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I. BACKGROUND AND SUMMARY 

 

A. Introduction 

In late October 2012 the largest storm in New York’s recorded history swept ashore.  

Hurricane Sandy’s effect was devastating, causing widespread damage to lives, homes, 

businesses, core infrastructure, government property and an economy just recovering 

from the Great Recession.  Fourteen counties were declared Federal disaster areas.  Sixty 

New Yorkers died and two million customers lost power with some blackouts lasting up 

to three weeks.  The storm damaged or destroyed as many as 300,000 housing units, 

affected or closed over 2,000 miles of roads, produced catastrophic flooding in subways 

and tunnels, and damaged major power transmission and communication systems. 

 

In the FY 2012-13 Federal Budget, the U.S. Congress appropriated $16 billion to the U.S. 

Department of Housing and Urban Development (HUD) for the Community 

Development Block Grant Disaster Recovery (CDBG-DR) program.  In February 2013, it 

was announced that New York State would receive $1.73 billion of an initial $5.4 billion 

allocation to assist disaster recovery efforts in areas of the state that had received 

Presidential Disaster Declaration related to Hurricane Sandy, Hurricane Irene and 

Tropical Storm Lee.  The funds awarded to the State will be administered by the Housing 

Trust Fund Corporation’s (HTFC) Office of Community Renewal (OCR), operating 

under the integrated leadership structure of New York State Homes and Community 

Renewal (NYSHCR).  NYSHCR consists of all the State’s major housing and community 

renewal agencies, including OCR.  OCR will administer the program in coordination with 

the Department of State (DOS), NYS Empire State Development Corporation, the NYS 

Division of Homeland Security and Emergency Services, and units of general 

government among other to address unmet housing, economic development, 

infrastructure, and planning needs related to the disasters.     

 

On Tuesday March 5, 2013 the U.S Department of Housing and Urban Development 

(HUD) published Federal Register Notice 5696-N-01, which established the requirements 

for that first $1.7 billion in Federal CDBG-DR aid appropriated by the United States 

Congress, and allocated to New York State for disaster relief.  The notice proscribed that, 

among other things, that the state must adopt a CDBG-DR Action Plan to address one 

portion of the States’ Storm Recovery Plan; the State’s proposed use of the first 

allocation of these CDBG-DR funds to New York State.   

 

That Action Plan was issued on March 12, 2013 and is being re-submitted to HUD after a 

public comment period. Under Federal law the Action Plan must describe: 

  

 How the proposed use of CDBG-DR funds will address long-term recovery 

needs, 

 Eligible affected areas and the distribution of CDBG-DR funds to those areas, 

 Activities for which CDBG-DR funds may be used, 

 The citizen participation process used to develop the action plan; and,  

 Grant administration standards. 
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B.  Community Reconstruction Zones Planning Grants 

 

As stated in the Action Plan, New York State will establish Community Reconstruction 

Zone (CRZ) planning grants. The State anticipates allocating approximately $25 million 

from the first CDBG-DR allocation to provide planning grants to target communities 

selected as Community Reconstruction Zones. A CRZ, led by a CRZ Planning 

Committee, will need to submit a plan in order to qualify for implementation grants to be 

included in CDBG-DR allocations.  NYS will ensure that CRZ activities do not overlap 

or duplicate existing National Disaster Recovery Framework Community Planning and 

Capacity Building Recovery Support (RSF) efforts. Where possible, CRZ will dovetail 

with existing RSF plans to allow for further planning and project implementation 

activities. This program will also complement New York City’s ongoing planning 

process for specified communities. 

 

C. The Community Reconstruction Zone Planning Committee 

Each identified community must convene a CRZ Planning Committee which will include, 

among others, a representative from the County, City, Town or Village, elected 

legislative representative(s), members of the public, including representatives of 

vulnerable populations, as well as the leaders of established organizations and businesses 

in the community selected by the State in consultation with local officials. The members 

of the CRZ planning committees will not be paid, and they will be required to execute a 

code of ethics that will govern their work on the committee, for which training will be 

provided by the State. 

 

D. Purpose of RFP 
To support initial community planning efforts, the State is allocating technical assistance 

funds to contract with high-capacity consulting firms or teams (“Firm”) to assist CRZ 

Planning Committees in producing CRZ plans as well as the completion of any and all 

critical studies to determine the key vulnerabilities and needs of the community which 

will be used to support the creation of CRZ plans. 

The Firm will be responsible for assisting the assigned Planning Committee(s) with 

accomplishing, at a minimum, the activities outlined in the Scope of Work of this RFP.  

Firms attaining at least 80 of the 100 possible points in the evaluation will be determined 

as qualified.  Once CRZs are identified, qualified Firms will be matched with specific 

CRZ(s) according to OCR matching criteria.  The State reserves the right not to match a 

Firm even if it is determined as qualified. 

 

II. QUALIFICATIONS 

The selected Firms will demonstrate a superior competence to coordinate complex 

projects involving multiple disciplines, plan for constructability, and manage and 

schedule work to meet short deadlines simultaneously in multiple communities.  

Activities and projects proposed in the CRZ Plans must be viable and economically 

feasible and comply with the requirements of the CDBG, CDBG-DR, and any other 

recovery funding programs which may become available. The Firm’s staff/team members 
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need to include planners, engineers, environmental and coastal scientists, construction 

managers, inspectors, claims specialists, and other related technical support personnel. 

Additionally, the selected Firms would need to demonstrate the ability to partner with 

other firms as sub-contractors to provide expertise in specialized disciplines as needed.  

