facility Correctional Facility 

Inmate Convicted felon that is incarcerated  

RFP Request for Proposals 

Vendor Any individual or entity doing 
business with New York State 

1.5 Lobbying Information/Procurement Lobbying Act    

New York’s Legislative Law and the State Finance Law have been amended to regulate 
lobbying on procurement contracts.  Chapter 1 of the Laws of 2005, State Finance Law § 
139-j and k, which can be accessed through the NYS Office of General Services links 
below,  imposes certain restrictions on communications between the Department and the 
bidder during the procurement process.  The Bidder is restricted from making contacts, 
beginning with the date of the bid advertisement in the NYS Contract Reporter through 
final approval of the contract award by the Office of the State Comptroller, with anyone 
other than the designated Division of Program Services staff, unless it is contact that is 
among certain statutory exceptions as per State Finance Law § 139-k (3) (a).   
 
The designated staff is identified in Section 5 of this RFP.   Department staff are required 
to obtain certain information when contacted during the “restricted period” and to make a 
determination of responsibility of the Bidder pursuant to these two statutes.  Certain 
findings of non-responsibility can result in rejection of the proposal, and in the event of 
two findings within a four-year period, the Bidder is debarred from future State contracts.  
It is the Department of Corrections and Community Supervision’s policy to immediately 
report to its ethics officer and/or inspector general any impermissible contact by any 
offeror (bidder) and, in addition, to comply with all requirements of the Procurement 
Lobbying and Procurement Stewardship acts.  More information about State Finance Law 
Sections 139-j and k can be found on the website of the Office of General Services at: 
http://www.ogs.ny.gov/aboutogs/regulations/advisoryCouncil/sfl139-j.htm  
and http://www.ogs.ny.gov/aboutogs/regulations/advisoryCouncil/sfl139-k.htm.  
 
All Bidders must submit a completed Procurement Lobbying Certification related to State 
Finance Law 139-j and k.  The form is included in Attachment D.   
 

http://www.ogs.ny.gov/aboutogs/regulations/advisoryCouncil/sfl139-j.htm
http://www.ogs.ny.gov/aboutogs/regulations/advisoryCouncil/sfl139-k.htm
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1.6 Appendix A  

Appendix A, Standard Clauses for New York State Contracts, dated December 2012, 
attached hereto in Attachment D, is hereby expressly made a part of this solicitation 
document as fully as if set forth at length herein.   
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 Section 2 – Technical Requirements 

2.1 Bidder Qualifications 

To qualify, Bidder must demonstrate a past performance of successful program 
management and/or contracted provision of similar or comparable programs for the 
services described in this RFP.  The Bidder will be expected to have the financial stability 
and organizational capacity, as well as the legal authority and integrity to enter into a 
contract with New York State.  

2.1.1 Organizational Structure 

Each proposal shall include all of the following: 

 A description of the organization including the name and address of all persons 
holding corporate titles 

 The date of incorporation 

 The specific qualifications for providing inmate parenting services and children’s 
center services. 

 
If the Bidder’s company is not incorporated, equivalent information must be provided.  
The name, title, phone number and résumé of the individual to be assigned management 
responsibility for provision of all contracted services must be included. 

2.1.2 Experience 

Bidders should submit the following: 

 A description of the organization’s experience (including present activities and 
those within the past five years) operating inmate parenting and children’s service 
programs; or 

 Related programs for convicted felons; or 

 Community based parenting programs as well as qualifications for providing such 
services; and   

 A detailed description of program results (e.g. how many individuals completed the 
training) directly related to the Bidder’s past similar or comparable programs 
including a succinct description of the scope(s) for the program(s) and the 
population(s) served.    

 
Staff that will provide services under any awarded contract must meet the Department’s 
standards for individuals whose work assignments will be in a correctional facility, as 
defined in Department Directive #4750, Volunteer Services, Section 2.8 (Attachment B).  
 

2.2 Location of Services 

The Inmate Parenting Program, including the children’s visiting centers and family 
counseling components, must be implemented in eight New York State correctional 
facilities, as listed below.  A map showing the facilities is included as Attachment A. 
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One contract will be awarded to service all eight (8) facilities: 
 
 
Fishkill Correctional Facility Shawangunk Correctional Facility 
18 Strack Drive 200 Quick Road 
Beacon, NY 12508 Wallkill, NY    12589 
  
Sing Sing Correctional Facility Wallkill Correctional Facility 
354 Hunter Street 50 McKenderick Road 
Ossining, NY   10562 Wallkill, NY 12589 
  
Woodbourne Correctional Facility  
99 Prison Road  
Woodbourne, NY   12788  
 
No Children’s Center at the following three facilities: 
 
Eastern NY Correctional Facility Green Haven Correctional Facility 
Institution Road 594 Route 216 
Napanoch, NY 12458 Stormville, NY 12582 
  
Otisville Correctional Facility  
57 Sanitorium Rd.  
Otisville, NY 10963 
 
 

 

2.3 Scope of Services 

This program aims to enhance the parent-child relationship during and after incarceration 
through parenting and child development education, visitation, support groups and 
counseling. Inmates with long-term sentences need support to sustain connections with 
their children, while inmates with short-term sentences need skills for maintaining an 
active parenting role and communicating with their children’s caregiver to ease their 
transition into the family unit once released. 

2.3.1 Programs Goals 

The objective of the contract resulting from this RFP is for participating inmates to 
achieve improved parenting skills and family relationships. Proposals must address how 
the Bidder will provide services consistent with the following key program components 
that will support achievement of the program goals:  
 

1. Inmate parenting education and training (2.4.1) 
2. Strengthening marriage and family relationships (2.4.2) 
3. Individual and family counseling (2.4.3)  
4. Children’s visiting centers (2.4.4)  
5. Development and provision of training for designated DOCCS staff aimed at 

facilitating the aforementioned goals (2.4.5). 
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2.3.2 Family Support Services and Training 

The selected provider will deliver the family support services and staff training described 
in this RFP, with the overall goal of reducing the effects of incarceration on the families 
and helping inmates strengthen family bonds to best facilitate a successful return to 
family and community. 
 
Each proposal must include the following:  

1. program plan with a statement of program philosophy 
2. description of the overall program design and a description of program 

components consistent with the Department’s desired program goals  
3. outline of the curriculum and the proposed program schedule that  

include details regarding any A/V support/educational materials  
4. list of job titles and  functions 
5. job descriptions 
6. required staff qualifications 
7. staff assignments and  work schedules  
8. space requirements 
9. if outside consultants will be used and, if so, details including availability of 

résumés 
 

2.3.3 Attendance Policy 

Bidders must describe in detail the program they propose to implement using the 
guidelines provided.  Bidders will describe the proposed attendance policy that will apply 
to the inmates participating in the program. 
 

2.3.4 Program Standards 

Bidders will propose a program that conforms generally to the following standards: 

 The group is expected to be facilitated by a qualified contract staff person with 
approximately 15-20 inmates who are referred to the program by facility program 
services staff.  

 At each facility, the group shall meet on a weekly basis on designated days and times.  
Completion of the primary parenting component will require 32-48 hours. (For 
example:  A 48-hour curriculum delivered 2 hours/2 days per week will meet for a 
three-month period.) 

 Strengthening Marriage and Family Relationships component will require 24 
classroom hours.   

 A minimum of two program cycles must be held in a one year period at each facility. 

 Focus of the groups shall be parenting, family relationships or other curriculum that 
supports the overall program goals.  

 
Be aware that inmates’ educational levels may impact their ability to comprehend course 
materials. Many inmates have low educational achievement levels and parenting 
materials designed for the general public may be too difficult to understand. Attempts 
must be made to tailor content of the session to meet the needs of the group members.  
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The Contractor will be expected to conduct a screening evaluation to help identify the 
specific need areas prevalent in the group.   
 

2.3.5 Delivery Modes 

The primary service delivery mode to be used is a group format, with individual sessions 
scheduled when a need is indicated.  The group sessions will use a multi-mode approach 
including, but not limited to, the modes listed below.  The Bidder is encouraged to 
suggest other ideas as well.  Suggested modes include the following: 

 Didactic presentation 

 Guest speakers 

 Group discussion of inmate-suggested topics 

 Role plays 

 Audio Visual  
 

2.3.6 Evidence-based Practices 

These sessions are expected to be supplemented with readings and homework 
assignments or other appropriate independent tasks. 
   
The preferred program will utilize evidence-based practices including, but not limited to 
the following: 

 pre- and post-test evaluations that assess baseline knowledge  

 assessment of behavior and attitudes at the commencement of the service  

 re-assessment of behavior and attitudes at conclusion of  the service 

 final evaluation to review or determine the impact of the program  
 
The Bidder’s proposal must fully describe the proposed pre- and post- assessment 
tool(s).   

2.4 Key Program Components 

2.4.1 Inmate Parenting Education and Training 

The inmate parenting program will be delivered by the Contractor’s staff who will provide 
the services within eight (8) correctional facilities identified in section 2.2 (Eastern, 
Fishkill, Green Haven, Otisville, Shawangunk, Sing Sing, Wallkill, and Woodbourne.) 
Inmate parenting facilitators/ instructors must collaborate with department staff regarding 
screening, monitoring, pre- and post-assessments and evaluation of services.  
 
The following specific objectives have been identified for the Inmate Parenting Education 
and Training component:  

1. To design and implement a curriculum for the teaching of parenting classes to 
inmates;  

2. To provide incarcerated men with the child development knowledge and skills  
necessary to enhance their ability to parent effectively; and 

3. To provide inmates with the skills to make healthy lifestyle choices and decisions 
that will be in the best interest of both the inmates and their children. 
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Suggested topics for the group sessions include, but are not limited to, the topics listed 
below. Bidders are encouraged to identify other relevant topics. 
 

 Child Development Stages  Special Needs of Children 

 Incarcerated Fathers’ Issues  Communication Skills 

 Discipline and Corrective Behavior  Dysfunctional family issues 
 

2.4.2 Strengthening Marriage and Family Relationships  

Strengthening marriage and family relationships will promote the development of and 
identify characteristics of healthy marital and family relationships.   
 
Objectives should include the following: 
 

1. Addressing the effects of incarceration on relationships and family dynamics; 
2. Introducing educational materials that combine lessons promoting individual life 

skills, couple relationships, parenting, step-families and  co-parenting skills;  
3. Encouraging awareness of negative cognitive and behavioral patterns and 

practicing skills that enhance individual and family well being; and 
4. Identifying strengths and specific areas of challenge that require additional work 

and focus.   
 

Suggested topics may include but are not limited to the following: 
  

 Communication skills  Identifying individual conflict styles 

 Domestic violence  Racial and cultural issues 

 Ethics and morality   Conflict resolution 

 Re-entry/transitional planning  Breaking the incarceration cycle 

 

2.4.3 Individual and Family Counseling Services     

The Family Counseling Services component will provide educational classes and 
seminars for selected married/committed participants of the Parenting Program and their 
spouses/partners. The purpose of the service is to grant couples the benefit of enhancing 
communication skills and improving family relationships. 
  
The provider will be responsible for designing creative means to facilitate family 
counseling sessions that incorporate long distances and transportation issues. 
Additionally, program participants will receive group and individual counseling.   
 
The Bidder will describe a detailed plan designed to achieve the goals of the family 
counseling component, including, but not limited to, the following: 

1. Conducting family needs assessments for participating family members, with the 
goal of identifying needs in order to provide community referrals for family 
members.  
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2. Providing family counseling sessions for participants and their family members for 
the enhancement of communication skills and conflict resolution.  

3. Mitigating the negative psychological and emotional effects resulting from 
incarceration.   

4. Assisting with family re-entry by the creation of a family action plan that promotes   
supportive and beneficial relationships.  

 

2.4.4 Children’s Centers 

The Children’s Center consists of a visiting area within the regular prison visiting room 
that provides a supervised environment for fathers to interact with their children in a 
positive way.  The Contractor will supply the children’s centers with books, blocks, 
crayons and paper.  The centers are currently furnished with child-size furniture.   
 
The Children’s Centers are expected to be open on weekend days and on the ten (10) 
recognized State holidays*, during the hours listed below, by facility:  
 

  Correctional Facility    Hours  
Fishkill    9:00 a.m. – 2:00 p.m. 
Shawangunk    8:30 a.m. – 2:00 p.m. 
Sing Sing    8:30 a.m. – 2:30 p.m. 
Wallkill    8:30 a.m. – 2:00 p.m. 
Woodbourne    8:30 a.m. – 2:15 p.m. 
 

       * http://www.cs.ny.gov/attendance_leave/2014_legal_holidays.cfm 
 
The Children’s Centers must be staffed by the Contractor during these times.  In addition, 
the Contractor will be required to provide DOCCS-approved, job-specific training, 
including on-the-job training, to inmates who have been approved by the Department to 
work in the Children’s Centers as Children Center Workers (CCW).  The CCWs will have 
met specified DOCCS criteria to qualify for this position. The CCWs will be supervised in 
the Children’s Center by the Contractor in conjunction with DOCCS staff.  
 
Bidders must describe in their proposal their training plans for inmates who will work in 
the Children’s Centers.    
 
Services provided through the Children’s Centers are designed to support the goal of 
improving or maintaining inmates’ relationships with their children.  The following specific 
objectives have been identified for the Children’s Centers:  
 

1. To provide a family friendly, engaging environment within the prison confines,                             
by means of which quality time may be re-established and family bonds 
maintained. 

2. To allow for the integration of skills learned in the parenting education component 
to   be practiced.           

3. To allow inmate fathers time to address the needs of their children enhancing their 
capacity to nurture and socialize with their children.  

  

http://www.cs.ny.gov/attendance_leave/2014_legal_holidays.cfm
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2.4.5 Training DOCCS Staff 

The Contractor will develop training for DOCCS staff to ensure they are aware and 
sensitized to the impact incarceration has on children and families.  Training will include, 
but not be limited to the following: 

 Communication skills that help improve positive staff/family interactions, 

 Understanding age-appropriate interactions and behavior expectations, and 

 Cultural awareness related to children and families. 
 
Bidders must submit the following with their proposals: 

 Description of the proposed training curriculum, 

 Objectives and goals for the training, 

 Proposed training methodology, and  

 Training topics proposed to supplement the topics listed above.  
 

2.5 Records and Reporting Requirements  

The Contractor will be required to maintain complete records concerning all areas of 
contract performance in accordance with Appendix A, Standard Clauses for New York 
State Contracts. 
 

2.5.1 Inmate Parenting Services  

Contractor will maintain case records for each program participant which will permit the 
reporting of program compliance data to the Department. The records will include, but not 
be limited to the following: 

 individual assessments 

 progress notes 

 discharge summaries 

 evaluations 
 
Case records will be maintained in compliance with the Department’s protocols.  All 
records maintained by the Contractor will be made available to the Department.  
 
Reporting Requirements 
 
The contractor will be expected to provide reports to the Department as part of a 
mutual plan to monitor the delivery of services and the results of the program.  
Proposals will include the Bidder’s plan to comply with the reporting standards, 
including at a minimum the following reports:    
  

2.5.2 Monthly Reports 

The Contractor must provide brief monthly reports to be developed with the Department 
after the contract is awarded. The pre- and post-assessment tool(s) results for the 
monthly reporting periods will be compared (by individual participant and/or in aggregate) 
to assess learning or behavior changes.  
 



RFP 2013-03  Page 17 
 

  

2.5.3 Quarterly Reports 

The Contractor will provide quarterly reports to the Department in a format that is pre-
approved by the Department.  The reports will include the following: 

 A narrative summary identifying program accomplishments during the quarter, 
problems encountered, and action plans to address the problems, and 

 Cumulative data reflecting year-to-date program information.    
 

2.5.4 Annual Reports 

Within 30 days of the end of each contract year, the Contractor will submit an annual 
report to the Department in a format to be pre-approved by the Department.  This report 
will include the following:  

 A full description and total number of programs/trainings delivered in the preceding 
12 months of the contract term. 

 A narrative and statistical report that fully describes program accomplishments, 
problems and resolutions, including recommendations for the next contract year. 

 The total number of participants in the Inmate Parenting Program. 

 A detailed fiscal report outlining expenditures for the contract year. 
 

2.6 Program Monitoring and Improvement 

Proposals must detail the Bidder’s plan to monitor its delivery of services and ensure 
timely response to problems encountered.  The plan should detail how the Bidder 
proposes to use the results to improve services.  A staff supervision and development 
plan should be included.  
 

2.7 Staffing and Background Checks   

Proposals should include a list of staff that will oversee or perform the contracted duties 
at the correctional facilities.  Upon notification of contract award, Contractor will provide 
the Department with the name(s) of staff who will need to complete the Volunteer 
Services process according to Directive #4750, included in Attachment B.  Subsequent 
new hires will be subject to the same requirements. 
 
The Department reserves the right to complete background checks on all staff listed by 
the Contractor and all proposed staff submitted by the Contractor and to reject the 
services of any individual considered unacceptable by the Department for security 
reasons or other just causes. Such rejections will be solely in relationship to the 
correctional institution setting not as a judgment of professional skills.  Rejection of an 
individual is not subject to review nor will the reason(s) for the rejection be revealed to 
either the individual or the Contractor, except as provided by statute.   
 
The Contractor must maintain and make available to the Department at all times, a 
current listing of staff and including titles/functions, qualifications, salaries and 
assignments.  All changes in staffing must be reported to the Department within seven (7) 



RFP 2013-03  Page 18 
 

working days.  The Department’s approval is required in advance if the Contractor 
requests to use an outside consultant. 
 

2.8 Contractor Employees and Department Rules 

Any individual hired by the Contractor to work in the program agrees, by virtue of 
accepting his/her assignment, to abide by all the rules and regulations of the Department.  
Specifically, each individual is to be made aware of and agree to the following 
Department Directives, as currently written, or as revised, included in Attachment B. 
(Note: Directive #4900, Security in the Gate Area, is not included in this RFP; it will be 
made available to the approved Contractor.) 

 #2216 -  Fingerprinting of New Employees   

 #4936 -  Search of Department Employee 

 #4750 -  Volunteer Services Program   

 #4900 -  Security in the Gate Area 
 

In addition, the Contractor will be familiar with and provide staff with information in federal 
and NYS Laws as well as Department Policy on the Prevention of Sexual Abuse of 
Inmates: http://www.doccs.ny.gov/PREA/PREAinfo.html 
 
It is the responsibility of the Contractor to see that all employees are aware of the 
Directives above and all other applicable rules and regulations of the Department. Copies 
of all relevant parts of the Department’s Employee Rule Book will be made available to 
the Contractor.   

2.9 Tenure 

Employees of the Contractor will not be considered State employees and, therefore, 
cannot be afforded normal Civil Service Law Protection.  They are, however, afforded 
certain protections applicable to volunteers as outlined in Directive #4750, Volunteer 
Services Program.  Should the overall job performance of a contracted employee in the 
Inmate Parenting Program fall below the standards considered reasonable by the 
superintendent of the facility or his/her designee, that contracted employee’s services 
may be terminated at any time, upon the approval of the Deputy Commissioner for 
Program Services or his/her designee.  Such termination will be done in accordance with 
Directive #4750.    
 

2.10 Mandatory Forms and Documents for Contractors  

Corporations and individuals entering into contracts with New York State are subject to 
various laws and must submit certain documents pursuant to State Law or policy.  The 
forms and related excerpts from law, and instructions are included in Attachment D.   
 
Several documents included in Attachment D must be signed, notarized as 
applicable, and returned with the Bidder’s proposal.  Instructions are included with 
the forms. Bidders should use the checklist included in Attachment D to ensure 
that all required forms are included with their proposals. 
 

http://www.doccs.ny.gov/PREA/PREAinfo.html


RFP 2013-03  Page 19 
 

 Section 3 – Cost Proposal Requirements 

3.1 Program Budget 

Bidders must submit a detailed year-one budget which includes costs related to 
personnel and non-personnel service costs.  The budget must be accompanied by a 
budget narrative that explains all itemized costs. See Attachment F for the format to use 
for the Cost Proposal Submission.  The budget must account for the following, as 
applicable: 

 
Totals for each budget component and the budget grand total must be clearly indicated.  
Travel costs, if applicable, may not exceed the NYS travel rates published by the Office 
of the State Comptroller at www.osc.state.ny.us/agencies/travel. 
 
 
Final budgets are subject to negotiation with the awarded vendor.  
 
 
Do not include any technical information in the Cost Proposal. Package the Cost 
Proposal as instructed in Section 6.

Personnel Services 
Administrative staff 
Line staff 
Fringe benefits 
Other personnel service costs (specify) 
Total personnel service costs 
 

Non-personnel Services 
Supplies and materials 
Equipment 
Telephone  
Other non-personnel service costs 
(specify) 
Total non-personnel service costs 
 

http://www.osc.state.ny.us/agencies/travel/travel.htm
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 Section 4 -  Contractual Terms and Conditions 

4.1 Appendix A, Standard Clauses for New York State Contracts 

The terms of Appendix Attached hereto, are hereby incorporated into this RFP and any 
resulting contract.  The Contractor is required to adhere to the clauses in Appendix A 
(Attachment D).   

4.2 Executive Order 38, Limits on State-Funded Administrative costs 
& Executive Compensation 

Effective July 1, 2013, limitations on administrative expenses and executive 
compensation contained within Governor Cuomo’s Executive Order #38 and related 
regulations published by the Department (Part 513 of 7 NYCRR – Limits on 
Administrative Expenses and Executive Compensation) went into effect.  Applicants 
agree that all state funds dispersed under this procurement will, if applicable to them, be 
bound by the terms, conditions, obligations and regulations promulgated by the 
Department.  To provide assistance with compliance regarding Executive Order #38 
and the related regulations, please refer to the Executive Order #38 website at: 
 http://executiveorder38.ny.gov and http://www.governor.ny.gov/executiveorder/38.This 
website may also be accessed from the DOCCS Web site at http://www.doccs.ny.gov/.  
 

4.3  Executive Order 26, Statewide Language Access Policy 

Bidders should review this executive order prior to submitting proposals. You may 
access the executive order on the Governor’s Web site: 
http://www.governor.ny.gov/executiveorder/26 In the event that translation/interpretation 
services are required for languages other than the Spanish language, the selected 
Contractor must agree to comply with any requests by DOCCS to provide documents or 
other assistance to allow for translation or interpretation to be conducted.  Any costs 
associated with the translation or interpretation services will be incurred by DOCCS.   
 

4.4 Contract Period and Renewal 

Unless modified as provided herein, the initial term of the contract will be for three (3) 
years from January 1, 2014, through December 31, 2016, contingent on the approval by 
the Office of the State Comptroller.  There will be potential of up to two (2), 12-month 
renewals, depending on availability of funds, performance of the Contractor, and the 
Department’s need for the services. If all renewals are awarded, the full contract term 
shall be five (5) years (January 1, 2014, through December 31, 2018).   

4.5 Contractor Assurances 

The Bidder and subsequent Contractor warrants that it has carefully reviewed the needs 
of the State for the Inmate Parenting and related services described in this RFP and its 
attachments, and otherwise communicated in writing by the State to the Bidder and 
subsequent Contractor, that it has familiarized itself with the Department’s 
specifications, and it warrants that it can provide such services as described in the RFP 

http://executiveorder38.ny.gov/
http://www.governor.ny.gov/executiveorder/38
http://www.doccs.ny.gov/
http://www.governor.ny.gov/executiveorder/26
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and as represented in its proposal.  The Bidder and subsequent Contractor agrees that 
it will perform its obligations hereunder in accordance with all applicable Federal, State, 
and local laws, rules, and regulations now or hereafter in effect. 
 
The Bidder and subsequent Contractor warrants and affirms that the terms of the RFP, 
and the resultant Contract, do not violate any contracts or agreements to which it is a 
party, and that its other contractual obligations will not adversely influence its 
capabilities to perform under the contract. 

4.6 Procedures for Amendments 

Any request by the Contractor for changes or amendments in any part of the Contract 
must be made in writing to the Department of Corrections and Community Supervision.  
Any such changes are subject to approval by the Department and the Office of the State 
Comptroller.    

4.7 Price Adjustments 

Prices will be firm for the first two years of the Contract. At the time of releasing this 
RFP, it is not known if funding will be available for adjustments to the budget amount in 
the third year or in any of the optional renewal periods. If funding is available, the 
Contractor may apply for an adjustment in the Contract budget amount for the third year 
of the Contract (January 1, 2016, through December 31, 2016) or for any of the optional 
renewal periods, if applicable. The request must be made in writing, and may only be 
submitted between October 1 and December 1 prior to the contract anniversary date of 
January 1 while the Contract is in effect. Increases, if any, must be computed by the 
Contractor and submitted with supporting documentation in a letter of request to the 
Department. The increase will be based on changes in the average Consumer Price 
Index for northeastern urban regions, as reported by the U.S. Bureau of Labor Statistics 
(BLS) on their website (http://www.bls.gov/news.release/cpi.t04.htm).  The price 
escalation will be calculated in accordance with the BLS formula for using the consumer 
price index for escalation, available on the website.  
 
Price adjustments using the CPI involve changing the payment by the percentage 
change in the level of the CPI between the base month (August through October) and 
the same month in a previous year, which are 12 months apart.  The percentage is 
calculated by first determining the index point change between the two periods and then 
converting it to a percentage change. The Contractor must use the same base month 
for subsequent requests. The Contractor has the sole responsibility to request, in a 
letter form, an adjusted rate and to provide a copy of the index and other supporting 
documentation necessary to support the increase with the request.  In no case will the 
increase be greater than 3%. If the Contractor fails to submit the request and supporting 
documentation to the proper location between October 1 and December 1, the 
Contractor shall be deemed to have waived its right to any increase in price.  
 
The Department will provide additional information or technical assistance upon 
request.  Any request must contain a thorough justification for the increase.  There is no 
guarantee to any provider that an annual request for increase will be approved.  In the 
event of extreme increases in price, the State reserves the right to terminate this 
Contract in its entirety upon thirty (30) days written notice to Contractor. 
 

http://www.bls.gov/news.release/cpi.t04.htm
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4.8 Ownership and Title to Deliverables 

The Contractor will not publish any research findings developed as a result of 
conducting these programs without obtaining written permission from the Department.  
Approval to publish research findings will be separate agreement that addresses the 
scope of the research project and the distribution of royalties.    
 

4.9 Dispute Resolution 

Disputes regarding contract activities or terms that occur during the term of the contract 
will be handled between the Contractor and the appropriate facility Superintendent 
and/or his/her designee and may also involve, as necessary, the Department’s Deputy 
Commissioner for Program Services and/or the Director of the Office of Ministerial, 
Family and Volunteer Services and/or his/her designee. 
  

4.10 Additional Security/Confidentiality Requirements  

The Contractor will comply with all State and Federal laws and regulations regarding 
inmate and release confidentiality. The selected Contractor will be required to complete 
a Non-Disclosure Agreement (see Attachment G). 
  

4.11 Patent/Copyright Indemnification/Publishing Rights 

The Contractor will not publish any research findings developed as a result of 
conducting these programs, without obtaining written permission from the Department.  
Approval to publish research findings, if given, will be the subject of a separate 
agreement defining the scope of research project and the distribution of royalties. 
 
The Contractor must cooperate in any program research and evaluation data efforts 
conducted or approved by the Department. 
  

4.12 Oral Presentations 

The State, at its discretion, may elect to have offerors provide oral presentations of their 
proposals.  All offerors deemed by the State as eligible to receive an award will be given 
the opportunity to provide such oral presentations.  Unless oral presentations are made 
a part of the evaluation process and points are assigned, oral presentations are for 
clarification purposes only. (See Section 7, Proposal Evaluation Criteria and Selection 
Process.) 
 

4.13 Period of Validity 

Each offeror’s proposal must include a statement as to the period during which the 
provisions of its proposal will remain valid.  A minimum of six months from the closing 
date for receipt of proposals is required. 
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4.14 M/WBE and Equal Employment Opportunities and Goals 

The Bidder and subsequent Contractor will comply with the terms set forth in Clause 12 
of Appendix A, Standard Clauses for New York State Contracts, and in Attachment C. 
 

4.15 Conformance to RFP 

Any exceptions or objections to the terms, conditions, and requirements of this RFP 
must be submitted in writing prior to the due date for Questions in subsection 1.3.  
Bidders are cautioned that any exceptions or objections may render their bid 
nonresponsive. 
 
This RFP will be incorporated into and made part of the final Contract between the 
Department and the Contractor selected to administer the program.    
  

4.16 Payments to Contractor 

All payment claims for services rendered by the Contractor will be in a form satisfactory 
to the Department and Comptroller of the State of New York.  Claims will provide 
sufficient details on programs and services provided, and expenses incurred, to justify 
the items and amounts for which payment is sought.  The Department reserves the right 
to reject any claims if in its sole judgment it determines that the Contractor has failed to 
provide any or all the required programs and services.  The Contractor agrees to 
reimbursement of staff travel expenses, if applicable, at rates that do not exceed current 
State rates as established by the Comptroller.  Such travel expenses are subject to 
review and approval by the Department.   
 
Claims for reimbursement will be submitted on a Standard New York State Voucher, to 
the Department on a monthly basis during the period of this agreement. Claims will be 
accompanied by a monthly report of actual incurred expenditures in formats to be 
approved by the Department.  Upon execution of the Contract, an advance payment 
may be requested by-not-for-profit vendors in an amount not to exceed 2/12ths of the 
approved year one contract budget.  The advance payment must be repaid by a 
deduction of one-fifth (1/5) of the advance amount applied against each of the first five 
monthly vouchers for payment.  Payments will be made to the Contractor according to 
New York State Prompt Payment Rules and Regulations, upon receipt of monthly 
vouchers. 
 
The Contractor must, at all times,  account for the proceeds of the Contract in such a 
way that, at the Department’s request, the Contractor can demonstrate that the 
proceeds have been utilized for the obligations set forth in the contract. 
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 Section 5 - Administrative Requirements 

 

5.1 Inquiries 

Inquiries regarding this RFP process must be in writing referencing the RFP number, 
page number, and section/subsection and emailed to the Contract Procurement Unit at 
doccscontracts@doccs.ny.gov.  Enter RFP 2013-03 Inmate Parenting Program in the 
subject line.  
 
All questions and inquiries must be submitted in writing, citing the particular proposal 
section and paragraph number.  Prospective Bidders should note that all clarifications 
and exceptions, including those relating to the terms and conditions of the contract, are 
to be resolved prior to the submission of a proposal. The deadline for questions and 
inquiries is by 3:00 p.m. EDT on the date specified in subsection 1.3. Answers to all 
questions of a substantive nature will be given to all prospective Bidders in the form of a 
formal addendum, which will be posted to the New York State Contract Reporter and 
annexed to and become part of the resultant Contract. DOCCS will issue responses by 
close of business on the date specified in subsection 1.3. The addendum will be 
included in the final Contract documentation. 
 
Note:  All contacts are subject to certain restrictions defined in State Finance Law §139-
j and k.  (See Procurement Lobbying Certification, Attachment D, Mandatory Forms.) 
 
Questions and requests for clarification regarding this RFP shall only be directed to the 
following designated contact or to the alternate designated contact: 
 
       Velma Berry      Lucretia Bailey  
       Phone: 518436-7886 ext. 3115   Phone: 518 436-7886 ext. 3120 
       Fax:  518 436-1519     Fax: 518 436-1519 
       Email: doccscontracts@doccs.ny.gov   Email: doccscontracts@doccs.ny.gov 
 

5.2 Pre-Bid Conference 

A pre-bid conference will be held in Albany at the date and time specified in subsection 
1.3.  The conference will be held at the offices of DOCCS Program Services Division, 
Room 300, 800 North Pearl Street, Menands, NY 12204.  Attendance is optional, but 
recommended.  Since seating is limited, pre-registration is requested by calling or 
emailing Michele Bianco at (518) 436-7886 ext. 3135 or doccscontracts@doccs.ny.gov 
with attendees’ names (limit of three individuals per organization).  There will be no 
break for lunch but attendees are welcome to bring a bag lunch. The building also has a 
small cafeteria where items can be purchased prior to the meeting.    

5.3 Submission of Proposals 

All proposals and accompanying documentation received by the due date and time will 
become the property of the State of New York and will not be returned. The content of 
each Bidder’s proposal will be held in strict confidence during the bid evaluation 
process, and no details of any proposal will be discussed outside the evaluation 

mailto:doccscontracts@doccs.ny.gov
mailto:doccscontracts@doccs.ny.gov
mailto:doccscontracts@doccs.ny.gov
mailto:doccscontracts@doccs.ny.gov
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process.  The successful Bidder’s proposal and a copy of this Request for Proposals will 
be made part of the Contract; therefore, an official authorized to commit the company to 
a contract must sign the proposal. 
 
All proposals must be received no later than 3:00 p.m. EDT on the due date (see 
subsection 1.3). Any proposals received after this date and time will not be considered. 
DOCCS will return all late proposals to the Bidder unopened.  A receipted 
delivery/mail method is recommended.  
 
Please note: If bids are being hand delivered enter through the Corcraft front door. For 
hand delivery of proposals, hours limited to 8:00 a.m. through 3:00 p.m. 
 
 Proposal must be received in a sealed box or envelope marked “Proposal for RFP 
“2013-03” and delivered to the following location/address: 
 
Attention: Velma Berry 
NYS Department of Corrections 
And Community Supervision 
Support Operations/Contract Procurement Unit  
Proposal for Bid 2013-03 
550 Broadway 
Menands, NY 12204 
 

 The Department will not be liable for any costs incurred by the Bidder for work 
performed in the preparation and reproduction of the proposal. 

 

 The Department reserves the right to request clarification from Bidders, if 
warranted, in accordance with the State Finance Law 163-9c. 

 

 All proposals and supporting documentation will become the property of the 
Department upon submission and will be used as the Department deems 
appropriate. 

 

 Each submission shall conform to the proposal format and content instructions 
included in Section 6.  No consideration will be given to incomplete proposals or 
proposals that do not conform to the requirements contained in this RFP.      

  

 All proposals and supporting documentation shall become the property of the 
Department upon submission and shall be used as the Department deems 
appropriate. 

5.4 Facsimile Bids 

Facsimile transmission of bids will not be accepted. 