The selected Firms will have the following expertise: 

 

 Knowledge expertise. 

o Sectoral knowledge:  Experience in developing community plans 

that incorporate and address the unique planning requirements in 

each of the following sectors:   

 Housing: Evidence-based  housing needs assessments and 

strategies to address those needs which should include 

interim and permanent housing, owner occupied and rental 

housing, single family and multifamily housing, housing 

for the elderly, and special needs populations and 

supportive housing, and public housing, HUD-assisted 

housing, affordable and market rate housing; 

 Infrastructure: Repair, redevelopment, relocation, and/or 

management of infrastructure in a cost-effective manner 

that will result in infrastructure that is more resilient to 

future storms;  

 Community planning and capacity building: Provision 

of public resiliency education; identification of local laws 

and regulations that need updating; use of development 

tools to optimize land use patterns; and establishment of 

resiliency as an objective in planning and approval 

processes;   

 Resiliency investments:  Identification of projects which 

will improve the resiliency of a community against future 

storms; 

 Economic development:  Incorporating disaster resilience 

approaches into economic development plans; 

strengthening economic assets; identifying needed business 

incentives, continuity of operations plans, and 

entrepreneurial support services; and opportunities for 

economic growth related to natural resources and tourism;  

 Health and social services: Restoration of  essential health 

and social services to meet ongoing and emerging needs; 

promotion of resilience, health and well-being of affected 

individuals; and protection of the health of the population 

and recovery workers from the longer-term effects of the 

post-disaster environment; and 

 Natural and cultural resources: Identification of damages 

to natural infrastructure: approaches for preservation, 

conservation, rehabilitation, or restoration of cultural and 
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natural resources and community waterfronts; and 

restoration of public recreational resources.  

o Land regulation: Experience in planning, understanding 

regulations, and designing implementation projects that include 

land use planning, acquisition, regulation, building codes, planning 

for constructability, and impact mitigation;  

o Littoral environmental analysis: Experience in planning that 

incorporates flood protection, coastal and fluvial processes, 

structural and non-structural shoreline management practices, 

including living shorelines and green infrastructure, and 

environmental impact analysis. 

o Community planning:  Experience in planning that integrates all 

aspects of a community’s social, economic, and political activities 

and characteristics; engages vulnerable and displaced populations; 

produces unified results with the community speaking with one 

voice; and sets activities and priorities for local government in 

establishing a community’s future. 

o Implementation resources: Experience with developing and/or 

implementing plans which rely upon CDBG, other federal, state, 

and local funding sources, as well as CDBG-DR and other federal 

disaster recovery funding sources which may become available. 

 

 Functional expertise.  

o Information and economic analysis: Experience conducting 

applied information management and GIS mapping, data collection 

from various government and other public sources, conducting 

macroeconomic (labor costs, employment trends, gross regional 

product, etc.) research, market/industry sector analysis, 

capital/financing opportunities and sources, and insurance 

(including flood, property, and casualty). 

o Policy analysis: Experience analyzing the effects of zoning, land 

use regulations, and other regulatory programs and requirements. 

o Cost/benefit analysis: Experience estimating project costs, 

including construction, operations and maintenance, and indirect 

costs; and project benefits, including both financial and non-

financial (social and/or cultural) benefits. 

o Report writing: Experience writing comprehensive, detailed 

reports that clearly articulate an overarching narrative while 

providing the detail necessary for future implementation; 

synthesizing and presenting data from multiple sources. 

o Sub-contracting: Experience managing sub-contractors assisting 

other communities in general planning efforts or in subject-specific 

areas (e.g. environmental impact, infrastructure development, 

shoreline development); and operating as a sub-contractor to a 

vendor managing multiple planning and subject-specific firms. 
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o Process management: Experience coordinating complex projects 

involving multiple disciplines and managing and scheduling work 

to meet short deadlines. 

 

Recognizing the broad range of expected needs of the CRZ Planning Committees and the 

broad scope of requirements for each CRZ plan, respondents are encouraged to consider a 

team relationship with other firms in order to demonstrate multi-sector knowledge, the 

ability to leverage a wide range of functional capabilities, and formulate scalable 

solutions.  Specialized firms may be a part of more than one team but must demonstrate 

their capacity to support multiple CRZs in accordance with the standards identified in 

Section IV.C. Firms partnering with non-profit or educational institutions or other civil 

society organizations in innovative ways that deliver higher-value results to CRZ 

communities are also encouraged and the demonstration of those capabilities will be part 

of the evaluation criteria (see Section V.A.). All decisions by OCR and the State 

regarding Firm capacity are final. 

 

III. SCOPE OF WORK 

 

CRZ Planning Committees Activities and Key Deliverables 

 

Selected Firms will be assigned to provide technical assistance to CRZ Planning 

Committee(s) for all requirements and activities associated with the CRZ planning grants 

within eight months of the start of the contract. Firms will issue regular status reports to 

the CRZ committee members and to OCR or an OCR-designated representative during 

the planning process. Contracted firms will receive payment based on successfully 

completing the Key Deliverables. The report format and timing for submission will be 

articulated in the contract. 

Key Deliverables 

1.  Action Plan. The Firm will support the CRZ Planning Committee as it establishes 

goals, sets target dates, venues, and purposes of public outreach, reviews risk assessment 

maps, and identifies the geographic scope of the Plan.  This action plan will serve as the 

initial assessment and workplan for CRZ efforts over the full cycle of the planning 

process and is separate from the workplan the Firm will submit for this RFP. 

 

2.  Public Engagement.  The Firm will be required to assist the committee as it 

organizes, facilitates, and otherwise supports multiple public events.  The Firm will 

support the CRZ Planning Committee as it develops an engagement strategy to determine 

the level, type, format, and purpose of community engagements throughout the planning 

process.  The Firm will assist the CRZ Planning Committee with determining the level of 

support necessary, but will deliver at minimum three events: to report the inventory and 

assessments of the community assets at risk (deliverables 2 and 3), to define the 

community vision (deliverable 4), and to present the investment and action strategies 

(deliverable 6).  Each public event must include a formal presentation of work done to 
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date, an opportunity for attendees to provide feedback, and an opportunity for citizens 

who cannot attend to provide feedback.  Each event must include public notice, outreach 

to underserved communities and displaced stakeholders, information gathering from 

those attending, and the collection and inclusion of feedback into the ongoing planning 

process.   