5.5 Bidder Debriefing 

Bidders will be accorded fair and equal treatment with respect to the opportunity for 
debriefings. Unsuccessful Bidders will be notified in writing and will be offered an 
opportunity for a debriefing. Bidders requesting a debriefing prior to the final approval of 
the contract must make a request in writing to the designated contact person within 
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seven (7) days of the notification. DOCCS shall provide a debriefing that is limited to a 
review of that Bidder's Proposal within 10 business days of the request received from 
the unsuccessful Bidder. After the final contract approval, DOCCS shall, upon request, 
provide a debriefing to any Bidder that responded to the solicitation, regarding the 
reason that the proposal submitted by the unsuccessful Bidder was not selected for a 
contract award. The post award debriefing should be requested by the bidder within 
thirty (30) days of approval of the contract as posted on the OSC website (web address 
below): 
http://wwe1.osc.state.ny.us/transparency/contracts/contractsearch.cfm 
 

5.6 General Requirements 

1. The Bidder agrees to adhere to all State and Federal laws and regulations in 
connection with the contract. 

2. The Bidder agrees to notify the Department of Corrections and Community 
Supervision of any changes in the legal status or principal ownership of the firm, 
forty five (45) days in advance of said change. 

3. The Bidder agrees that any contract resulting from this RFP may not be assigned, 
transferred, conveyed or the work subcontracted without the prior written consent 
of the Commissioner of the Department of Corrections and Community 
Supervision. 

4. For reasons of safety and public policy, in any contract resulting from this RFP, the 
use of illegal drugs and/or alcoholic beverages by the Contractor or its personnel 
shall not be permitted while performing any phase of the services herein specified. 

5. For purposes of any contract resulting from this RFP, the State will not be liable for 
any expense incurred by the Contractor for any parking fees or as a consequence 
of any traffic infraction or parking violations attributable to employees of the 
Contractor.  

6. The Commissioner’s interpretation of specifications shall be final and binding upon 
the Contractor. 

7. The Commissioner of the Department of Corrections and Community Supervision 
will make no allowance or concession to the Bidder for any alleged 
misunderstanding because of quantity, quality, character, location or other 
conditions. 

8. Should it appear that there is a real or apparent discrepancy between different 
sections of specifications concerning the nature, quality or extent of work to be 
furnished, it shall be assumed that the Bidder has based its bid on the more 
expensive option. Final decision will rest with the Commissioner of the Department 
of Corrections and Community Supervision. 

9. Inspection – For purposes of any contract resulting from this RFP, the quality of 
service is subject to inspection and may be made at any reasonable time by the 
State of New York. Should it be found that quality of services being performed is 
not satisfactory and that the requirements of the specifications are not being met, 
the Commissioner of the Department of Corrections and Community Supervision 
may terminate the contract and employ another contractor to fulfill the 
requirements of the contract. The existing Contractor shall be liable to the State of 
New York for costs incurred on account thereof. 

10. Stop Work Order- The Commissioner of the Department of Corrections and 
Community Supervision reserves the right to stop the work covered by this RFP 
and any contract(s) resulting therefrom at any time that it is deemed the successful 

http://wwe1.osc.state.ny.us/transparency/contracts/contractsearch.cfm
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Bidder is unable or incapable of performing the work to the state’s satisfaction. In 
the event of such stopping, the Department of Corrections and Community 
Supervision shall have the right to arrange for the completion of the work in such 
manner as it may deem advisable and if the cost thereof exceeds the amount of 
the bid, the successful Bidder shall be liable to the State of New York for any such 
costs on account thereof. In the event that the Department of Corrections and 
Community Supervision issues a stop work order for the work as provided herein, 
the Contractor shall have ten (10) working days to respond thereto before any 
such stop work order shall become effective. 

11. It is the Contractor's responsibility to maintain the equipment and materials 
provided for the work consistent with applicable safety and health codes. 

12. The Department of Corrections and Community Supervision reserves the right to 
reject and bar from the facility any employee hired by the Contractor. 

 

5.7 State’s Rights to Proposals 

By submitting a proposal, the Bidder agrees not to make any claim for, or have any right 
to, damages because of any misinterpretation or misunderstanding of the specification, 
or because of any misinformation or lack of information.   
 
The State of New York reserves the right to the following: 
 

1. Reject any and all bids received in response to this Solicitation. 
 

2. Disqualify a Bidder from receiving the award if the Bidder, or anyone in the 
Bidder's employ, has previously failed to perform satisfactorily in connection with 
public bidding or contracts.  
 

3. Correct Bidders’ mathematical errors and waive or modify other minor 
irregularities in bids received, after prior notification to the Bidder. 
 

4. Adjust any Bidder's expected costs of the bid price based on a determination of 
the evaluation committee that the selection of the said Bidder will cause the State 
to incur additional costs.  
 

5. Utilize any and all ideas submitted in the bids received. 
 

6. Negotiate with Bidders responding to this Solicitation within the Solicitation 
requirements to serve the best interests of the State. 
 

7. Begin contract negotiations with another bidding Contractor(s) in order to serve 
the best interests of the State of New York should the State of New York be 
unsuccessful in negotiating a contract with the selected Contractor within 21 days 
of selection notification. 
 

8. Waive any non-material requirement not met by all Bidders. 
 

9. Not make an award from this Solicitation. 
 

10. Make an award under this Solicitation in whole or in part.  
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11. Make multiple contract awards pursuant to the Solicitation.  

 
12. Have any service completed via separate competitive bid or other means, as 

determined to be in the best interest of the State. 
 

13. Seek clarifications of bids. 
 

14. If two or more offers are found to be substantially equivalent, the Commissioner 
of the Department of Corrections and Community Supervision, at his sole 
discretion, will determine the award. 

 
Note: The State is not liable for any cost incurred by a Bidder in the preparation and 
production of a proposal or for any work performed prior to the issuance of a contract. 

5.8 Extent of Services 

DOCCS reserves the right to re-negotiate at its discretion, to reduce the amount of 
services provided under any contract resulting from this solicitation. This reduction in 
services shall be effectuated by written amendment to the contract and subject to 
approval by the Office of the State Comptroller. 
 

5.9 Contract Terms 

All provisions and requirements of Appendix A, Standard Clauses for New York State 
Contracts, which is attached hereto and forms a part hereof, will be incorporated into 
any contract resulting from this RFP, and will be binding upon the parties to such 
contract. 

All provisions and requirements, which are attached hereto and form a part hereof, will 
be incorporated into any contract resulting from this RFP, and will be binding upon the 
parties to such contract. 

It is stipulated and agreed by the parties that the law of the State of New York shall 
solely and in all respects govern with relation to any dispute, litigation, or interpretation 
arising out of or connected with any contract resulting from this RFP.   

Any contract resulting from this RFP shall not be deemed executed, valid or binding 
unless and until approved in writing by the Attorney General and the Comptroller of the 
State of New York.   

5.10 Subcontractors 

The State will contract only with the successful Bidder who is the Prime Contractor.  The 
Issuing Office considers the Prime Contractor, the sole Contractor with regard to all 
provisions of the solicitation and the contract resulting from the solicitation.  Any 
known/planned use of subcontractors must be disclosed in detail with the bid 
submission.  If subcontractors are to be used for base scope services, it shall be 
understood that the bid price includes the cost of the subcontractor and no additional 
markups will be allowed.  
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No subcontract entered into by the Contractor shall relieve the Contractor of any 
liabilities or obligations in this RFP or the resultant contract. The Contractor accepts full 
responsibility for the actions of any employee or subcontractor/subcontractor’s 
employee(s) who carry out any of the provisions of any contract resulting from this RFP. 
 
The Contractor’s use of subcontractors shall not diminish the Contractor’s obligations to 
complete the work in accordance with the contract. The Contractor shall coordinate and 
control the work of the subcontractors. 
 
The Contractor shall be responsible for informing the subcontractors of all terms, 
conditions, and requirements of the contract documents. During the term of the 
Contract, before any part of the contract shall be sublet, the Contractor shall submit to 
the NYS Department of Corrections and Community Supervision, Division of Support 
Operations / Contract Procurement Unit, 550 Broadway, Menands, NY 12204, in writing, 
the name of each proposed subcontractor and obtain written consent to such 
subcontractor.  The names shall be submitted in ample time to permit acceptance or 
rejection of each proposed subcontractor without causing delay in the work of this 
contract.  The Contractor shall promptly furnish such information as DOCCS may 
require concerning the proposed subcontractor's ability and qualifications. 
 

5.11 Termination 

5.11.1 Agency Termination 

 
The Department reserves the right to cancel the complete contract or any part thereof, 
at any time, giving the Contractor thirty (30) days written notice for convenience or 
unavailability of funds.  If in the judgment of the Department, the Contractor fails or 
refuses to perform the work in accordance with the contract, the Department may 
terminate the contract immediately by written notice for cause.   
 
Upon written notice to the Contractor, and a reasonable opportunity to be heard with 
appropriate DOCCS officials or staff, the contract may be terminated by the DOCCS 
Commissioner or his designee at the Contractor’s expense where the Contractor is 
determined by the DOCCS Commissioner or his designee to be non-responsible.  In 
such event, the DOCCS Commissioner or his designee may complete the contractual 
requirements in any manner he may deem advisable and pursue available legal or 
equitable remedies for breach. 
 
The Department of Corrections and Community Supervision may, upon thirty (30) days 
notice, terminate the contract resulting from this RFP in the event of the awarded 
Bidder’s failure to comply with any of the bid’s requirements unless the awarded Bidder 
obtained a waiver of the requirement.   
 
In addition, DOCCS may also terminate any contract resulting from this RFP upon ten 
(10) days written notice if the Contractor makes any arrangement or assignment for the 
benefit of creditors. 
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Furthermore, DOCCS shall have the right, in its sole discretion, at any time to terminate 
a contract resulting from this RFP, or any unit portion thereof, with or without cause, by 
giving thirty (30) days written notice of termination to the Contractor.   
 
Any termination by DOCCS under this Section shall in no event constitute or be deemed 
a breach of any contract resulting from this RFP and no liability shall be incurred by or 
arise against the Department of Corrections and Community Supervision, its agents and 
employees therefore for lost profits or any other damages. 
 

5.11.2 Procurement Lobbying Termination 

The Department of Corrections and Community Supervision reserves the right to 
terminate this contract in the event it is found that the certification filed by the Offeror in 
accordance with New York State Finance Law §139-k was intentionally false or 
intentionally incomplete.  Upon such finding, the Department of Corrections and 
Community Supervision may exercise its termination right by providing written 
notification to the Offerer in accordance with the written notification terms of this 
contract. 
 

5.12 Freedom of Information Law / Trade Secrets 

During the evaluation process, the content of each bid will be held in confidence and 
details of any bid will not be revealed (except as may be required under the Freedom of 
Information Law or other State law). The Freedom of Information Law provides for an 
exemption from disclosure for trade secrets or information the disclosure of which would 
cause injury to the competitive position of commercial enterprises. This exception would 
be effective both during and after the evaluation process.  Should you feel your firm’s 
bid contains any such trade secrets or other confidential or proprietary information, you 
must submit a request to except such information from disclosure. Such request 
must be in writing, must state the reasons why the information should be accepted from 
disclosure and must be provided at the time of submission of the subject information.  
Requests for exemption of the entire contents of a bid from disclosure have generally 
not been found to be meritorious and are discouraged. Kindly limit any requests for 
exemption of information from disclosure to bona fide trade secrets or specific 
information, the disclosure of which would cause a substantial injury to the competitive 
position of your firm. 
 

5.13 Vendor Responsibility 

DOCCS conducts a review of prospective contractors (“Bidders”) to provide reasonable 
assurances that the Bidder is responsive and responsible. A Questionnaire is used for 
non-construction contracts and is designed to provide information to assess a Bidder’s 
responsibility to conduct business in New York based upon financial and organizational 
capacity, legal authority, business integrity, and past performance history.  By 
submitting a bid, Bidder agrees to fully and accurately complete the “Questionnaire.”  
The Bidder acknowledges that the State’s execution of the Contract will be contingent 
upon the State’s determination that the Bidder is responsible, and that the State will be 
relying upon the Bidder’s responses to the Questionnaire when making its responsibility 
determination. 
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DOCCS recommends each Bidder file the required Questionnaire online via the New 
York State VendRep System.  To enroll in and use the VendRep System, please refer 
to the VendRep System Instructions and User Support for Vendors available at the 
Office of the State Comptroller’s (OSC) website, 
http://www.osc.state.ny.us./vendrep/vendor_index.htm or to enroll, go directly to the 
VendRep System online at https://portal.osc.state.ny.us 
 
OSC provides direct support for the VendRep System through user assistance, 
documents, online help, and a help desk.  The OSC Help Desk contact information is 
located at http://www.osc.state.ny.us/portal/contactbuss.htm.  Bidders opting to 
complete the paper questionnaire can access this form and associated definitions via 
the OSC website at:  http://www.osc.state.ny.us/vendrep/forms_vendor.htm 
 
The Contractor must remain a responsible vendor throughout the duration of the 
contract and, if at any time the Contractor is found to be not responsible or there is a 
question as to the vendor’s responsibility, any activities pursuant to the contract may be 
suspended. Finally, the contract may be terminated following a finding of non-
responsibility. 
 
To assist the State in determining the responsibility of the Bidder, the Bidder should 
complete and certify (or recertify) the Questionnaire no more than six (6) months prior to 
the bid due date. 
 
A Bidder’s Questionnaire cannot be viewed by DOCCS until the Bidder has certified the 
Questionnaire.  It is recommended that all Bidders become familiar with all of the 
requirements of the Questionnaire in advance of the bid opening to provide sufficient 
time to complete the Questionnaire. 
 
The Bidder agrees that if it is found by the State that the Bidder’s responses to the 
Questionnaire were intentionally false or intentionally incomplete, on such finding, 
DOCCS may terminate the Contract.  In no case shall such termination of the Contract 
by the State be deemed a breach thereof, nor shall the State be liable for any damages 
for lost profits or otherwise, which may be sustained by the Contractor as a result of 
such termination. 
 
The CONTRACTOR shall at all times during the Contract term remain responsible. The 
CONTRACTOR agrees, if requested by the Commissioner of DOCCS or his designee, 
to present evidence of its continuing legal authority to do business in New York State, 
integrity, experience, ability, prior performance, and organizational and financial 
capacity.  
 
The DOCCS Commissioner or his designee, in his or her sole discretion, reserves the 
right to suspend any or all activities under this Contract, at any time, when he or she 
discovers information that calls into question the responsibility of the Contractor.  In the 
event of such suspension, the Contractor will be given written notice outlining the 
particulars of such suspension.  Upon issuance of such notice, the Contractor must 
comply with the terms of the suspension order.  Contract activity may resume at such 
time as the DOCCS Commissioner or his designee issues a written notice authorizing a 
resumption of performance under the Contract.   

http://www.osc.state.ny.us./vendrep/vendor_index.htm
https://portal.osc.state.ny.us/
http://www.osc.state.ny.us/portal/contactbuss.htm
http://www.osc.state.ny.us/vendrep/forms_vendor.htm
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5.14 M/WBE and EEO Requirements  

See Attachment C for Contractor requirements and procedures. Return a completed 
Utilization Plan (Form M/WBE 100-G) and a completed Staffing Plan (Form EEO 100) 
with your proposal. Please access the forms at www.parole.ny.gov/rfps to complete 
electronically. After completing, download the forms and include with your submission. 
Appendix C will be included in the Contract resulting from this RFP.  
 

5.15 Sales and Compensating Use Tax Certification Requirements 

Complete Form ST-220-CA Contractor Certification.  The Contractor must file Form 
ST-220-CA to certify that it has filed Form ST-220-TD with the Tax Department and that 
the information contained on Form ST-220-TD is correct and complete as of the date 
that the Contractor files Form ST-220-CA. Access and complete Form ST-220-CA by 
using the following link: http://www.tax.ny.gov/pdf/current_forms/st/st220ca_fill_in.pdf 
Please note that Form ST-200-TD must be filed with the NYS Tax Department at the 
address on the front page of the form. You can access Form ST-220-TD using the 
following link: http://www.tax.ny.gov/pdf/current_forms/st/st220td_fill_in.pdf For 
Questions and Answers Concerning Tax Law Section 5-a, go to NYS Department of 
Tax and Finance at http://www.tax.ny.gov/pdf/publications/sales/pub223.pdf .  
 

5.16 Contractor Insurance Requirements 

Prior to the commencement of the work to be performed by the Contractor hereunder, 
the Contractor shall file with The People of the State of New York, Department of 
Corrections and Community Supervision, Certificates of Insurance (hereinafter referred 
to as “Certificates”), evidencing compliance with all requirements. Such Certificates 
shall be of a form and substance acceptable to DOCCS. 
 
Certificate acceptance and/or approval by DOCCS does not and shall not be construed 
to relieve Contractor of any obligations, responsibilities or liabilities under the Contract. 
 
All insurance required by the Contract shall be obtained at the sole cost and expense of 
the Contractor; shall be maintained with insurance carriers licensed to do business in 
New York State and acceptable to DOCCS; shall be primary and non-contributing to 
any insurance or self insurance maintained by DOCCS; shall be endorsed to provide 
written notice be given to DOCCS, at least thirty (30) days prior to the cancellation, non-
renewal, or material alteration of such policies, which notice, evidenced by return receipt 
of United States Certified Mail; shall be sent to NYS Department of Corrections and 
Community Supervision, Division of Support Operations – Contract Procurement Unit, 
550 Broadway, Menands, NY 12204 and shall name The People of the State of New 
York, its officers, agents, and employees as additional insureds there under (General 
Liability Additional Insured Endorsement shall be on Insurance Service Office’s (ISO) 
form number CG 20 10 11 85).  The additional insured requirement does not apply to 
Workers’ Compensation, Disability or Professional Liability coverage. 
 
The Contractor shall be solely responsible for the payment of all deductibles and self-
insured retentions to which such policies are subject.  Deductibles and self-insured 

https://www.parole.ny.gov/rfps.html
http://www.tax.ny.gov/pdf/current_forms/st/st220ca_fill_in.pdf
http://www.tax.ny.gov/pdf/current_forms/st/st220td_fill_in.pdf
http://www.tax.ny.gov/pdf/publications/sales/pub223.pdf
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retentions must be approved by DOCCS.  Such approval shall not be unreasonably 
withheld. 
 
The Contractor shall require that any subcontractors hired, carry insurance with the 
same limits and provisions provided herein. 
 
Each insurance carrier must be rated at least “A-” Class “VII” in the most recently 
published Best’s Insurance Report.  If, during the term of the policy, a carrier’s rating 
falls below “A-” Class “VII”, the insurance must be replaced no later than the renewal 
date of the policy with an insurer acceptable to DOCCS and rated at least “A-” Class 
”VII” in the most recently published Best’s Insurance Report. 
 
The Contractor shall cause all insurance to be in full force and effect as of the 
commencement date of this Contract and to remain in full force and effect throughout 
the term of this Contract and as further required by this Contract.  The Contractor shall 
not take any action, or omit to take any action that would suspend or invalidate any of 
the required coverages during the period of time such coverages are required to be in 
effect. 
 
Not less than thirty (30) days prior to the expiration date or renewal date, the Contractor 
shall supply to DOCCS updated replacement Certificates of Insurance, and amendatory 
endorsements. 
 
The Contractor, throughout the term of this Contract, or as otherwise required by this 
Contract, shall obtain and maintain in full force and effect, the following insurance with 
limits not less than those described below and as required by the terms of this Contract, 
or as required by law, whichever is greater (limits may be provided through a 
combination of primary and umbrella/excess policies): 
 

a) Commercial General Liability Insurance with a limit of not less than 
$1,000,000 each occurrence.  Such liability shall be written on the ISO 
occurrence form CG 00 01, or a substitute form providing equivalent coverages 
and shall cover liability arising from premises operations, independent 
contractors, products-completed operations, broad form property damage, 
personal & advertising injury, cross liability coverage, liability assumed in a 
contract (including the tort liability of another assumed in a contract) and 
explosion, collapse & underground coverage. 
If such insurance contains an aggregate limit, it shall apply separately on a per 
job or per project basis. 

b) Comprehensive Business Automobile Liability Insurance with a limit of not 
less than $1,000,000 each accident.  Such insurance shall cover liability arising 
out of any automobile including owned, leased, hired and non-owned 
automobiles. 

c) If the work involves abatement, removal, repair, replacement, enclosure, 
encapsulation and/or disposal of any petroleum, petroleum product, hazardous 
material or substance, the Contractor shall maintain in full force and effect 
throughout the term hereof, pollution legal liability insurance with limits of not less 
than $1,000,000, providing coverage for bodily injury and property damage, 
including loss of use of damaged property or of property that has not been 
physically injured.  Such policy shall provide coverage for actual, alleged or 
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threatened emission, discharge, dispersal, seepage, release or escape of 
pollutants, including any loss, cost or expense incurred as a result of any cleanup 
of pollutants or in the investigation, settlement or defense of any claim, suit, or 
proceedings against DOCCS arising from Contractors work.   

 
1. If coverage is written on a claims-made policy, the Contractor warrants that 

any applicable retroactive date precedes the effective date of this Contract; 
and that continuous coverage will be maintained, or an extended discovery 
period exercised, for a period of not less than two years from the time work 
under this Contract is completed.  

2. If the Contract includes disposal of materials from the job site, the Contractor 
must furnish to DOCCS, evidence of pollution legal liability insurance in the 
amount of $1,000,000 maintained by the disposal site operator for losses 
arising from the disposal site accepting waste under this Contract. 

i) If autos are used for transporting hazardous materials, the Contractor shall 
provide pollution liability broadened coverage for covered autos 
(endorsement CA 99 48) as well as proof of MCS 90. 

d) If providing professional services, the Contractor shall maintain, or if 
subcontracting professional services, shall certify that Subcontractor maintain, errors 
and omissions liability insurance with a limit of not less than $1,000,000 per loss.   

1. Such insurance shall apply to professional errors, acts, or omissions arising 
out of the scope of services covered by this Contract and, if the project 
involves abatement, removal, repair, replacement, enclosure, encapsulation 
and/or disposal of any hazardous material or substance, it may not exclude 
bodily injury, property damage, pollution or asbestos related claims, testing, 
monitoring, measuring, or laboratory analyses. 

2. If coverage is written on a claims-made policy, the Contractor warrants that 
any applicable retroactive date precedes the effective date of this Contract; 
and that continuous coverage will be maintained, or an extended discovery 
period exercised, for a period of not less than two years from the time work 
under this Contract is completed. 
 

e) Waiver of Subrogation.  Contractor shall cause to be included in each of its 
policies insuring against loss, damage or destruction by fire or other insured casualty a 
waiver of the insurer’s right of subrogation against DOCCS, or, if such waiver is 
unobtainable (i) an express agreement that such policy shall not be invalidated if 
Contractor waives or has waived before the casualty, the right of recovery against 
DOCCS or (ii) any other form of permission for the release of DOCCS. 
 

5.17 New York State Worker Compensation & Disability Benefits 
insurance Requirements  

 
A. Workers’ Compensation Requirement:  
Section 57 of the New York State Workers Compensation Law (WCL) requires that 
State and municipal entities prior to entering into a contract must ensure that the 
contractor applying for that contract has appropriate New York State Workers’ 
Compensation Insurance coverage. Therefore, as part of your bid submission you must 
provide one of the following forms to meet this requirement. Failure to submit one of 
these forms may result in rejection of your bid.  
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1. CE-200 Certificate of Attestation For New York Entities With No 

Employees And Certain Out Of State Entities, That New York State 
Workers’ Compensation and/or Disability Benefits Insurance Coverage 
Is Not Required: 
Form CE-200 can be filled out electronically on the New York State Workers 
Compensation Board’s website, http://www.wcb.ny.gov/ , under the heading 
“Forms.” Applicants filling electronically are able to print a finished Form CE-
200 immediately upon, completion of the electronic application. Applicants 
without access to a computer may obtain a paper application for the CE-200 
by writing or visiting the Customer Service Center at any District Office of the 
Workers Compensation Board. Applicants using the manual process may 
wait up to four (4) weeks before receiving a CE-200.  

OR 
2. C-105.2 Certificate of Workers’ Compensation Insurance (the 

contractors insurance carrier provides this form) PLEASE NOTE: The 
New York State Insurance Fund provides its own version of this form, 
the U-26.3; 

OR 
3. SI-12 Certificate of Workers’ Compensation Self-Insurance (To 

obtain this form the contractor needs to call the New York State 
Workers’ Compensation Board, Self-Insurance Office at 518-402-
0247), OR GSI-105.2 – Certificate of Participation in Workers’ 
Compensation Group Self- Insurance (The Contractors Group Self-
Insurer will provide this form).   

 
B. Disability Benefit Insurance Requirement:   

Section 220(8) of the New York State Workers’ Compensation Law (WCL) requires 
that State and municipal entities prior to entering into a contract must ensure that the 
contractor applying for that contract has appropriate New York State disability 
benefits insurance. All bidders as part of their bid submission must submit one of the 
following forms in order to meet this requirement. Failure to provide one of these 
forms may result in your bid being disqualified.  

1. CE-200 Certificate of Attestation For New York Entities With No 
Employees And Certain Out Of State Entities, That New York State 
Workers Compensation And/Or Disability Benefits Insurance Coverage 
Is Not Required: 
Form CE-200 can be filled out electronically on the New York State Workers 
Compensation Board’s website, http://www.wcb.ny.gov/ , under the heading 
“Forms.” Applicants filling electronically are able to print a finished Form CE-
200 immediately upon, completion of the electronic application. Applicants 
without access to a computer may obtain a paper application for the CE-200 
by writing or visiting the Customer Service Center at any District Office of the 
Workers Compensation Board. Applicants using the manual process may 
wait up to four (4) weeks before receiving a CE-200.  

OR 
2. DB-120.1 Certificate of Disability Benefits Insurance  (the 

contractors insurance carrier provides this form);  
OR 

3. DB-155 Certificate of Disability Benefits Self-Insurance (To obtain 
this form the contractor needs to call the New York State Workers 
Compensation Board’s Self-Insurance Office at 518-402-0247). 

http://www.wcb.ny.gov/
http://www.wcb.ny.gov/
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5.18 Consultant Disclosure Reporting Requirements 

Pursuant to New York State Finance Law, Section 163(4)(g), state agencies must 
require all contractors, including subcontractors, that provide consulting services for 
State purposes pursuant to a contract to submit an annual employment report for each 
such contract, such report to include for each employment category within the contract: 
the number of employees employed to provide services under the contract, the number 
of hours they work, and the total compensation under the contract for those employees. 
Consulting services are defined as analysis, evaluation, research, training, data 
processing, computer programming, engineering, environmental, health, and mental 
health services, accounting, auditing, paralegal, legal, or similar services. 
 
Upon notification of award for this RFP, the selected Contractor must complete Form A, 
State Consultant Services. The completed Form A must include information for all 
employees that will be providing services under the contract resulting from this RFP. 
The selected Contractor must submit the completed Form A with the required 
documents. Form A and the instructions are found in Attachment D. 
 
The Contractor must submit Form B, State Consultant Services Contractor’s Annual 
Employment Report (Attachment D), to report annual employment information required 
by the statute. This form captures historical information, detailing actual employment 
data for the most recently concluded State fiscal year (April 1 – March 31). Submit Form 
B to DOCCS Budget & Finance Unit, the Consultant Reporting Section of the Bureau of 
Contracts at OSC, and the Department of Civil Services at the addresses provided 
below.  
 
Submit the completed Form B annually by May 15 for each State fiscal year (or portion 
thereof) the contract is in effect, as follows: 

 
Contracting Agency: DOCCS  NYS Department of Corrections and 

Community Supervision 
       Sandra Downey, Director 
       Budget and Finance 
       1220 Washington Avenue, Bldg. #2 
       Albany, New York 12226-2050 
 
OSC: Consultant Reporting Sections of the Bureau of Contracts 
       NYS Office of the State Comptroller 
       Bureau of Contracts 
       110 State Street, Floor 11 
       Albany, NY 122236 
       Attention: Consultant Reporting 
 
DCS:       NYS Department of Civil Service 
       Alfred E. Smith Office Building 
       Albany, NY 12239 
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5.19 Ethics Compliance 

All bidders/contractors and their employees must comply with the requirements of §§73 
and 74 of the Public Officers Law, other state codes, rules, regulations, and executive 
orders establishing ethical standards for the conduct of business with New York State.  
In signing the Contract, the Contractor certifies full compliance with those provisions for 
any present or future dealings, transactions, sales, contracts, services, offers, relations, 
etc., involving New York State and/or its employees.  Failure to comply with those 
provisions may result in disqualification from the bidding process, termination of 
contract, and/or other civil or criminal proceedings as required by law. 
 

5.20 Indemnification 

The Contractor shall assume all risks of liability for its performance, or that of any of its 
officers, employees, subcontractors or agents, of any contract resulting from this 
solicitation and shall be solely responsible and liable for all liabilities, losses, damages, 
costs or expenses, including attorney's fees, arising from any claim, action or 
proceeding relating to or in any way connected with the performance of this Agreement 
and covenants and agrees to indemnify and hold harmless the State of New York, its 
agents, officers and employees, from any and all claims, suits, causes of action and 
losses of whatever kind and nature, arising out of or in connection with its performance 
of any contract resulting from this solicitation, including negligence, active or passive or 
improper conduct of the Contractor, its officers, agents, subcontractors or employees, or 
the failure by the Contractor, its officers, agents, subcontractors or employees to 
perform any obligations or commitments to the State or third parties arising out of or 
resulting from any contract resulting from this solicitation.  Such indemnity shall not be 
limited to the insurance coverage herein prescribed. 
 

5.21 Iran Divestment Language 

By submitting a bid in response to this solicitation or by assuming the responsibility of a 
Contract awarded hereunder, Bidder/Contractor (or any assignee) certifies that it is not 
on the “Entities Determined To Be Non-Responsive Bidders/Offerers Pursuant to The 
New York State Iran Divestment Act of 2012” list (“Prohibited Entities List”) posted on 
the OGS website at: http://www.ogs.ny.gov/about/regs/docs/ListofEntities.pdf  and 
further certifies that it will not utilize on such Contract any subcontractor that is identified 
on the Prohibited Entities List. Additionally, Bidder/Contractor is advised that should it 
seek to renew or extend a Contract awarded in response to the solicitation, it must 
provide the same certification at the time the Contract is renewed or extended.  
 
During the term of the Contract, should DOCCS receive information that a person (as 
defined in State Finance Law §165-a) is in violation of the above-referenced 
certifications, DOCCS will review such information and offer the person an opportunity 
to respond. If the person fails to demonstrate that it has ceased its engagement in the 
investment activity which is in violation of the Act within 90 days after the determination 
of such violation, then DOCCS shall take such action as may be appropriate and 
provided for by law, rule, or contract, including, but not limited to, seeking compliance, 
recovering damages, or declaring the Contractor in default.  
 

http://www.ogs.ny.gov/about/regs/docs/ListofEntities.pdf
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DOCCS reserves the right to reject any bid, request for assignment, renewal or 
extension for an entity that appears on the Prohibited Entities List prior to the award, 
assignment, renewal or extension of a contract, and to pursue a responsibility review 
with respect to any entity that is awarded a contract and appears on the Prohibited 
Entities list after contract award.  
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 Section 6 - Proposal Format and Content 

 

6.1 Overview 

This section identifies the information that all Bidders must include in their proposals to 
the Department. 
 
For the purposes of evaluation, each proposal must be submitted with three (3) 
separate labeled parts, including the following:  
 

 Part I:     technical submittal  

 Part II:     cost submittal 

 Part III:   completed documents included in Attachment D 
 
Each part must be complete in itself so that the evaluation of all parts can be 
accomplished independently and concurrently, and so that the technical submittal can 
be made strictly on the basis of its merits.  Cost information is not to be included in Part 
I. All three parts must be clearly labeled and placed in separate sealed and labeled 
envelopes or boxes  
   
The rules established for proposal content and format will be enforced.  Variations from 
the rules prescribed herein may subject the respondent to outright disqualification. It is 
in the best interests of the Bidder to become familiar with the requirements detailed for 
the proposal submissions, so that the evaluation process can proceed in a timely 
manner. 
 
Note: Proposals are subject to New York State reserved rights as detailed in Section 
5.7 and all rules set forth in this and other sections of this RFP. 
 
All Proposals must be completed in machine format (computer) or in ink. PROPOSALS 
SUBMITTED HAND WRITTEN IN PENCIL WILL BE DISQUALIFIED. The issuing office 
prefers that the proposals not be handwritten; however, Bidders may use ink or an 
indelible pen. 
 

6.2 General Requirements and Appearance 

Each proposal must be submitted with a cover letter bearing the signature of an official 
authorized to commit the company to a contract with the Department.  The cover letter 
shall address the requirements shown in Section 2.1, Bidder Qualifications. 
 
Proposals shall be prepared with sequentially numbered pages showing the name of 
the Bidder in either the footer or header section of each page (excluding Part III). A 
table of contents shall be included in the Proposal for Part I, technical requirements.    
 
Bidders should prepare and submit their proposals in a format that follows the RFP 
indicating the particular requirement being addressed by section, subsection, and 
paragraph. 
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6.3 Technical Submittal Requirements (Part I) 

The technical submittal shall include the proposed plan of service delivery and related 
requirements described in Section 2 and elsewhere in the RFP, beginning with a Table 
of Contents. Use Attachment E, Technical Submittal Guide, as a guideline for the 
proposal preparation. Part I shall also include a cover letter, on letterhead, identifying 
the name of the project and the name and title of a contact person.  The letter must be 
signed by an individual authorized to commit the organization to a contract with New 
York State. Do not include Cost information in the Part I technical submittal.  
Submit three original documents bearing an authorized signature, six (6) copies, and 
one electronic version (e.g. Compact disc or Flash drive).   
 

6.4 Cost Submittal Requirements (Part II) 

Part II of the proposal shall include the pricing proposal that sets forth the costs for 
requested services. The cost submission should be complete, accurate, well-
documented, and in the format required in Section 3. Do not include Cost information 
in the Part I technical submittal. All prices must be inclusive of all costs necessary or 
incidental for proper performance under this contract.  Submit three original documents 
bearing an authorized signature, two (2) copies, and a separate electronic version.  
Place the original and all copies in a sealed, labeled envelope. 
 