 

3.  Community Asset Inventory. The Firm will support the CRZ Planning Committee as 

it works with the State to conduct a rigorous analysis of the community’s infrastructure, 

economy, and assets to determine where the community’s greatest vulnerabilities and 

opportunities lie. This analysis will include assessment of the vulnerability of physical 

assets – for example, water treatment plants, nursing homes, hospitals, waterfront 

properties and beaches – and of systems such as local transportation, zoning and building 

codes, ecosystems, and residential development. Key structures that were damaged by the 

storm will also be integrated into this analysis.  Within the geographic scope of the CRZ, 

the Firm will determine the assets that have been affected by coastal or riverine hazards 

and those assets which could be affected as shown on the risk assessment maps (or in 

non-coastal areas, assets located within the 100-year flood plain or dam inundation 

areas). 

 

4.  Risk Assessment.  The Firm will support the CRZ Planning Committee as it works 

with the State to complete a detailed risk assessment of the community’s assets using a 

Risk Assessment Tool provided by the State to CRZs.  The Firm will consider the three 

factors contributing to risk – hazard, vulnerability, and exposure – and using those risk 

factors and historical data, will estimate the potential consequences an asset faces from 

future storms. 

 

5.  Economic Needs and Opportunities Assessment. The Firm will support the CRZ 

Planning Committee as it identifies the community’s economic needs and opportunities.  

The assessment will have a narrative component profiling the community’s potential for 

growth in the short, medium, and long term.  The assessment will also include an analysis 

of the community’s needs and opportunities for economic development, including an 

assessment of the key drivers of the community’s economy to identify both weaknesses 

and potential opportunities for growth.  These needs may relate to repairing or replacing 

assets that were damaged by Hurricane Sandy, Hurricane Irene, or Tropical Storm Lee; to 

lost economic opportunities attributed to damages or to energy and funds redirected 

toward recovery; to rebuilding or expanding the local economy; to making existing assets 

more resilient; or to needs already existing when the storm hit.  Needs will range from 

immediate to short-term, mid-term, and long-term.  Firms engaged solely to support 

planning will partner with engagement Firm(s) to ensure that planning and engagement 

are integrated throughout the planning process. 

 

6. Housing Needs Assessment and Strategies. The Firm will support the CRZ Planning 

Committee as it develops a housing needs assessment and strategies that will help 

achieve local housing goals and ancillary activities. The housing assessment should 

include a description of recent storm damage to the housing stock of the community and 

a discussion of any socio-economic events that may affect the community’s housing 
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stock during the next three to five years, such as regional economic trends or institutional 

investments; current housing conditions in the area, including measurements of housing 

affordability, homeownership rates, building conditions, vacancy rates, and other relevant 

residential needs; and the type and location of housing needs in the community. Housing 

needs that should be addressed include: interim and permanent; owner occupied and 

rental; single family and multifamily; housing for the elderly; special needs populations 

and supportive housing; public housing, HUD-assisted housing, affordable, and market 

rate housing. The needs assessment should be evidence-based and be used to develop a 

housing strategy which should include: how demand for affordable housing will be met; 

how the availability of affordable housing will be promoted to people impacted by the 

storm; identification of non-CDBG programs available for public and private housing 

providers to address post-disaster housing needs, in the context of supply, affordability 

and accessibility; and how the community will encourage the provision of disaster-

resistant housing for all income groups. 

 

7.  Regional Planning Projects. The Firm will support the CRZ Planning Committee as 

it produces a list of projects, strategies, and activities that will affect or will be affected 

by ongoing planning in nearby municipalities and at the county and regional level.  On 

Long Island and in other areas, if appropriate, the Firm will support the CRZ Planning 

Committee as it participates in planning sessions at the regional level organized by 

county officials and outside organizations. Such sessions will help to ensure that the 

regional plan developed through this process reflect the work of the CRZ Planning 

Committees and that the CRZ Plans are consistent with the regional planning process. 

 

8.  Investment and Action Strategies. The Firm will support the CRZ Planning 

Committee as it develops strategies to rebuild and spur economic growth.  These 

strategies will be implemented through the projects and programs that the community 

carries out and the actions it takes to restore and protect assets.  Using the assessments 

conducted above, the Firm will support the CRZ Planning Committee as it determines the 

range of potential investments and their relative priority based upon their cost, benefits, 

and collateral impacts on other aspects of life in the community. In addition, actions such 

as zoning changes or other policy changes to improve the resilience and economy of the 

community will also be prioritized. When developing strategies, the Firm will consider 

the risk assessment, the combined benefits of a project or action, cost and availability of 

resources, value to the community, timing in coordination with other construction or 

capital improvements, and availability of funding. 

 

9.  Completed CRZ Plan.  The Firm will support the CRZ Planning Committee as it 

completes a CRZ Plan that includes a detailed implementation schedule.  The State will 

provide a template for the Plan and will review each plan against the criteria set forth 

below.  CRZ Plan contents will include: 

 

Overview 

 Geographic Scope of Plan 

 Description of Storm Damage 

 Critical Issues 
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 Community Goals 

 Relationship to Regional Plans 

Assessment of Risk and Needs 

 Community Assets 

 Assessment of Risk to Assets  

 Assessment of Risk to Systems 

 Assessment of Needs and Opportunities 

Reconstruction Strategies 

 Community Planning and Capacity Building  

 Economic Development  

 Health and Social Services 

 Housing  

 Infrastructure 

 Natural and Cultural Resources  

Implementation Schedule 

  Schedule of Implementation Actions 

Appendices 

 List of CRZ Planning Committee Members 

 Description of Public Engagement Process 

 Description of Priority Projects and their Costs and Benefits 

 Inventory of Assets 

 

Characteristics of a Successful Community Reconstruction Zone Plan  

 

The CRZ Plan is a comprehensive document that identifies a list of reconstruction 

projects and estimated costs as the result of a multiple-step process.  The CRZ Plans will 

serve as the principle planning documents used by communities to identify reconstruction 

projects within their communities.  They will allow the community to engage in a 

collaborative, open discussion of the community’s future and its priorities, set the stage 

for stronger and more resilient communities in the face of increased risk of major storms, 

follow federal guidelines and national objectives in identifying projects, and will 

incorporate global best practices in disaster response, economic development, community 

development, and man-made and natural infrastructure resilience. 

 

To qualify for implementation funding from the State, CRZ Plans must reflect and/or 

contain the following components.  

 

1. Assessment of risk to key assets and systems. As the starting point of the 

reconstruction plans, a comprehensive inventory of the vulnerabilities of key 

assets and systems is necessary to allow the committee to prioritize various 

projects and actions. Key assets and systems should be considered for each 

relevant recovery support function: community planning and capacity, 

infrastructure, natural and cultural resources, housing, economic development, 

and health and social services.  

2. Projects to restore and increase resilience of key assets. The Reconstruction Plan 

should address both the restoration of key assets and actions that will make them 
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more resilient to future threats. Examples of such projects and actions include 

restoration or mitigation of natural infrastructure (e.g., wetlands, oyster reefs, 

dunes, and other green infrastructure), changes in land use regulations (e.g., 

changes in use, increased setbacks, and transfer of density) to encourage sound 

development, or investments in transportation or other improvements in 

community systems to prepare for future threats.  

3. Projects with economic growth co-benefits. Reconstruction plans should include 

projects that will improve the future of the local economy while also enhancing 

the resilience of the community, producing co-benefits. For example, investments 

in new recreational assets (e.g., new green space that serves as a buffer against 

coastal flooding) may protect against storm damage or serve as redundant 

protection in critical areas, while also drawing tourists or facilitating the growth 

of new businesses.  

4.  Protection of Vulnerable Populations. Reconstruction plans should include new 

measures to protect vulnerable persons (e.g., elderly and special needs 

individuals) in the event of a future emergency, such as new protocols for 

emergency response to ensure rapid assistance is provided to vulnerable persons, 

new backup power systems for critical facilities (e.g., nursing homes, hospitals) or 

improved communications systems to ensure that vulnerable persons are not left 

without aid.  

5. Regional coordination. To ensure that reconstruction plans are consistent with 

regional objectives, and that a regional response to the challenges that cross 

political jurisdictions serve the communities’ long-term objectives, Long Island 

communities and communities in other areas identified by the State must 

participate in a regional planning process. The regional planning process in Long 

Island will be a critical part of the State’s effort to ensure that rebuilding improves 

not only individual communities but also the entire region. The details of the 

regional planning process will be provided prior to approval of a planning grant 

and will be posted on the State’s website.  

6. Detailed Implementation Approach. Each reconstruction plan must include a clear 

and detailed proposed approach to implementation of projects and strategies in 

each recovery support area. The implementation approach must assign 

responsibility for specific actions to specific individuals or organizations, identify 

potential funding sources, and establish timelines for each action.  

7. Commitment to Innovative Design.  Each plan should incorporate design best 

practices, including resilient design and the use of natural infrastructure and non-

structural approaches and include, where possible, partnerships with non-profit, 

educational, or other civil society organizations to deliver innovative and best 

practice research and knowledge.   

8. Commitment to Inclusive Public Engagement.  The plan should include an 

application of new technologies, methods of communication, and engagement 

forums that access, inform, and educate a large proportion of the population.  

Special attention should be dedicated towards vulnerable, underserved, and 

displaced populations.  Plans should incorporate community engagement at every 

step in order to generate consensus in communities that vary widely in minority 

representation, low- or moderate-income status, disabled or elderly populations, 
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or other groups especially vulnerable to the effects of natural disasters.  

Generating community support of the planning process should be given as much 

attention as the planning process itself and should be seen as one of the critical 

requirements necessary for the successful completion of a plan. 

9. Commitment to local capacity-building and transferability. The plan should 

include working with other vendors and other communities to share best practice 

and identify project overlap and gaps, and the development of local public 

officials in planning process best practices and techniques 

 

IV. STRUCTURE AND CONTENT OF RFP PROPOSALS 

Proposals submitted in response to this RFP must be filed electronically, in PDF file 

format. Unless otherwise noted, respondents must complete and submit all forms, 

information and other documentation listed herein (including, without limitation, any 

Appendix to this RFP) as part of its electronic proposal submission. Only complete 

proposals will be evaluated. In all instances, OCR’s determination regarding the 

completeness of any proposal shall be final. 

  

All proposals must exhibit the respondent’s ability to perform all tasks described under 

the Scope of Work of this RFP.  

 

The proposal should otherwise concisely state the respondent’s ability to meet the 

requirements of the RFP. There is a 60-page total limit for Section IV.B.1, IV.B.2, D, and 

E. There is no page limit to the remaining the other Sections of the RFP, however 

respondents are encouraged to submit only relevant information, as necessary. The 

respondent shall not make any aspect of its proposal contingent upon the use of State of 

New York personnel.  

 

OCR will consider responses to this RFP in a consistent and easily comparable format.  

RFP responses (“Responses”) not organized in the manner set forth in this RFP may be 

considered, at the Agency’s sole discretion, as unresponsive.  Do not refer to other parts 

of your Response, to information that may be publicly available elsewhere, or to the 

submitting entity’s website or another website in lieu of answering a specific question.  

The Response must be accompanied by a cover letter stating that:  (a) the information 

submitted in and with the Response is true and accurate, and (b) the person signing the 

cover letter is authorized to submit the response on behalf of the Firm. 