6.5 Mandatory Forms and Document Requirements (Part III)  

Part III shall be comprised of the forms and documents included in Attachment  C and 
Attachment D and described in Section 2. Photocopy the blank forms then complete 
and submit two (2) sets, both with original signatures.  

  Notarized signatures are required on some forms. Place all copies in a 
sealed, labeled envelope. 

 Include a copy of the Bid Submission Checklist. 

 For M/WBE forms, access the Word version of the forms using the link provided. 
Complete the required forms electronically, download the completed forms, sign 
and include the forms with Part III of your submission. 
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 Section 7 - Proposal Evaluation Criteria and Selection 
Process 

 
This is a service contract solicitation.  Proposals will be reviewed and evaluated by a 
selection panel using a predetermined scoring method. The resulting scores of the 
selection panel will be documented and filed in the Procurement Record.  Awards will 
be approved by the offices of the Attorney General and the State Comptroller, as 
required by law.  Because this is a service contract solicitation, awards will be made on 
the basis of “best value from a responsive and responsible offeror,” in accordance with 
the State Finance Law.  “Best value” for the purpose of this solicitation shall mean the 
bid obtaining the highest  overall combined score based on the technical score plus the 
cost evaluation score. 

7.1 Part  I Technical Submittal   70% 

Part I will consist of an evaluation of the detailed proposal response narrative. 
Proposals will be evaluated based on the thoroughness in responding to each item in 
Attachment E, Technical Submission Guidelines. All proposed services must be 
adequately and completely described.  A paragraph-by-paragraph response in 
chronological order is required in order to provide the Evaluation Committee with the 
best method to review the proposal.   
  
Part I scores are to be calculated by adding the total points of each reviewer on the 
Evaluation Committee and dividing that number by the total number of reviewers. This 
will create an average score for all of the evaluators.  
 

7.1.1 Bidder’s Experience    (15%) 

The Bidder demonstrates the ability to successfully implement the proposed plan, based 
on similar successful efforts.          

7.1.2 Program Design    (45%) 

Comprehensiveness and quality of the program design described in the proposal will be 
evaluated. Each proposal will be reviewed to determine the extent to which objectives 
and activities of the proposed program are clearly defined; how the proposed program is 
designed to achieve the goals of the program as defined in this RFP; and to determine 
that the personnel plan is adequate to achieve the program objectives.            

7.1.3 Program Monitoring/Staffing and Background (10%) 

Proposals will be reviewed to determine if the Bidder has an effective plan to monitor 
the program and to assess the effectiveness of same. In addition, the Bidder’s plan for 
staffing will be reviewed and evaluated. 
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7.2 Part II  Cost Submittal     30% 

           
The budget includes a detailed narrative and appears appropriate to support the goals 
of this project initiative. Use the format provided in Attachment F.  
 

7.3 Part III  Forms and Document Requirements 

Part III shall include the completed forms and documents in Attachment D and 
described in Section 2 and elsewhere in the RFP. Bidders may use the RFP 2013-03 
Attachments and Required Documents form as a guideline for the forms that are 
required with the submission of proposals (Attachment D). 
 
Photocopy the blank forms then complete and submit two (2) sets, both with original 
signatures.  
 
 Notarized signatures are required on some forms. Place all copies in a sealed, 
labeled envelope. Include a copy of the Bid Submission Checklist. 
          

7.4 Combined Scoring 

The combined score will be comprised of the total of the scores for the Technical and 
Cost submittals. In the event the “highest average score” is obtained by more than one 
proposal creating a “tie,” the total project cost shall be the basis for determining the 
successful Bidder.  In the event total costs are equal, the determination of award 
recipient by the Commissioner of DOCCS shall be final, in accordance with State 
Finance Law 163. 
 
DOCCS is committed to conducting a fair and open solicitation where the process of 
evaluation and selection is defined, disclosed, followed and documented. 

7.5 Notification of Results 

The successful Bidder will be notified of a tentative award as soon as practicable after 
review of the proposals with official written notification to follow soon thereafter. Awards 
are not final until approved by the Offices of the Attorney General and the State 
Comptroller.  
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Attachment A 
 
New York State Department of Corrections and Community Supervision Facilities 
and Regional Map
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Attachment B 
 
 
Directives 
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Attachment C 
 
 
M/WBE Compliance: Instructions and Forms
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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, the Department of Corrections and 

Community Supervision (DOCCS) 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 DOCCS 

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 DOCCS establishes goals for maximum feasible 

participation of New York State Certified minority- and women – owned business enterprises 

(“M/WBE”) and the employment of minority groups members and women in the performance of 

New York State contracts. 

 

Business Participation Opportunities for M/WBEs 

 

For purposes of this solicitation, DOCCS hereby establishes an overall goal of 20% for M/WBE 

participation, 10% for Minority-Owned Business Enterprises (“MBE”) participation and 10% for 

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 “Good Faith Efforts” to provide meaningful participation by M/WBEs as subcontractors 

or suppliers in the performance of the Contract and Contractor agrees that DOCCS may withhold 

payment pending receipt of the required M/WBE documentation.  The directory of New York State 

Certified M/WBEs can be viewed at: http://www.esd.ny.gov/mwbe.html.  For guidance on how 

DOCCS will determine a Contractor’s “Good Faith Efforts,” refer to 5 NYCRR §142.8. 

 

In accordance with 5 NYCRR §142.13, Contractor acknowledges that if it is found to have willfully 

and intentionally failed to comply with the M/WBE participation goals set forth in the Contract, 

such finding constitutes a breach of Contract and DOCCS 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 M/WBEs had the Contractor achieved the contractual M/WBE 

http://www.esd.ny.gov/mwbe.html
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goals; and (2) all sums actually paid to M/WBEs for work performed or materials supplied under 

the Contract.   

 

By submitting a bid or proposal, a bidder on the Contract (“Bidder”) agrees to submit the following 

documents  and information as evidence of compliance with the foregoing: 

 

A. Bidders are required to submit an M/WBE Utilization Plan (Form M/WBE 100) with their 

bid or proposal.   The Utilization Plan shall list the M/WBEs the Contractor intends to use to 

perform the State contract and a description of the Contract scope of work that the 

Contractor intends to structure to meet the goals on the State contract, and the estimated or, 

if known, actual dollar amounts to be paid to and performance dates of each component of a 

State Contract that the Contractor intends to be performed by a NYS Certified minority or 

woman-owned business.  Any modifications or changes to the agreed participation by NYS 

Certified M/WBEs set forth in the Utilization Plan submitted with the bid or proposal, after 

the Contract award and during the term of the Contract, must be reported on a revised 

M/WBE Utilization Plan submitted to DOCCS. 

 

B. DOCCS Contracting Unit will review the submitted M/WBE Utilization Plan and advise the 

Bidder of their acceptance or issue a notice of deficiency within 20 days of receipt. 

 

C. If a notice of deficiency is issued, Bidder agrees that it shall respond to the notice of 

deficiency within seven (7) business days of receipt by submitting to the Contracting Unit, a 

written remedy in response to the notice of deficiency.  If the written remedy that is 

submitted is not timely or is found by DOCCS to be inadequate, DOCCS shall notify the 

Bidder and direct the Bidder to submit, within five (5) business days, a request for a partial 

or total waiver of M/WBE participation goals on an M/WBE Request Form Waiver (Form 

M/WBE 102).  Failure to file the waiver form in a timely manner may be grounds for 

disqualification of the bid or proposal.  

 

D.   DOCCS may disqualify a Bidder as being non-responsive under the following 

circumstances:  

              a) If a Bidder fails to submit  an M/WBE 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 DOCCS determines that the Bidder has failed to document good faith efforts.  

 

Contractors shall attempt to utilize, in good faith, any MBE or WBE identified within its M/WBE 

Utilization Plan, during the performance of the Contract.  Requests for a partial or total waiver of 

established goal requirements made subsequent to Contract Award may be made at any time during 

the term of the Contract to DOCCS, but must be made no later than prior to the submission of a 

request for final payment on the Contract. 

 

Contractors are required to submit an M/WBE Quarterly Compliance and Sub-Contractor Payment 

Report on Form M/WBE 101 to the Contracting Unit by the 15
th

 day following each end of quarter 

over the term of the Contract documenting the progress made toward achievement of the M/WBE 

goals of the Contract. 
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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 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, shall undertake or 

continue programs to ensure that minority group members and women are afforded equal 

employment opportunities without discrimination because of race, creed, color, national origin, sex, 

age, disability or marital status. For these purposes, equal opportunity shall apply in the areas of 

recruitment, employment, job assignment, promotion, upgrading, demotion, transfer, layoff, 

termination, and rates of pay or other forms of compensation.  This requirement does not apply to:  

(i) work, goods, or services unrelated to the Contract; or (ii) employment outside New York State. 

 

Bidder further agrees, where applicable, to submit with the bid a Staffing Plan (Form EEO 100) 

identifying the anticipated work force to be utilized on the Contract and if awarded a Contract, will, 

upon request, submit to the DOCCS an EEO Workforce Quarterly Compliance Report (Form EEO 

101) identifying the workforce actually being utilized on the Contract.  

 

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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                                       NEW YORK STATE 

                  DEPARTMENT OF CORRECTIONS  

                   AND COMMUNITY SUPERVISION                                                                            M/WBE UTILIZATION PLAN 
 

INSTRUCTIONS: This form must be submitted with any bid, proposal, or proposed negotiated contract or within a reasonable time thereafter.  This Utilization Plan 

must contain a detailed description of the supplies, purchases, and/or services to be provided by each certified Minority and Women-owned 

Business Enterprise (M/WBE) under the contract.  Attach additional sheets if necessary. 

Contactor’s Name:         Federal Identification Number: 
Address:          Solicitation/Contract Number: 
City, State, Zip Code:        Telephone Number: 
 
Region/Location of Work:        M/WBE Goals in the Contract:  MBE         %         WBE         %   

 

1.  Certified M/WBE Subcontractors/Suppliers  
     Name, Address, Email Address, Telephone No. 

     

  

 

2. Classification 

 

3. Detailed Description of Work/Purchase 
    (Attach additional sheets, if necessary) 

 

4. Dollar Value of Subcontracts/ 
Supplies/Services and intended 
performance dates of each component 
of the contract.        

A.        

 

 

 

NYS ESD CERTIFIED 

 MBE            WBE 

Federal ID No. 

____________________ 

 

      

 

      

B.        NYS ESD CERTIFIED 

 MBE            WBE  

Federal ID No. 

____________________ 

 

      

 

      

C.        NYS ESD CERTIFIED 

 MBE            WBE  

Federal ID No. 

____________________ 

 

      

 

      

IF UNABLE TO FULLY MEET THE MBE AND WBE GOALS SET FORTH IN THE CONTRACT, CONTRACTOR MUST SUBMIT A REQUEST FOR WAIVER. Contact DOCCS ODM-MWBE Office. 

Submission of this form constitutes the contractor’s acknowledgement and agreement to comply with the M/WBE requirements set forth under NYS Executive Law, Article 15-A and 5 NYCRR Part 142.   
Failure to submit complete and accurate information may result in a finding of noncompliance or rejection of the bid/proposal and/or suspension or termination of the contract. 

NAME AND TITLE OF PREPARER (Print or Type):  

      

Submit completed form to:  
NYS Dept of Corrections and Community Supervision 
Contract Management Unit 
97 Central Avenue 
Albany, NY 12206 
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FOR M/WBE USE ONLY 

REVIEWED BY: 
      

 
 

DATE: 
      

 

UTILIZATION PLAN APPROVED:   YES    NO   Date:       

 

Contract No:                                              

 

Contract Award Date:       

 

Estimated Date of Completion:       

 

Amount Obligated Under the Contract:       

 

NOTICE OF DEFICIENCY ISSUED:   YES  NO   Date:______________ 

 

NOTICE OF ACCEPTANCE ISSUED:   YES  NO  Date:_____________ 
 

Instructions: 
1. Contractor Information:  Enter contractor name, address, and federal employer identification number (FEIN).  
2. Region/Location of Work:  Enter region/location of work or facility name. 
3. Project M/WBE Goals:  Enter M/WBE Project Goals.  These goals are to be accomplished by subcontracting with NYS certified M/WBE’s.   
4. Subcontractor – NYS Certified M/WBE Information:     Enter name of certified M/WBE, address, telephone number and federal ID number.  Verify in the 

Directory of Certified Minority and Women-Owned Businesses available at http://www.esd.gov  that they are a NYS certified Minority or Women 
Business.   

5. Indicate certification type - MBE, WBE, or both by checking the appropriate boxes, Y (Yes) or N (No). 
6.  Describe the type of services the M/WBE vendors will provide in relation to the contract and estimate the amount the contractor will spend with    

 these vendors.   
Special Note:  This section does not need to be completed if the contractor is a certified minority and women-owned business enterprise (dual certified) and 
responsible for one hundred percent of the contract performance.  If this is the case, proceed to the signature section and attach a printout from the 
Directory of Certified Minority and Women-Owned Businesses available at http://www.esd.gov showing the contractor is a dual New York certified M/WBE.   
If the contractor is a NYS certified minority business enterprise (MBE) or women-owned business enterprise (WBE), this section needs to be completed to 
satisfy the goal for which the contractor is not certified.  For example, if the contractor is a NYS certified MBE, the contractor is required to subcontract with a 
NYS certified WBE to achieve the WBE Project goals. 
7.  Signature Section:  Sign, print name, enter telephone number and date.  

http://www.esd.gov/
http://www.esd.gov/
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                                                  NEW YORK STATE 

            DEPARTMENT OF CORRECTIONS  

           AND COMMUNITY SUPERVISION 

 

 

                                              STAFFING PLAN 
                                                  EQUAL EMPLOYMENT OPPORTUNITY  

SUBMIT WITH BID OR PROPOSAL, or within a reasonable time thereafter as requested by DOCCS, but prior to Contract Award.   
 

Solicitation No.:       Reporting Entity: 

Contractor    

Subcontractor   
 

Report includes Contractor’s 

Contractor’s work force to be utilized on this contract 

Contractor’s total work force 

Subcontractor’s work force to be utilized on this contract 

Subcontractor’s total work force  

 
Submit completed form to:  

NYS Dept of Corrections and Community Supervision 

Contract Management Unit 

97 Central Avenue 

Albany, NY  12206 

Contractor/Subcontractor’s Name:           

 

Contractor/Subcontractor’s Address:       
 
 
FEIN:                                                                  Telephone #: 

Enter the total number of employees for each classification. 
 
 
EEO Job  Category 

 
 
Total 
Work 
Force 

Work force by 
Gender 

Work force by 
Race/Ethnic Identification 

 
 

Total 
Male 
(M) 

Total 
Femal

e 
(F) 

White (Not 
Hispanic/Latino) 

  (M)        (F) 

Black (Not 
Hispanic/Latino) 
  (M)         (F) 
 

Hispanic 
or Latino 

  (M)        (F) 
 

Asian (Not 
Hispanic/Latino 

(M)         (F) 
 

American Indian 
or Alaskan 

Native  (Not 
Hispanic/Latino) 

   (M)           (F) 

 

Disabled 
(M)         (F) 

 

Veteran 
  (M)         (F) 

Executive/Senior level 
Officials & Managers  

                                                                                              

  
    

  

First/Mid level officials 
& Managers 

                                                                                              

  
    

  
Professionals 
 

                                                                                              

  
    

  

Technicians 
 

                                                                                              

  
    

  

Sales Workers 
 

                                                                                              

  
    

  

Administrative Support 
Workers  

                                                                                              

  
    

  

Craft Workers 
 

                                                                                              

  
    

  

Operatives 
 

                                                                                              

  
    

  
Laborers and Helpers 
 

                                                                                              

  
    

  

Service Workers 
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Totals 

                                                                                              

  
    

  

PREPARED BY (Signature):       TELEPHONE NO.:        

EMAIL ADDRESS:       

DATE:        

NAME AND TITLE OF PREPARER (Print or Type):       

 
 

 
FOR AGENCY USE ONLY 

 
REVIEWED BY: 

 
DATE: 

 
General instructions:   All Offerors must complete an EEO Staffing Plan (EEO 100) and submit it as part of the bid or proposal package.  Where the work force 
to be utilized in the performance of the State contract can be separated out from the contractor’s total work force, the Offeror shall complete this form only for the 
anticipated work force to be utilized on the State contract.  Where the work force to be utilized in the performance of the State contract cannot be separated out 
from the contractor’s total work force, the Offeror shall complete this form for the contractor’s current total work force. 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 must complete this form upon request of DOCCS. 
Instructions for completing: 

1. Enter the Solicitation Number that this report applies to along with the name and address of the Offeror. 
2. Check off the appropriate box to indicate if the Offeror completing the report is the contractor or a subcontractor. 
3. Check off the appropriate box to indicate type of work force being reported 
4. Enter the total work force by EEO job category.   
5. Break down the total work force by gender and enter under the heading “Work force by Gender.” 
6. Break down the total work force by race/ethnic background and enter under the heading “Work force by Race/Ethnic Identification.”   
7. Enter the name, title, phone number and email address for the person completing the form.  Sign and date the form in the designated boxes.  

RACE/ETHNIC IDENTIFICATION 
Race/ethnic designations as used by the Equal Employment Opportunity Commission do not denote scientific definitions of anthropological origins. For the 
purposes of this report, an employee may be included in the group to which he or she appears to belong, identifies with, or is regarded in the community as 
belonging. However, no person should be counted in more than one race/ethnic group. The race/ethnic categories for this survey are: 
WHITE - (Not of Hispanic origin) All persons having origins in any of the original peoples of Europe, North Africa, or the Middle East. 
BLACK – (Not of Hispanic origin) A person who has origins in any of the black racial groups of Africa. 
HISPANIC or LATINO - All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish culture or origin, regardless of race  
ASIAN & PACIFIC ISLANDER - All persons having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian Subcontinent, including, for 
example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam A person having origins in any of the original 
peoples of the Far East, Southeast Asia, the Indian subcontinent or the Pacific Islands. 
AMERICAN INDIAN or ALASKAN NATIVE - A person having origins in any of the original peoples of North or South America (including Central America), and 
who maintains tribal affiliation or community recognition. 
OTHER CATEGORIES 

 DISABLED INDIVIDUAL any person who:  
 -  has a physical or mental impairment that substantially limits one or more major life activity (ies) 
 - has a record of such an impairment; or  
 - is regarded as having such an impairment. 

 VETERAN - an individual who served in the military during time of war. 
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Attachment D 
 
 
Documents/Exhibits 

1. Appendix A, Standard Clauses for New York State Contracts 
2. Procurement Lobbying Certification, Compliance with State Finance Law 

§139j and §139k and Contractor’s Certification of Compliance with State Finance 
Law 

3. Proposal Cover Sheet for RFP 2013-03 
4. Bid Submission Checklist 
5. RFP 2013-03 Attachments and Required Documents 
6. Instructions for Form A and Form B 

a. Form A 
b. Form B 

 

 



December, 2012 

 

 

 

 

 

 

 

APPENDIX A 

 

 

 

STANDARD CLAUSES FOR NEW YORK STATE CONTRACTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PLEASE RETAIN THIS DOCUMENT 

FOR FUTURE REFERENCE. 

 

 



STANDARD CLAUSES FOR NYS CONTRACTS APPENDIX A 

 

Page  2   December, 2012 

 

 

TABLE OF CONTENTS 

 

 

Page 

 

  1. Executory Clause 3 

  2. Non-Assignment Clause 3 

  3. Comptroller’s Approval 3 

  4. Workers’ Compensation Benefits 3 

  5. Non-Discrimination Requirements 3 

  6. Wage and Hours Provisions 3 

  7. Non-Collusive Bidding Certification 4 

  8. International Boycott Prohibition 4 

  9. Set-Off Rights 4 

10. Records 4 

11. Identifying Information and Privacy Notification 4 

12. Equal Employment Opportunities For Minorities and Women 4-5 

13. Conflicting Terms 5 

14. Governing Law 5 

15. Late Payment 5 

16. No Arbitration 5 

17. Service of Process 5  

18. Prohibition on Purchase of Tropical Hardwoods 5-6 

19. MacBride Fair Employment Principles 6 

20. Omnibus Procurement Act of 1992 6 

21. Reciprocity and Sanctions Provisions 6 

22. Compliance with New York State Information Security Breach and Notification Act 6 

23. Compliance with Consultant Disclosure Law 6 

24. Procurement Lobbying 7 

25. Certification of Registration to Collect Sales and Compensating Use Tax by Certain 7 

 State Contractors, Affiliates and Subcontractors 

 

 



STANDARD CLAUSES FOR NYS CONTRACTS APPENDIX A 

 

Page  3   December, 2012 

 

 
STANDARD CLAUSES FOR NYS CONTRACTS 

 

The parties to the attached contract, license, lease, amendment 

or other agreement of any kind (hereinafter, "the contract" or 

"this contract") agree to be bound by the following clauses 

which are hereby made a part of the contract (the word 

"Contractor" herein refers to any party other than the State, 

whether a contractor, licenser, licensee, lessor, lessee or any 

other party): 

 

1. EXECUTORY CLAUSE.  In accordance with Section 41 

of the State Finance Law, the State shall have no liability 

under this contract to the Contractor or to anyone else beyond 

funds appropriated and available for this contract. 

 

2. NON-ASSIGNMENT CLAUSE.  In accordance with 

Section 138 of the State Finance Law, this contract may not be 

assigned by the Contractor or its right, title or interest therein 

assigned, transferred, conveyed, sublet or otherwise disposed 

of without the State’s previous written consent, and attempts 

to do so are null and void.  Notwithstanding the foregoing, 

such prior written consent of an assignment of a contract let 

pursuant to Article XI of the State Finance Law may be 

waived at the discretion of the contracting agency and with the 

concurrence of the State Comptroller where the original 

contract was subject to the State Comptroller’s approval, 

where the assignment is due to a reorganization, merger or 

consolidation of the Contractor’s business entity or enterprise. 

The State retains its right to approve an assignment and to 

require that any Contractor demonstrate its responsibility to do 

business with the State.  The Contractor may, however, assign 

its right to receive payments without the State’s prior written 

consent unless this contract concerns Certificates of 

Participation pursuant to Article 5-A of the State Finance Law. 

 

3. COMPTROLLER'S APPROVAL.  In accordance with 

Section 112 of the State Finance Law (or, if this contract is 

with the State University or City University of New York, 

Section 355 or Section 6218 of the Education Law), if this 

contract exceeds $50,000 (or the minimum thresholds agreed 

to by the Office of the State Comptroller for certain S.U.N.Y. 

and C.U.N.Y. contracts), or if this is an amendment for any 

amount to a contract which, as so amended, exceeds said 

statutory amount, or if, by this contract, the State agrees to 

give something other than money when the value or 

reasonably estimated value of such consideration exceeds 

$10,000, it shall not be valid, effective or binding upon the 

State until it has been approved by the State Comptroller and 

filed in his office.  Comptroller's approval of contracts let by 

the Office of General Services is required when such contracts 

exceed $85,000 (State Finance Law Section 163.6-a). 

However, such pre-approval shall not be required for any 

contract established as a centralized contract through the 

Office of General Services or for a purchase order or other 

transaction issued under such centralized contract. 

 

4. WORKERS' COMPENSATION BENEFITS. In 

accordance with Section 142 of the State Finance Law, this 

contract shall be void and of no force and effect unless the 

Contractor shall provide and maintain coverage during the life 

of this contract for the benefit of such employees as are 

required to be covered by the provisions of the Workers' 

Compensation Law. 

 

5. NON-DISCRIMINATION REQUIREMENTS.  To the 

extent required by Article 15 of the Executive Law (also 

known as the Human Rights Law) and all other State and 

Federal statutory and constitutional non-discrimination 

provisions, the Contractor will not discriminate against any 

employee or applicant for employment because of race, creed, 

color, sex, national origin, sexual orientation, age, disability, 

genetic predisposition or carrier status, or marital status.  

Furthermore, in accordance with Section 220-e of the Labor 

Law, if this is a contract for the construction, alteration or 

repair of any public building or public work or for the 

manufacture, sale or distribution of materials, equipment or 

supplies, and to the extent that this contract shall be performed 

within the State of New York, Contractor agrees that neither it 

nor its subcontractors shall, by reason of race, creed, color, 

disability, sex, or national origin:  (a) discriminate in hiring 

against any New York State citizen who is qualified and 

available to perform the work; or (b) discriminate against or 

intimidate any employee hired for the performance of work 

under this contract.  If this is a building service contract as 

defined in Section 230 of the Labor Law, then, in accordance 

with Section 239 thereof, Contractor agrees that neither it nor 

its subcontractors shall by reason of race, creed, color, 

national origin, age, sex or disability:  (a) discriminate in 

hiring against any New York State citizen who is qualified and 

available to perform the work; or (b) discriminate against or 

intimidate any employee hired for the performance of work 

under this contract.  Contractor is subject to fines of $50.00 

per person per day for any violation of Section 220-e or 

Section 239 as well as possible termination of this contract 

and forfeiture of all moneys due hereunder for a second or 

subsequent violation. 

 

6. WAGE AND HOURS PROVISIONS.  If this is a public 

work contract covered by Article 8 of the Labor Law or a 

building service contract covered by Article 9 thereof, neither 

Contractor's employees nor the employees of its 

subcontractors may be required or permitted to work more 

than the number of hours or days stated in said statutes, except 

as otherwise provided in the Labor Law and as set forth in 

prevailing wage and supplement schedules issued by the State 

Labor Department.  Furthermore, Contractor and its 

subcontractors must pay at least the prevailing wage rate and 

pay or provide the prevailing supplements, including the 

premium rates for overtime pay, as determined by the State 

Labor Department in accordance with the Labor Law.  

Additionally, effective April 28, 2008, if this is a public work  
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contract covered by Article 8 of the Labor Law, the Contractor 

understands and agrees that the filing of payrolls in a manner 

consistent with Subdivision 3-a of Section 220 of the Labor 

Law shall be a condition precedent to payment by the State of 

any State approved sums due and owing for work done upon 

the project. 

 

7. NON-COLLUSIVE BIDDING CERTIFICATION.  In 

accordance with Section 139-d of the State Finance Law, if 

this contract was awarded based upon the submission of bids, 

Contractor affirms, under penalty of perjury, that its bid was 

arrived at independently and without collusion aimed at 

restricting competition.  Contractor further affirms that, at the 

time Contractor submitted its bid, an authorized and 

responsible person executed and delivered to the State a non-

collusive bidding certification on Contractor's behalf. 

 

8. INTERNATIONAL BOYCOTT PROHIBITION.  In 

accordance with Section 220-f of the Labor Law and Section 

139-h of the State Finance Law, if this contract exceeds 

$5,000, the Contractor agrees, as a material condition of the 

contract, that neither the Contractor nor any substantially 

owned or affiliated person, firm, partnership or corporation 

has participated, is participating, or shall participate in an 

international boycott in violation of the federal Export 

Administration Act of 1979 (50 USC App. Sections 2401 et 

seq.) or regulations thereunder.  If such Contractor, or any of 

the aforesaid affiliates of Contractor, is convicted or is 

otherwise found to have violated said laws or regulations upon 

the final determination of the United States Commerce 

Department or any other appropriate agency of the United 

States subsequent to the contract's execution, such contract, 

amendment or modification thereto shall be rendered forfeit 

and void.  The Contractor shall so notify the State Comptroller 

within five (5) business days of such conviction, determination 

or disposition of appeal (2NYCRR 105.4). 

 

9. SET-OFF RIGHTS.  The State shall have all of its 

common law, equitable and statutory rights of set-off.  These 

rights shall include, but not be limited to, the State's option to 

withhold for the purposes of set-off any moneys due to the 

Contractor under this contract up to any amounts due and 

owing to the State with regard to this contract, any other 

contract with any State department or agency, including any 

contract for a term commencing prior to the term of this 

contract, plus any amounts due and owing to the State for any 

other reason including, without limitation, tax delinquencies, 

fee delinquencies or monetary penalties relative thereto.  The 

State shall exercise its set-off rights in accordance with normal 

State practices including, in cases of set-off pursuant to an 

audit, the finalization of such audit by the State agency, its 

representatives, or the State Comptroller. 

 

10.  RECORDS.  The Contractor shall establish and maintain 

complete and accurate books, records, documents, accounts 

and other evidence directly pertinent to performance under 

this contract (hereinafter, collectively, "the Records").  The 

Records must be kept for the balance of the calendar year in 

which they were made and for six (6) additional years 

thereafter.  The State Comptroller, the Attorney General and 

any other person or entity authorized to conduct an 

examination, as well as the agency or agencies involved in this 

contract, shall have access to the Records during normal 

business hours at an office of the Contractor within the State 

of New York or, if no such office is available, at a mutually 

agreeable and reasonable venue within the State, for the term 

specified above for the purposes of inspection, auditing and 

copying.  The State shall take reasonable steps to protect from 

public disclosure any of the Records which are exempt from 

disclosure under Section 87 of the Public Officers Law (the 

"Statute") provided that:  (i) the Contractor shall timely inform 

an appropriate State official, in writing, that said records 

should not be disclosed; and (ii) said records shall be 

sufficiently identified; and (iii) designation of said records as 

exempt under the Statute is reasonable.  Nothing contained 

herein shall diminish, or in any way adversely affect, the 

State's right to discovery in any pending or future litigation. 

 

11. IDENTIFYING INFORMATION AND PRIVACY 

NOTIFICATION.    (a) Identification Number(s).  Every 

invoice or New York State Claim for Payment submitted to a 

New York State agency by a payee, for payment for the sale of 

goods or services or for transactions (e.g., leases, easements, 

licenses, etc.) related to real or personal property must include 

the payee's identification number.  The number is any or all of 

the following: (i) the payee’s Federal employer identification 

number, (ii) the payee’s Federal social security number, and/or 

(iii) the payee’s Vendor Identification Number assigned by the 

Statewide Financial System.  Failure to include such number 

or numbers may delay payment. Where the payee does not 

have such number or numbers, the payee, on its invoice or 

Claim for Payment, must give the reason or reasons why the 

payee does not have such number or numbers. 

 

(b) Privacy Notification.  (1)  The authority to request the 

above personal information from a seller of goods or services 

or a lessor of real or personal property, and the authority to 

maintain such information, is found in Section 5 of the State 

Tax Law.  Disclosure of this information by the seller or lessor 

to the State is mandatory. The principal purpose for which the 

information is collected is to enable the State to identify 

individuals,  businesses  and others who have been delinquent 

in filing tax returns or may have understated their tax 

liabilities and to generally identify persons affected by the 

taxes administered by the Commissioner of Taxation and 

Finance.  The information will be used for tax administration 

purposes and for any other purpose authorized by law. (2) The 

personal information is requested by the purchasing unit of the 

agency contracting to purchase the goods or services or lease 

the real or personal property covered by this contract or lease. 

The information is maintained in the Statewide Financial 

System by the Vendor Management Unit within the Bureau of 

State Expenditures, Office of the State Comptroller, 110 State 

Street, Albany, New York 12236. 
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12. EQUAL EMPLOYMENT OPPORTUNITIES FOR 

MINORITIES AND WOMEN.  In accordance with Section 

312 of the Executive Law and 5 NYCRR 143, if this contract 

is:  (i) a written agreement or purchase order instrument, 

providing for a total expenditure in excess of $25,000.00, 

whereby a contracting agency is committed to expend or does 

expend funds in return for labor, services, supplies, 

equipment, materials or any combination of the foregoing, to 

be performed for, or rendered or furnished to the contracting 

agency; or (ii) a written agreement in excess of $100,000.00 

whereby a contracting agency is committed to expend or does 

expend funds for the acquisition, construction, demolition, 

replacement, major repair or renovation of real property and 

improvements thereon; or (iii) a written agreement in excess 

of $100,000.00 whereby the owner of a State assisted housing 

project is committed to expend or does expend funds for the 

acquisition, construction, demolition, replacement, major 

repair or renovation of real property and improvements 

thereon for such project, then the following shall apply and by 

signing this agreement the Contractor certifies and affirms that 

it is Contractor’s equal employment opportunity policy that: 

 

(a)  The Contractor will not discriminate against employees or 

applicants for employment because of race, creed, color, 

national origin, sex, age, disability or marital status, shall 

make and document its conscientious and active efforts to 

employ and utilize minority group members and women in its 

work force on State contracts and will undertake or continue 

existing programs of affirmative action to ensure that minority 

group members and women are afforded equal employment 

opportunities without discrimination.  Affirmative action shall 

mean recruitment, employment, job assignment, promotion, 

upgradings, demotion, transfer, layoff, or termination and rates 

of pay or other forms of compensation; 

 

(b)  at the request of the contracting agency, the Contractor 

shall request each employment agency, labor union, or 

authorized representative of workers with which it has a 

collective bargaining or other agreement or understanding, to 

furnish a written statement that such employment agency, 

labor union or representative will not discriminate on the basis 

of race, creed, color, national origin, sex, age, disability or 

marital status and that such union or representative will 

affirmatively cooperate in the implementation of the 

Contractor's obligations herein; and  

 

(c)  the Contractor shall state, in all solicitations or 

advertisements for employees, that, in the performance of the 

State contract, all qualified applicants will be afforded equal 

employment opportunities without discrimination because of 

race, creed, color, national origin, sex, age, disability or 

marital status. 

 

Contractor will include the provisions of "a", "b", and "c" 

above, in every subcontract over $25,000.00 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.  Section 312 does not 

apply to:  (i) work, goods or services unrelated to this contract; 

or (ii) employment outside New York State.  The State shall 

consider compliance by a contractor or subcontractor with the 

requirements of any federal law concerning equal employment 

opportunity which effectuates the purpose of this section.  The 

contracting agency shall determine whether the imposition of 

the requirements of the provisions hereof duplicate or conflict 

with any such federal law and if such duplication or conflict 

exists, the contracting agency shall waive the applicability of 

Section 312 to the extent of such duplication or conflict.  

Contractor will comply with all duly promulgated and lawful 

rules and regulations of the Department of Economic 

Development’s  Division of Minority and Women's Business 

Development pertaining hereto. 