 

Interested and qualified Firms are invited to submit a Response that contains the 

following information which is submitted in the following order: 

 

A. Background and Experience. 

 

1. Firm Overview.  Provide an executive summary including a description of 

the respondent’s legal status (e.g., individual practitioner, partnership, limited 

liability corporation, corporation, non-profit organization, charitable 

institution, etc.), background, mission, an explanation of the types of services 
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the respondent provides that relate to this RFP, and an organizational chart. 

Submit a completed Respondent Overview form (Appendix 1) which includes 

name, address, telephone, fax, and email of the respondent and names of all 

principals and staff that will be providing planning technical and/or 

professional services. Briefly describe any significant changes to the 

management and/or structure of the Firm, including any mergers that occurred 

in the last three (3) years or are expected. 

2. Experience.  Provide the résumés and professional qualifications of the firm’s 

principals, project managers, key personnel, and staff to be assigned to the 

CRZ Planning Committees, including degrees, licenses and years of relevant 

experience.  In addition, identify sub-consultants and sub-contractors, such as 

structural engineers, asbestos and lead abatement specialists and testing labs 

with their relevant experience.  Specify the primary contact person with the 

Agency (name, title, location, telephone number, and e-mail address).    

B. Approach and Methodology. 

Background. CRZs are currently being designated. A finalized list may not be issued 

prior to this RFP submission deadline.  Despite these constraints, the activities and key 

deliverables outlined in the Scope of Work are consistent across all CRZs. Size, density, 

geographical factors and priorities will vary across CRZs.   Some communities affected 

by Hurricane Irene and Tropical Storm Lee have already begun the planning process but 

would benefit from additional assistance, and any difference in deliverables required for 

these communities would be negotiated at the point of contract.  To account for these 

variations, prospective Firms are required to submit complete proposals that separately 

address  the two CRZ types described below, including different cost worksheets and, if 

necessary, workplans and timelines.  Failure to submit two separate responses addressing 

each of the CRZs described below will affect OCR’s ability to determine the Firm’s 

eligibility and capacity to meet the needs identified in this RFP. Firms should also 

demonstrate their ability to support more than one CRZ simultaneously. 

1. CRZ-A Approach and Methodology. Describe the Firm’s approach and 

methodology to assisting the CRZ Planning Committee with accomplishing 

the key activities and deliverables outlined in the Scope of Work. 

Description.  CRZ-A, Group of small villages.  This example CRZ consists of 

one or more small, primarily residential communities with approximately 

12,000 people each. There are 6,000 single family homes, with a significant 

minority of housing units classified as seasonal.  In some villages, nearly half 

of all families have one or more members over age 60. Of the villages within 

the CRZ, at least one has a majority of its territory within a 100-yr floodplain 

and has been identified by DOS as being in the extreme, high, or moderate 

risk areas. During severe storms, river or waterfront surges can rise to more 

than 15 feet above normal.  Most villages have suffered both housing and 

business flooding, and within at least one of the villages flooding has occurred 

during most storm events. Slightly less than 10% of the individuals who 

suffered damage have expressed interest in a buyout, though interest in 
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buyouts varies significantly between villages.  The villages within the CRZ 

are in close geographical proximity, though not all are directly adjacent to one 

another.  Most villages have significant levels of development along river and 

waterfronts, little of which was built with disaster mitigation or resilience 

incorporated.  Minority and low-income populations may differ by as much as 

10-15 percentage points between villages within the CRZ, and at least one of 

the villages has had no prior experience or current capacity to address 

flooding issues and CRZ planning.   

Description. CRZ-B, City.  This example CRZ is a mixed used community 

with a population of approximately 35,000 and roughly 17,500 people per 

square mile.  The vast majority of the community is within the DOS identified 

extreme or high risk areas. Housing varies with about 16,000 single family 

homes to large, multi-story multi-family rentals, coops, and condominiums. 

Approximately 3,000 structures were damaged or destroyed, with many more 

pushed off their foundations. About 200 individuals have expressed interest in 

a buyout. The center of the CRZ is home to significant commercial 

establishments, while the fronting beach has been modified over time, and 

former tidal wetlands are now freshwater wetlands or have been filled for 

development. Flooding problems have occurred here during other storm 

events, and although many ideas have been discussed to improve resilience, 

no adequate plan has been implemented.  Though the CRZ has some 

experience in conducting planning and other local government activities, the 

extent of the damage exceeds the CRZ’s ability to conduct reconstruction 

planning on its own. 

 

C. Capacity to Perform Services.  Submit a summary of the qualifications of staff that 

will be assigned to the CRZ Planning Committee(s), including the availability of any 

relevant subject matter experts. Demonstrate and document how the team and staff 

proposed have designed and deployed the services applied by the Firm described in 

Approach and Methodology for communities comparable in size, scope, and 

complexity to this effort, in other similar circumstances for communities comparable 

to both CRZ-A and CRZ-B. Respondents must also provide a description of current 

contracts and obligations for the next eight months to demonstrate capacity.   

The Firm should detail at least three projects within the last five years that 

demonstrate how the Firm’s approach has achieved success in specific, relevant 

projects, particularly those that involve the creation of a plan comparable in size, 

scope and complexity to this effort. The Proposal must contain enough information 

for the evaluators to ascertain the success of the projects accomplished by the Firm, 

and include evidence that demonstrates that those plans and the Firm’s approach were 

indeed successful.  The Firm should use the References Form (Appendix4) to provide 

references available for contact regarding the Firm’s work.  
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D. Work Plan and Timeline.  A detailed work plan with defined tasks and milestones 

for the completion of each of the CRZ Planning Committees requirements outlined in 

the Scope of Work.  This work plan is the Firm’s initial estimate of its timeline. 

 

E. Cost Worksheet.  Firms must commit to the general rates provided in the Cost 

Worksheet for a minimum of 8 months.  Price estimates will be evaluated on 

reasonableness and innovation.  Attached hereto as Attachment 3. 

 

F. “Disclosure of Prior Non-Responsibility Determinations” Form. Attached hereto 

as Appendix C.  

 

G. “Affirmation of Understanding” Form.  Attached hereto as Appendix B. 

 

H. MWBE Form.  Attached hereto as Appendix II. 

 

I. Client and Team References Form.  Attached hereto as Attachment 2. 

V. TIMELINE FOR RFP* 

Date Event 

April 23, 2013 Release of RFP 

April 30, 2013 Anticipated Bidders’ Conference 

May 7, 2013 Last Day to Submit Questions – 5PM (EDT)  

May 9, 2013 Issuance of Answers to Questions 

May 14, 2013 Proposal Submission Deadline – 3 PM (EDT) 

May 17, 2013 Target Date  for Finalist Interviews – at OCR’s Option  

May 20, 2013 Target Date for Selection 

*Timeline includes target dates and may change. Please check the OCR website for 

regular updates to the RFP timeline and other important information.   

VI. EVALUATION OF PROPOSALS 

It is the intent of NYS to select and contract with most qualified of firms that respond to 

this RFP.  Firms receiving more than 80 of the possible 100 points will be considered as 

qualified Firms for an assignment to one or more CRZ, determined by OCR.  OCR 

reserves the right to invite qualified Firms to oral or video teleconference interviews 

shortly after the evaluation process is complete.  Responses to this RFP will be evaluated 

by OCR and other NYS planning experts based on the criteria described below.   

1. Experience and Capacity (40 points):  Scored on the respondent’s 

demonstrated successful experience in the execution of multiple projects 

involving complex community and environmental planning activities and the 
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rapid start up and implementation of business or government activities 

comparable in size, scope and complexity to the effort described in this RFP.  

Additionally scored to the degree it is evidenced there is qualified staff in 

sufficient numbers that can be assigned and deployed immediately to the tasks 

described in the Project Description and the Scope of Work. The evaluation 

team will review materials requested in Sections IV.A, IV.C, and IV.I of this 

RFP.  

   

2. The Proposal Cost Structure (30 points): Scored to the degree the cost 

structure of the services to be provide by the respondent are deemed relevant 

and inclusive of the activities outlined in the Scope of Work, reasonable in 

relation to industry standards, and are competitive with the costs structures of 

other respondents. The evaluation team will review materials requested in 

Section IV.E of this RFP.  

 

3. Technical Approach (20 points):  Scored to the degree to which the 

respondent documents its approach to accomplishing the 9 key deliverables 

for each of the two CRZ examples identified in the Approach and 

Methodology above.  Also scored on the respondent’s workplan and timeline 

for planning completion. The evaluation team will review materials requested 

in Sections IV.B, and IV.D of this RFP.  

 

4. Innovative Practices and Multiple CRZ Threshold (10 points) Scored to the 

degree the respondent proposes innovative methods for accomplishing the key 

deliverables in terms of innovative design, inclusive public engagement, and 

local capacity-building and transferability.  Also scored on whether the 

respondent demonstrates the capability to support more than one CRZ 

simultaneously. The evaluation team will review materials requested in 

Sections IV.A, IV.B, IV.C, IV.D, IV.E and IV.H of this RFP.  

   

Notwithstanding the scoring system set forth above, OCR reserves the right to select 

Proposals that, in its sole judgment, are consistent with and responsive to the goals of the 

CDBG-DR Action Plan irrespective of whether they are the apparent lowest cost 

proposals, and are determined by the Commissioner of Homes and Community Renewal 

to be in the best interests of the citizens of the State of New York. 

 

VII. RESPONDENTS’ CONFERENCE AND QUESTIONS  
 

A conference will be scheduled to discuss this Request for Proposals, accept questions 

and provide preliminary responses. OCR is in the process of scheduling the Conference 

and will post an update to the “Procurement Opportunities” webpage: 

http://www.nyshcr.org/AboutUs/Procurement/DHCRindex.htm. We strongly encourage 

interested Firms check the Procurement Opportunities webpage frequently for updates 

and additional information pertaining to this RFP.  

 

http://www.nyshcr.org/AboutUs/Procurement/DHCRindex.htm
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Respondents may also submit questions outside of the conference by mail or e-mail. 

Answers to all substantive questions, including any substantive questions arising from the 

respondents’ conference, will be posted on the NYS HCR website “Procurement 

Opportunities” page at http://www.nyshcr.org/AboutUs/Procurement/DHCRindex.htm as 

soon as practical following the deadline for submitting questions noted above.  

 

All questions must be received by 5 PM on May 7, 2013 at either of the following 

addresses:  

 

Frank Markowski, Assistant Treasurer 

Housing Trust Fund Corporation 

38-40 State Street 

Albany, New York 12207  

OR  

FMarkowski@nyshcr.org  

 

Unless otherwise noted, respondents must complete and submit all forms, information 

and other documentation listed in this RFP as part of its proposal.  OCR may deem a 

Proposal non-responsive and disqualify a respondent, if any of the required forms, 

information or other documentation is missing or incomplete.  

 

OCR reserves the right to waive any informalities and/or irregularities in a Proposal, to 

accept or reject any or all Proposals or to cancel this solicitation and reissue this RFP or 

another version of it, if it deems that doing so is in the best interest of the impacted 

communities or the State of New York.  

 

VIII. NOTIFICATION OF SELECTION  

 

Selected respondents will be issued a Letter of Intent to Contract, via U.S. Mail. Non-

selected respondents will be notified of OCR’s determination via U.S. mail. 

 

IX. PROCUREMENT LOBBYING PROVISIONS  
 

Pursuant to State Finance Law §§139-j and 139-k, this solicitation includes and imposes 

certain restrictions on communications between OCR and respondents during the 

solicitation process. A respondent is restricted from making contacts from the earliest 

notice of intent to solicit offers through final award and approval of the contract (the 

restricted period) by OCR to other than Frank Markowski, whose contact information is 

set forth in paragraph VII.A. above, unless it is a contact that is included among certain 

statutory exceptions set forth in State Finance Law §139-j(3)(a). OCR employees are also 

required to obtain certain information when contacted during the restricted period and 

make a determination of responsibility of the respondent pursuant to these two statutes. 