 

13. CONFLICTING TERMS.  In the event of a conflict 

between the terms of the contract (including any and all 

attachments thereto and amendments thereof) and the terms of 

this Appendix A, the terms of this Appendix A shall control. 

 

14. GOVERNING LAW.  This contract shall be governed by 

the laws of the State of New York except where the Federal 

supremacy clause requires otherwise. 

 

15. LATE PAYMENT.  Timeliness of payment and any 

interest to be paid to Contractor for late payment shall be 

governed by Article 11-A of the State Finance Law to the 

extent required by law. 

 

16. NO ARBITRATION.  Disputes involving this contract, 

including the breach or alleged breach thereof, may not be 

submitted to binding arbitration (except where statutorily 

authorized), but must, instead, be heard in a court of 

competent jurisdiction of the State of New York. 

 

17. SERVICE OF PROCESS.  In addition to the methods of 

service allowed by the State Civil Practice Law & Rules 

("CPLR"), Contractor hereby consents to service of process 

upon it by registered or certified mail, return receipt requested.  

Service hereunder shall be complete upon Contractor's actual 

receipt of process or upon the State's receipt of the return 

thereof by the United States Postal Service as refused or 

undeliverable.  Contractor must promptly notify the State, in 

writing, of each and every change of address to which service 

of process can be made.  Service by the State to the last known 

address shall be sufficient.  Contractor will have thirty (30) 

calendar days after service hereunder is complete in which to 

respond. 

 

18. PROHIBITION ON PURCHASE OF TROPICAL 

HARDWOODS. The Contractor certifies and warrants that 

all wood products to be used under this contract award will be 

in accordance with, but not limited to, the specifications and 

provisions of Section 165 of the State Finance Law, (Use of 

Tropical Hardwoods) which prohibits purchase and use of 

tropical hardwoods, unless specifically exempted, by the State 

or any governmental agency or political subdivision or public 
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benefit corporation. Qualification for an exemption under this 

law will be the responsibility of the contractor to establish to 

meet with the approval of the State. 

 

In addition, when any portion of this contract involving the 

use of woods, whether supply or installation, is to be 

performed by any subcontractor, the prime Contractor will 

indicate and certify in the submitted bid proposal that the 

subcontractor has been informed and is in compliance with 

specifications and provisions regarding use of tropical 

hardwoods as detailed in §165 State Finance Law. Any such 

use must meet with the approval of the State; otherwise, the 

bid may not be considered responsive. Under bidder 

certifications, proof of qualification for exemption will be the 

responsibility of the Contractor to meet with the approval of 

the State. 

 

19. MACBRIDE FAIR EMPLOYMENT PRINCIPLES.  
In accordance with the MacBride Fair Employment Principles 

(Chapter 807 of the Laws of 1992), the Contractor hereby 

stipulates that the Contractor either (a) has no business 

operations in Northern Ireland, or (b) shall take lawful steps in 

good faith to conduct any business operations in Northern 

Ireland in accordance with the MacBride Fair Employment 

Principles (as described in Section 165 of the New York State 

Finance Law), and shall permit independent monitoring of 

compliance with such principles. 

 

20.  OMNIBUS PROCUREMENT ACT OF 1992. It is the 

policy of New York State to maximize opportunities for the 

participation of New York State business enterprises, 

including minority and women-owned business enterprises as 

bidders, subcontractors and suppliers on its procurement 

contracts. 

 

Information on the availability of New York State 

subcontractors and suppliers is available from: 

 

NYS Department of Economic Development 

Division for Small Business 

Albany, New York  12245 

Telephone:  518-292-5100 

Fax:  518-292-5884 

email: opa@esd.ny.gov 

 

A directory of certified minority and women-owned business 

enterprises is available from: 

 

NYS Department of Economic Development 

Division of Minority and Women's Business Development 

633 Third Avenue 

New York, NY 10017 

212-803-2414 

email: mwbecertification@esd.ny.gov 

http://esd.ny.gov/MWBE/directorySearch.html 

 

 

The Omnibus Procurement Act of 1992 requires that by 

signing this bid proposal or contract, as applicable, 

Contractors certify that whenever the total bid amount is 

greater than $1 million: 

 

(a)  The Contractor has made reasonable efforts to encourage 

the participation of New York State Business Enterprises as 

suppliers and subcontractors, including certified minority and 

women-owned business enterprises, on this project, and has 

retained the documentation of these efforts to be provided 

upon request to the State; 

 

(b) The Contractor has complied with the Federal Equal 

Opportunity Act of 1972 (P.L. 92-261), as amended;  

 

(c) The Contractor agrees to make reasonable efforts to 

provide notification to New York State residents of 

employment opportunities on this project through listing any 

such positions with the Job Service Division of the New York 

State Department of Labor, or providing such notification in 

such manner as is consistent with existing collective 

bargaining contracts or agreements.  The Contractor agrees to 

document these efforts and to provide said documentation to 

the State upon request; and  

 

(d) The Contractor acknowledges notice that the State may 

seek to obtain offset credits from foreign countries as a result 

of this contract and agrees to cooperate with the State in these 

efforts. 

 

21. RECIPROCITY AND SANCTIONS PROVISIONS.   

Bidders are hereby notified that if their principal place of 

business is located in a country, nation, province, state or 

political subdivision that penalizes New York State vendors, 

and if the goods or services they offer will be substantially 

produced or performed outside New York State, the Omnibus 

Procurement Act 1994 and 2000 amendments (Chapter 684 

and Chapter 383, respectively) require that they be denied 

contracts which they would otherwise obtain.  NOTE:  As of 

May 15, 2002, the list of discriminatory jurisdictions subject 

to this provision includes the states of South Carolina, Alaska, 

West Virginia, Wyoming, Louisiana and Hawaii.  Contact 

NYS Department of Economic Development for a current list 

of jurisdictions subject to this provision. 

 

22. COMPLIANCE WITH NEW YORK STATE 

INFORMATION SECURITY BREACH AND 

NOTIFICATION ACT.   Contractor shall comply with the 

provisions of the New York State Information Security Breach 

and Notification Act (General Business Law Section 899-aa; 

State Technology Law Section 208).   

 

23. COMPLIANCE WITH CONSULTANT 

DISCLOSURE LAW. If this is a contract for consulting 

services, defined for purposes of this requirement to include 

analysis, evaluation, research, training, data processing,  

 

mailto:opa@esd.ny.gov
mailto:mwbecertification@esd.ny.gov
http://esd.ny.gov/MWBE/directorySearch.html
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computer programming, engineering, environmental, health, 

and mental health services, accounting, auditing, paralegal, 

legal or similar services, then, in accordance with Section 163 

(4-g) of the State Finance Law (as amended by Chapter 10 of 

the Laws of 2006), the Contractor shall timely, accurately and 

properly comply with the requirement to submit an annual 

employment report for the contract to the agency that awarded 

the contract, the Department of Civil Service and the State 

Comptroller.   

 

24. PROCUREMENT LOBBYING. To the extent this 

agreement is a "procurement contract" as defined by  

State Finance Law Sections 139-j and 139-k, by signing this 

agreement the contractor certifies and affirms that all 

disclosures made in accordance with State Finance Law 

Sections 139-j and 139-k are complete, true and accurate.  In 

the event such certification is found to be intentionally false or 

intentionally incomplete, the State may terminate the 

agreement by providing written notification to the Contractor 

in accordance with the terms of the agreement.  

25. CERTIFICATION OF REGISTRATION TO 

COLLECT SALES AND COMPENSATING USE TAX 

BY CERTAIN STATE CONTRACTORS, AFFILIATES 

AND SUBCONTRACTORS.   

To the extent this agreement is a contract as defined by Tax 

Law Section 5-a, if the contractor fails to make the 

certification required by Tax Law Section 5-a or if during the 

term of the contract, the Department of Taxation and Finance 

or the covered agency, as defined by Tax Law 5-a, discovers 

that the certification, made under penalty of perjury, is false, 

then such failure to file or false certification shall be a material 

breach of this contract and this contract may be terminated, by 

providing written notification to the Contractor in accordance 

with the terms of the agreement, if the covered agency 

determines that such action is in the best interest of the State. 

 

 



PROCUREMENT LOBBYING CERTIFICATION 
 

 By signing, the offerer/bidder affirms that it understands and agrees to comply with 
the NYS Office of General Services (OGS) procedures relative to permissible contacts, as 
required by State Finance Law §139-j and §139-k.       
 

 Procurement Lobbying information can be accessed at: 
 

 http://www.ogs.ny.gov/aboutogs/regulations/advisoryCouncil/sfl139-j.htm and 
 http://www.ogs.ny.gov/aboutogs/regulations/advisoryCouncil/sfl139-k.htm  

 

 
Offerer affirms that it understands and agrees to comply with the procedures of the Government Entity 
relative to permissible Contacts as required by State Finance Law §139-j (3) and §139-j (6) (b). 
 
By:  _____________________________________  Date:____________________ 
 
Name:  __________________________________          Title:  ___________________ 
 
 
Contractor Name:  _______________________________________________________ 
 
Contractor Address:  _____________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 

 

Prior Non-Responsibility Determinations – State Finance Law   §139-k 

1.  Has any Government Entity made a finding of non-responsibility against  this organization/company?  No     Yes    
 
2.  If yes, was the basis for the finding of non-responsibility due to a violation of SFL§139-j or    
     due to the intentional provision of false or incomplete information to a Government Entity?                   No      Yes 
 
3.  Has any Government Entity terminated or withheld a procurement contract with this  
     organization/company  due to the intentional provision of false or incomplete information?               No       Yes         
 
If yes to any of the above questions, provide complete details on a separate page and attach.    

Offerer Certification: 

I certify that all information provided to the Governmental Entity with respect to State Finance Law §139-k 
is complete, true and accurate. 
 
By:  _____________________________________  Date:_______________________________ 
 
Name:  __________________________________ Title:  _______________________________ 
 
 

 
Procurement Lobbying Termination      
DOCCS reserves the right to terminate this contract in the event it is found that the certification filed by 
the Offeror/bidder in accordance with New York State Finance Law §139-k was intentionally false or 
intentionally incomplete.  Upon such finding, DOCCS may exercise its termination right by providing 

written notice to the Offeror/bidder in accordance with the written notification terms of the contract.     

http://www.ogs.ny.gov/aboutogs/regulations/advisoryCouncil/sfl139-j.htm
http://www.ogs.ny.gov/aboutogs/regulations/advisoryCouncil/sfl139-k.htm
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NAME OF FIRM 

 
 

ADDRESS 

 
 

 
 

PRINTED 
NAME/SIGNATURE 

 
 

TITLE 
 
 

EMAIL ADDRESS 
 
 

PHONE # 

 
 

FAX
#  

New York State Vendor ID  

FEDERAL ID (FEIN) # 

 
 

DUNS # 

 
 

IF THE COMPANY USES, OR HAS USED IN THE PAST TEN (10) YEARS, ANY OTHER BUSINESS 
NAME, FEIN, VENDOR ID, OR D/B/A PLEASE PROVIDE NAME, FEIN, AND/OR DBA: 
 

 
Number of Years in Business: ____Number of Years of Experience Providing Solicited Service: ____ 
 
Form submitted to show compliance with New York State Workers Compensation Insurance 

requirements: 
 

CE-200____   or   C-105.2____   or   U-26.3____   or   SI-12____   or   GSI-105.2____              
 
Form submitted to show compliance with New York State Disability Benefits Insurance requirements: 
 

CE-200____   or   DB-120.1____   or   DB-155____       
 
PLEASE CHECK THE APPROPRIATE BOX: 
 
 

 NYS Minority-owned Business (MBE) Registration# 
 

 
 NYS Women-owned Business (WBE) 

 
Registration#  

 

 
 NYS Small Business (SB)   Registration# 

 

 
 NYS Disadvantaged Business Enterprise (DBE) Registration# 

 

 
  None of the above 
 
 (Note: Information provided on this form should match, when applicable, to information provided on 

Vendor Responsibility Questionnaire/ or on the online version of the document.) 
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(See also, RFP 2013-03 Attachments and Required Documents) 

 

Required 
document 

Type of Submission 
Included 
with Bid 

Submission 
   

Procurement Lobbying 
Certification 
(Attachment D) 

Include three signed, completed, and notarized hard 
copies  

 Vendor Responsibility 
Questionnaire (RFP, 
Section 5.13) 

Complete online using the OSC VendRep System at 
http://www.osc.state.ny.us./vendrep/vendor_index.htm,, or 
download the latest version and submit a completed and 
signed original with the Proposal: 
http://www.osc.state.ny.us/vendrep/forms_vendor.htm 

 

Form ST-220 CA: 
Complete this form to 
certify that Form ST-220-
TD has been filed with 
NYS Tax Department. 
(RFP, Section 5.15) 

All Bidders should be prepared to verify compliance with 
NYS Tax Law 
www.tax.ny.gov/forms/other_sales_tax_forms 

 

Required M/WBE Forms 
(Attachment C) 

Please access the forms at 
www.parole.ny.gov/rfps. Download and sign 
completed forms 

 

Completed Worker’s 
Compensation and 
Disability Forms 

Workers' Compensation - 
 http://www.wcb.ny.gov/content/onlineforms/obtainC105.jsp 
Disability Benefits - 
 http://www.wcb.ny.gov/content/onlineforms/obtainDB120-
1.jsp 

 

http://www.osc.state.ny.us./vendrep/vendor_index.htm
http://www.osc.state.ny.us/vendrep/forms_vendor.htm
http://www.tax.ny.gov/forms/other_sales_tax_forms.htm
https://www.parole.ny.gov/rfps.html
http://www.wcb.ny.gov/content/onlineforms/obtainC105.jsp
http://www.wcb.ny.gov/content/onlineforms/obtainDB120-1.jsp
http://www.wcb.ny.gov/content/onlineforms/obtainDB120-1.jsp


RFP 2013-03 Attachments and Required Documents 

Location of 
Form/Document 

Document Title Original Signature  
(forms with * need 
to be notarized) 

Required with 
Submission of 
Proposal 

    

    

Attachment A 

New York State 
Department of 
Corrections and 
Community 
Supervision 
Facilities and 
Regional Map No No 

Attachment B 

DOCCS Directives: 
#2216 
#4736 
#4750 No No 

Attachment C 

MWBE 
Requirements and 
Forms Yes Yes 

Attachment D 

Contract 
Documents: 
Appendix A No No 

Attachment D 

Procurement 
Lobbying 
Certification Yes* Yes 

Attachment G 
Non-Disclosure 
Agreement Yes* No 

RFP, Section 5.13 

Vendor 
Responsibility 
Questionnaire Yes* Yes 

RFP, Section 5.15 

Form ST-220 CA 
(Complete this form 
to certify that Form 
ST-220-TD has 
been filed with NYS 
Tax Department.) Yes* Yes 

RFP, Section 5.17  

Workers’ 
Compensation/NYS 
Disability Coverage 
required forms No Yes 

    
 



 

 
 

Instructions  
 

Consultant Disclosure Legislation Requirements – Forms A & B  
 

 Chapter 10 of the Laws of 2006 amends State Finance Law §8 and §163 by requiring that 
contractors annually report certain employment information to the contracting State agency, the 
Department of Civil Service (DCS) and the Office of the State Comptroller (OSC).  Complete details 
are contained in Bulletin G-226, “Consultant Disclosure Legislation”.   
 
To insure compliance with the law, contractors agree to submit information as described below:   
 
FORM  A*     
Contractor’s Planned Employment from Contract Start Date through the End of the Contract Term.   
 
Action Required:   Form A must be completed and submitted by the bidder or contractor before a 
   contract action can be processed.  A “contract action” is defined as a new 
   contract, renewal, amendment, extension, etc.   
    
   Completing the form:  
   Employment Category:   List the job titles that will be paid under the  
       contract and the O*NET job code for each title;    
       (see GFO Bulletin XI.18.C; p.4). 
   Number of Employees: Enter the number of employees in each job title. 
   Hours to be Worked:  Estimate the number of hours to be worked by 
       staff in each job title for the term of the contract. 
   Amount Payable:  Calculate the estimated salary + fringe in each job 
       category.   
    
   
FORM  B*    
The Contractor’s Annual Employment Report is used to annually report the actual employment data 
for the most recently concluded fiscal year (April 1st – March 31st).   
 
Action Required:        Form B must be submitted after March 31 but by May 15th  of any year in which 

a contract has been  active for any part of the prior State fiscal year (April 1st – 
March 31st).   Form B is to report the actual employment data for the preceding 
State fiscal year period.   

           
 
The contractor must send a copy of Form B, each year, by May 15th, to all of the following:  

  
DOCCS 
1220 Washington Ave. Bldg. 2 
Division / Unit: Ministerial, 
Family, & Volunteer 
Services 
Albany, NY  12226-2050 
 
Attn:  Theresa Richey, 
Asst.Director 
 
 
 

 
Office of the State 
Comptroller  
Bureau of Contracts  
110 State St., 11th Floor  
Albany, NY 12236 
 
 
Attn: Consultant Reporting 
 
 
 
 

 
 
Dept. of Civil Service 
A. E. Smith Office Bldg.  
Albany, NY  12239 
 
 
 
Attn:  Executive Office 



AC 3271-S (Effective 4/2012) 

 

FORM  A 
  Submit  form with contract  

documents   

     

   

New York State Consultant Services  

Contractor's Planned Employment 

From Contract Start Date Through The End Of The Contract Term 

         
State Agency Name: Department of Corrections and              

Community Supervision 

Agency Bus. Unit:  
Ministerial, Family & Volunteer 
Services 

State Agency Dept. ID: 3250000  
Contractor Name:       Contract Number:       

Contract Start Date:  01/01/2014 Contract End Date:   /  /     

         

Employment Category  
(include O*NET code & job title)  

Number of 
Employees  

Number of hours to 
be worked 

Amount Payable 
Under the Contract 

(salary + fringe) 

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

                        

Total this page        

  Grand Total                    

Name of person who prepared this report:       

Title:       Phone #:       

Preparer's Signature:   

Date Prepared:   /  /         

(Use additional pages, if necessary)    Page     of      

 



AC 3272-S (Effective 4/12)  

 
FORM B 

New York State Consultant Services 
Contractor’s Annual Employment Report 

Report Period: April 1,      to March 31,      

 
Contracting State Agency Name:   

Contract Number:       Agency Business Unit:       

Contract Term:    /  /       to     /  /     Agency Department ID:         

Contractor Name:  

 

Contractor Address:       

Description of Services Being Provided:          

 
Scope of Contract (Choose one that best fits): 

 Analysis        Evaluation        Research        Training 

 Data Processing        Computer Programming        Other IT consulting 

 Engineering        Architect Services        Surveying        Environmental Services 

 Health Services        Mental Health Services 

 Accounting        Auditing        Paralegal        Legal        Other Consulting 

Employment Category  
Number of 
Employees  

Number of  
Hours Worked 

Amount Payable 
Under the Contract 

      0.00 0.00 $0.00 

      0.00 0.00 $0.00 

      0.00 0.00 $0.00 

      0.00 0.00 $0.00 

      0.00 0.00 $0.00 

      0.00 0.00 $0.00 

      0.00 0.00 $0.00 

      0.00 0.00 $0.00 

      0.00 0.00 $0.00 

      0.00 0.00 $0.00 

      0.00 0.00 $0.00 

      0.00 0.00 $0.00 

      0.00 0.00 $0.00 

Total this Page    0.00    0.00 $   0.00 

  Grand Total                    

Name of person who prepared this report:       

Title:       Phone #:       

Preparer’s Signature:  ________________________________ 

Date Prepared:   /  /         

(Use additional pages, if necessary)    Page     of      
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Technical Submission Guide 
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Technical Proposals should address the Scope of Services. The overall score for this 

part of the submission is worth 70% of the final combined score. Please address the 

following specific components in your responses at a minimum. Bidders should 

reference the subsection for the component in the Technical Proposal submission.  

Do not include any cost information in the Technical Proposal submission. 

Bidder’s Experience (2.1.2) 
 

Bidders should submit the following: 

1. A description of the organization’s experience (including present activities and those 
within the past five years) operating inmate parenting and children’s service 
programs; or related programs for convicted felons; or community-based parenting 
programs  
 

2. A detailed description of the Bidder’s qualifications for providing the services 
described throughout the RFP. 
 

3. A detailed description of program results (e.g. how many individuals completed the 

training) directly related to the Bidder’s past similar or comparable programs 

including a succinct description of the scope(s) for the program(s) and the 

population(s) served.   

Comprehensiveness and Quality of Program Design    
 

4. The selected provider will deliver the family support services and staff training 
described in this RFP, with the overall goal of reducing the effects of incarceration 
on the families and helping inmates strengthen family bonds to best facilitate a 
successful return to family and community (2.3.2). 

To address this subsection, include the following in your proposal:  

a. program plan with a statement of program philosophy 
b. description of the overall program design and a description of program 

components consistent with the Department’s desired program goals  
c. outline of the curriculum and the proposed program schedule that  

include details regarding any A/V support/educational materials  
d. list of job titles and  functions 
e. job descriptions 
f. required staff qualifications 
g. staff assignments and  work schedules  
h. space requirements 
i. if outside consultants will be used and, if so, details including availability of 

résumés 



Attachment E 
Scope of Services: Technical Proposal Submittal Guide 

RFP 2013-03 Inmate Parenting Program 

RFP 2013-03 Page 2 
 

5. Describe how you plan to implement an attendance policy in the Bidder’s proposed 
program for the inmates participating in the program. (2.3.3) 
 

6. Describe the proposed program that will conform to the following standards (2.3.4):  
a. The group is expected to be facilitated by a qualified contract staff person with 

approximately 15-20 inmates who are referred to the program by facility 
program services staff.  

b. At each facility, the group shall meet on a weekly basis on designated days 
and times.  Completion of the primary parenting component will require 32-48 
hours. (For example:  A 48-hour curriculum delivered 2 hours/2 days per 
week will meet for a 3 month period.) 

c. Strengthening Marriage and Family Relationships component will require 24 
classroom hours.   

d. A minimum of two program cycles must be held in a one-year period at each 
facility. 

e. Focus of the groups shall be parenting, family relationships or other 
curriculum that supports the overall program goals.  
 

7. Provide an overall statement of the goals of the program including  the following key 
program components, and explain how the Bidder will implement the services in 
each of the program components: 

a. Inmate parenting education and training (2.4.1) 
b. Strengthening marriage and family relationships (2.4.2) 
c. Individual and family counseling (2.4.3)  
d. Children’s visiting centers (2.4.4)  
e. Development and provision of training for designated DOCCS staff aimed at 

facilitating the aforementioned goals (2.4.5). 
 
8. Describe the multi-modality approach the Bidder will use for the group format. (2.3.5) 
9. Describe the evidence-based practices that the Bidder’s proposed program plan will 

include. Specify the supplemental readings and describe the proposed homework 
assignments (2.3.6).  
 

Key Program Components:  
 

10. Inmate parenting education and training (2.4.1) 
a. Provide the proposed curriculum to be used for the inmate parenting training. 

Include a broad and diverse array of training topics that are relevant and 
appropriate for the inmate population.  

b. Describe the evaluation process including the pre- and post-assessments to 
be used.  
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c. Describe how Bidder will provide inmates with skills to make healthy lifestyle 
choices and to make decisions that are in the best interests of the inmates 
and their children.  
 

11. Strengthening marriage and family relationships (2.4.2) 
Describe how Bidder proposes to strengthen marriage and family relationships with 
the following objectives: 

a. Addressing the effects of incarceration on relationships and family dynamics 
b. Introducing educational materials that combine lessons promoting individual 

life skills, couple relationships, parenting, step-families and  co-parenting 
skills  

c. Encouraging awareness of negative cognitive and behavioral patterns and 
practicing skills that enhance individual and family well being 

d. Identifying strengths and specific areas of challenge that require additional 
work and focus.   
 

12. Individual and family counseling services: Describe the Bidder’s plan to achieve 
the goals of the family counseling component including the following (2.4.3): 

 
a. Conducting family needs assessments for participating family members, with 

the goal of identifying needs in order to provide community referrals for family 
members.  

b. Providing family counseling sessions for participants and their family 
members for the enhancement of communication skills and conflict resolution.  

c. Mitigating the negative psychological and emotional effects resulting from 
incarceration.   

d. Assisting with family re-entry by the creation of a family action plan that 
promotes   supportive and beneficial relationships.  
 

13.  Children’s Centers:  
Provide the Bidder’s plan to staff the children’s centers at the specified locations 
during the hours and days required. Describe how the plan will support the goal of 
improving or maintaining inmates’ relationships with their children (2.4.4). 
 
Plans should address the following objectives identified in the RFP: 

a. Providing family friendly, engaging environment to facilitate the maintenance 
of family bonds. 

b. Allowing for the incorporation of skills learned in the parenting education 
component. 

c. Assisting fathers time to address the needs of their children enhancing the 
fathers’ capacity to nurture and socialize with their children. 

 
 

14. Bidders must describe in their proposal their training plans for inmates who will work 
in the Children’s Centers.    
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15. Training DOCCS Staff (2.4.5): 
Provide the Bidder’s plan to train DOCCS staff to ensure awareness of the impact of 
incarceration on children and families of the inmates. Plans should address at a 
minimum the following: 

a. Developing of communication skills that help improve positive interactions 
b. Understanding age-appropriate interactions and behavior expectations 
c. Awareness of cultural factors related to children and families 

 
The training plans should include the following: 

d. Description of the training curriculum 
e. Objectives and goals of the training 
f. Proposed training methodology 
g. Training topics proposed to supplement the topics  

 
Records and Reporting Requirements (2.5) 
 

16. Provide the plan to maintain case records for each program participant, including the 
following: 

a. Individual assessments 
b. Progress notes 
c. Discharge summaries 
d. Evaluations 

 
17. Monthly Reports (2.5.2): Describe the Bidder’s proposed monthly report format. 

Describe how the Bidder will incorporate the pre- and post-assessment results to be 
used for comparison purposes.  

 
18. Quarterly Reports (2.5.3): Describe the Bidder’s proposed quarterly report format 

that will include a summary of accomplishments during the quarter, any program 
accomplishments, problems encountered, and the plans to address problems 
encountered. The quarterly reports should also present cumulative data for the 
program. 

 
19. Annual Reports (2.5.4): Describe the Bidder’s proposed annual report detailing the 

activities, accomplishments, and expenditures for the contract year. 
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Program Monitoring/Staffing and Background 
 
Program Monitoring and Improvement (2.6) 
 

20.  Detail the Bidder’s plan to monitor its delivery of services and ensure timely 
responses to problems encountered. Include how the Bidder proposes to use the 
results to improve services. Include a supervision and development plan for staff. 
 

21. Staffing and Background Checks (2.7): Include a list of staff that will oversee or 
perform the contracted duties at the correctional facilities. The Bidder should plan to 
maintain and make available a current listing of staff that includes titles/functions 
qualifications, salaries, and assignments.  
 
Include a plan for proposed staff members to complete the Volunteer Services 
process according to Directive #4750. 
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Cost Proposal Format 

 



 
Attachment F 

Inmate Parenting Program Cost Proposal 
 

 
 

Bidders should submit proposed costs for a 12-month period. Use the format on the 

page 2 of this Attachment F to calculate the total cost proposal for a 12-month period.  

Bidders must submit a detailed one-year (12 months) budget that includes costs 

related to personnel and non-personnel service costs (expenses).  

Indicate the fulltime equivalent (FTE) percentage of the salaries for staff that will be 

used for the program services under the resulting contract. Bidders should calculate 

the percentage based on the projected hours in a 40-hour week that the staff will be 

working under the resulting contract.  The proposed budget must be accompanied by 

a detailed budget narrative that explains all proposed costs. The budget must 

account for the following, as applicable: 

 

Personnel Service 

Administrative staff 

Line staff 

Fringe benefit 

Other personnel service costs 

(specify) 

Total personnel service costs 

 

Non-personnel Services 

Supplies and materials 

Equipment 

Telephone  

Other non-personnel service costs 

(specify) 

Total non-personnel service costs 

 

Totals for each budget component and the budget grand total must be clearly 

indicated.  Travel costs, if applicable, may not exceed the NYS travel rates published 

by the Office of the State Comptroller at www.osc.state.ny.us/agencies/travel. 

Final budgets are subject to negotiation with the awarded vendor. 

http://www.osc.state.ny.us/agencies/travel/travel.htm
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Personnel      

 Title Salary  Fringe Benefits FTEi 12-month 
budget 

      

      

      

      

      

      

Total Personnel 
Cost for 
12months 

    $ 

      

Non-personnel 
costs  for 12-
month period 

     

(Itemize the cost 
for all planned 
expenditures) 

     

Office supplies 
(example) 

     

Staff travel 
(example) 

     

Telephone      

      

      

      

      

      

Total non-
personnel 
expenses for 12-
month period 

    $ 

Total Personnel 
Expenses for 12-
month period 

    $ 

      

Total 12-month 
proposed costs 

    $ 

 

                                                           
i
 Indicate the percentage of the salary (based on a 40-hour week for a 12-month period) for the staff members 
listed that will be dedicated to performing services under the resulting contract. 
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 1 

 
 

Disclosure of New York State Department of Corrections 

and Community Supervision Information 

 
 

THIS NONDISCLOSURE AGREEMENT is entered into as of _________by the 

New York State Department of Corrections and Community Supervision (“DOCCS”) 

which is the party disclosing confidential information, and ________________________, 

which is the party receiving confidential information (“Recipient’), in order to protect the 

confidential information which is disclosed to the Recipient by DOCCS. 

 

NOW THERFORE, in consideration of the mutual covenants contained herein, 

the parties hereto agree as follows: 

 

1. The Recipient’s representatives for receiving confidential information are: 

_________________________________________. Recipient shall not disclose the 

confidential information to any of its employees other than those who have a need to 

review it and which employees are legally obligated to honor the confidentiality provisions 

herein. 

 

2. The confidential information disclosed by DOCCS under this Agreement is 

described as: 

________________________________________________________________________. 

 

3. The Recipient shall keep the information confidential and shall use the 

confidential information only for __________________________________________. 

The Recipient shall not make any copies of the confidential information except as 

necessary for its employees who are entitled to view it under Section 1 above. Any copies 

made shall be identified as belonging to DOCCS and marked “confidential” or with a 

similar legend. 

 

4. The Recipient shall, where applicable, protect the confidential information in a 

manner consistent with the Health Insurance Portability and Accountability Act 

(“HIPAA”) of 1996 Privacy and Security provisions and all other applicable regulations. 

 

5. The Recipient shall comply with all Federal and State regulations intended to 

protect criminal history records as they apply to the confidential information. 
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6. The Recipient shall comply with all DOCCS directives, policies, practices and 

procedures as they apply to the protection of the confidential information. 

 

7. The Recipient shall, in the event, of unauthorized disclosure of the confidential 

information, immediately notify DOCCS, in writing, and fully comply with the 

requirements of the New York State Breach Notification Act. 

 

8. To the extent permitted by law, the Recipient shall protect the disclosed 

confidential information by using the same degree of care, but no less than a reasonable 

degree of care, to prevent the unauthorized use, dissemination or publication of the 

confidential information as the Recipient uses to protect its own confidential information 

of a like nature. 

 

9. The Recipient shall have a duty to protect all confidential information which is 

disclosed to it, whether disclosed in writing, orally or in any other manner and which is 

identified as confidential at the time of disclosure. If the disclosure is in writing, it shall be 

marked “confidential.” If a disclosure is not in writing, DOCCS shall provide Recipient 

with a written memorandum summarizing and designating such information as confidential 

within thirty (30) days of the disclosure. 

 

10. This agreement controls information that is disclosed to Recipient between the 

effective date (the date of last signature) and ___________________. 

 

11. The Recipient’s duties under paragraph 3,4,5,6 & 7 of this Agreement shall 

expire six (6) years after the information is received.  The recipient shall return or destroy 

all DOCCS confidential information.  Paper documents are to be shredded.  Electronically 

stored information is to be destroyed by shredding or securely wiping the media. 

 

 

12. This Agreement imposes no obligation upon the Recipient with respect to 

confidential information which (a) was in the Recipient’s possession before receipt by 

DOCCS; (b) is or becomes a matter of public knowledge through no fault of the Recipient; 

(c) is received by the Recipient from a third party without a duty of confidentiality; (d) is 

disclosed by DOCCS to a third party without a duty of confidentiality on the third party; 

(e) is independently disclosed by the Recipient with DOCCS’ prior written approval; (f) is 

developed by the Recipient without reference to information disclosed hereunder. 

 

13. DOCCS warrants that it has the right to make the disclosure under this 

Agreement. 

 

14. Neither party acquires any intellectual property under this Agreement. 

 

15. Neither party has an obligation under this Agreement to purchase, sell or 

license any service or item from the other party. 
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16. The Recipient shall adhere to U.S. Export Administration laws and Regulations 

and shall not export or re-export technical data, information or products received from 

DOCCS or the direct product of such technical data or information to any proscribed 

country listed in the U.S. Export Administration Regulations, unless properly authorized 

by the U.S. Government. 

 

17. The parties do not intend that any agency or partnership be created between 

them by this Agreement. 

 

18. All additions or modifications to this Agreement must be in writing and signed 

by both parties. 

 

19. This Agreement is made under and shall be governed by the laws of the United 

States. 

 

20. This Agreement may be terminated immediately by either party upon delivery 

of written notice of termination to the other party. Such termination shall not affect 

Recipient’s duty with respect to confidential information disclosed prior to termination. 

 

IN WITNESS WHEROF, the parties hereto have executed this Agreement as of 

the date first above written. 

 

 

 

 

NYS Department of Corrections and 

Community Supervision 

 
By:  __________________________________ 
 
Print Name:____________________________ 
 
Title:__________________________________ 
 
Date:_____________ 

 
 

(Please Specify Company) 
 

 
By:  __________________________________ 
 
Print Name:____________________________ 
 
Title:__________________________________ 
 
Date:_____________ 

 
 
 

 

Forward all executed copies of nondisclosure agreements to: 

 

NYS Department of Corrections and Community Supervision 

Information Security Officer 

Building 2 

1220 Washington Avenue 

Albany, New York 12226-2050 