Certain findings of non-responsibility can result in the rejection for contract award and in 

the event of two findings within a 4 year period the offerer/respondent is debarred from 

obtaining governmental procurement contracts. Further information about these 

http://www.nyshcr.org/AboutUs/Procurement/DHCRindex.htm
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requirements can be found on the Office of General Services’ website at 

www.ogs.state.ny.us/aboutogs/regulations/defaultAdvisoryCouncil.html



19 
 

ATTACHMENT 1 

RESPONDENT OVERVIEW 

 

Request for Proposals 

for 

Planning, Technical and Professional Services 

 

Respondent Organization Name:  

 

Address:  

 

 

City State Zip County  

 

Contact Person:  

Title:  

 

Telephone ( ) Ext.: 

Fax ( ):  

 

Email:   

Fed ID # : 

 

Certified M/WBE: Yes No (if yes, include copy of New York State Certificate)  

 

NYS Charities Registration No. (if not-for-profit):  

 

Legal Status: Corporation Partnership Not-for-Profit  

 

Other (Please specify): 

  

 

 (Include evidence of filing of certificate if conducting business under an assumed  name 

or as partner (i.e. Doing Business As) (General Business Law § 130)  

  

 Respondent certifies that to the best of their knowledge and belief, all information 

 contained in this application is true and correct.  

 

 

______________________________________________________ 

Authorized Signature  

 

 

______________________________________________________ 

Title  
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ATTACHMENT 2 

FIRM AND STAFF REFERENCES 

Firm References 

Each Bidder should provide contact information for its client references for each of the projects 

described in “Firm Experience and Qualifications” of its Technical Proposal.   

Note: References should have received similar services as described in this RFP. 

Firm Reference # 1  

Name of the Bidder:  

Name of the Client Firm:   

Briefly describe the type 

and scope of services of 

the project.  

 

Project term: 
Start Date: 

(Month/Year) 
 

End Date: 

(Month/Year) 

 

Client Contact  

Name and Title: 
 

Phone Number:  Email:  

Alternate Client Contact 

Name and Title: 
 

Phone Number:  Email:  

 

Firm Reference # 2  

Name of the Bidder:  

Name of the Client Firm:   

Briefly describe the type 

and scope of services of 

the project.  

 

Project term: 
Start Date: 

(Month/Year) 
 

End Date: 

(Month/Year) 

 

Client Contact  

Name and Title: 
 

Phone Number:  Email:  
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Firm Reference # 2  

Name of the Bidder:  

Name of the Client Firm:   

Alternate Client Contact 

Name and Title: 
 

Phone Number:  Email:  

 

Firm Reference # 3  

Name of the Bidder:  

Name of the Client Firm:   

Briefly describe the type 

and scope of services of 

the project.  

 

Project term: 
Start Date: 

(Month/Year) 
 

End Date: 

(Month/Year) 

 

Client Contact  

Name and Title: 
 

Phone Number:  Email:  

Alternate Client Contact 

Name and Title: 
 

Phone Number:  Email:  

 

 

 



22 
 

STAFF REFERENCES 

Each Bidder should provide three (3) references for the staff member being proposed for the 

positions of Engagement Partner and Project Manager.  References should have received similar 

services as described in this RFP.   

Engagement Partner Reference # 1  

Name of the Bidder:   

Staff Member Name:   Proposed Title:   

Name of the Client:    

Client Contact Name:   

Client Contact Title:   

Phone Number:   Email:   

Briefly describe the type and 

scope of services of the 

project.  

  

Project term: 
Start Date 

(Month/Year) 

  End Date 

(Month/Year) 

  

 

Engagement Partner Reference # 2  

Name of the Bidder:   

Staff Member Name:   Proposed Title:   

Name of the Client:    

Client Contact Name:   

Client Contact Title:   

Phone Number:   Email:   

Briefly describe the type and 

scope of services of the 

project.  

  

Project term: 
Start Date 

(Month/Year) 

  End Date 

(Month/Year) 
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Engagement Partner Reference # 3  

Name of the Bidder:   

Staff Member Name:   Proposed Title:   

Name of the Client:    

Client Contact Name:   

Client Contact Title:   

Phone Number:   Email:   

Briefly describe the type 

and scope of services of the 

project.  

  

Project term: 
Start Date 

(Month/Year) 

  End Date 

(Month/Year) 

  

 

Project Manager Reference # 1  

Name of the Bidder:   

Staff Member Name:   Proposed Title:   

Name of the Client:    

Client Contact Name:   

Client Contact Title:   

Phone Number:   Email:   

Briefly describe the type and 

scope of services of the 

project.  

  

Project term: 
Start Date 

(Month/Year) 

  End Date 

(Month/Year) 
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Project Manager Reference # 1  

Name of the Bidder:   

Staff Member Name:   Proposed Title:   

Name of the Client:    

Client Contact Name:   

Client Contact Title:   

Phone Number:   Email:   

Briefly describe the type and 

scope of services of the 

project.  

  

Project term: 
Start Date 

(Month/Year) 

  End Date 

(Month/Year) 

  

 

 

Project Manager Reference # 2  

Name of the Bidder:   

Staff Member Name:   Proposed Title:   

Name of the Client:    

Client Contact Name:   

Client Contact Title:   

Phone Number:   Email:   

Briefly describe the type and 

scope of services of the 

project.  

  

Project term: 
Start Date 

(Month/Year) 

  End Date 

(Month/Year) 
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Project Manager Reference # 3  

Name of the Bidder:   

Staff Member Name:   Proposed Title:   

Name of the Client:    

Client Contact Name:   

Client Contact Title:   

Phone Number:   Email:   

Briefly describe the type and 

scope of services of the 

project.  

  

Project term: 
Start Date 

(Month/Year) 

  End Date 

(Month/Year) 
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ATTACHMENT 3 

 

Cost Proposal Instructions and Worksheet 

 

The Cost Proposal Form must be completed in its entirety according to the following 

instructions: 

 

 The Cost Proposal Form should include the hourly rate for each person performing the 

services described in the RFP.  Please specify each person by name next to the 

corresponding title provided on the Form.  Firms are required to use the titles provided, 

even if these titles are not consistent with the Firm’s existing titles. 

 

 The Cost Proposal must include the hourly rate (U.S. dollars) for each title described 

below.  Do not leave blanks or enter a zero dollar amount for any rate. Do not fail to 

provide a rate for each title in all of the forms. 

 

 The cost proposal must include only one rate for each title in each deliverable or contract 

year. A range of rates is not acceptable. 

 

 The Cost Proposal must include the total estimated number of hours to complete each 

deliverable.  For each title, Bidders must indicate the estimated number of hours to be 

performed for each deliverable. 

 

 To calculate the not-to-exceed total for each deliverable: Multiply the Hourly Rate 

proposed by the Estimated Number of Hours for each Title.  Add the personnel costs to 

the administrative/other costs to generate the Total for each Title.  Add the Total of each 

Title to calculate the Not-to-Exceed Total for each deliverable.  

 A 

 Contracts will be based on details and estimates included.  Firms should assume contracts 

not-to-exceed cost will correlate with the deliverables estimate. 

 

 The Cost Proposal Form should be signed by the individual who signs the proposal Cover 

Page (an individual authorized to bind the bidding Firm contractually). 

 

 Compensation shall not exceed the total bid for each corresponding deliverable.  

Payments to the selected Bidder will only be made for actual hours worked, and will not 

exceed the proposed total cost for each deliverable.  

 

 OCR will compensate the successful Contractor following submission of an approvable 

invoice 

 

 

Description of Positions and Titles 

 

The following represents the general descriptions for the staffing categories to be utilized in the 

Bidder’s proposal and, if awarded, the resulting contract. 
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Description of Engagement Partner: The Engagement Partner should have five (5) years’ 

experience in business transformation projects, three (3) of those years serving in a leading role 

in three (3) or more business transformation projects for private or public entities which includes 

a state, local, or Federal agency, public authority, or public educational institution within the 

United States.  

 

Description of Project Manager: The Project Manager will coordinate and delegate the 

assignments to the staff, and serve as the point of contact for the Division regarding new issues, 

project status, meetings, and deliverables.  The Project Manager should have a working 

knowledge of the proposed methodologies, tools and techniques. 

 

Description of Senior Analyst: The Senior Analyst working under the Project Manager will be 

responsible for performing the more complex analytical work, depending on the project, as well 

as day-to-day activities. The Senior Analyst will be expected to oversee a functional team. The 

Senior Analyst should demonstrate experience in one or more of the following areas: Strategic 

Planning, Organizational Alignment, Change Management, Training, and Project Management.  

 

Description of Associate Analyst: The Associate Analyst will complete day-to-day project 

activities under the supervision of the Project Manager and the Senior Analyst.  

 

Description of the Analyst: The Analyst will assist in the completion of day-to-day project 

activities under the supervision of the Senior Analyst or Associate Analyst. 
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Cost Proposal Worksheet – Page 1 of 10 

CRZ A Cost Proposal 
 

 

Deliverable 1: Action Plan 
 

Name(s) Contract Title   

Hourly Rate  

 

Estimated  

Hours 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 1 Cost  
 

Deliverable 2: Public Engagement 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 2 Cost  
 

 

 

Initial:  ________   Date: __________ 
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Cost Proposal Worksheet – Page 2 of 10 

CRZ A Cost Proposal 
 

 

Deliverable 3: Community Asset Inventory 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 3 Cost  
 

 

Deliverable 4: Risk Assessment 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 4 Cost  
 

 

Initial:  ________   Date: __________ 
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Cost Proposal Worksheet – Page 3 of 10 

CRZ A Cost Proposal 
 
 

Deliverable 5: Economic Needs and Opportunities Assessment 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 5 Cost  
 

 

Deliverable 6: Housing Needs Assessment and Strategies 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 6 Cost  
 

 

 

Initial:  ________   Date: __________ 
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Cost Proposal Worksheet – Page 4 of 10 

CRZ A Cost Proposal 
 
 

Deliverable 7: Regional Planning Projects 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 7 Cost  
 

Deliverable 8: Investment and Action Strategies 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 8 Cost  
 

 

 

 

 

Initial:  ________   Date: __________ 
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Cost Proposal Worksheet – Page 5 of 10 

CRZ A Cost Proposal 
 

 

 

 

Deliverable 9: Completed CRZ Plan 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 7 Cost  
 

 

 

 

 

 

 

 

 

 

Initial:  ________   Date: __________ 
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Cost Proposal Worksheet – Page 6 of 10 

CRZ B Cost Proposal 
 

 

Deliverable 1: Action Plan 
 

Name(s) Contract Title   

Hourly Rate  

 

Estimated  

Hours 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 1 Cost  
 

Deliverable 2: Public Engagement 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 2 Cost  
 

 

 

Initial:  ________   Date: __________ 
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Cost Proposal Worksheet – Page 7 of 10 

CRZ B Cost Proposal 
 

 

Deliverable 3: Community Asset Inventory 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 3 Cost  
 

 

Deliverable 4: Risk Assessment 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 4 Cost  
 

 

Initial:  ________   Date: __________ 
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Cost Proposal Worksheet – Page 8 of 10 

CRZ B Cost Proposal 
 
 

Deliverable 5: Economic Needs and Opportunities Assessment 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 5 Cost  
 

 

Deliverable 6: Housing Needs Assessment and Strategies 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 6 Cost  
 

 

 

Initial:  ________   Date: __________ 
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Cost Proposal Worksheet – Page 9 of 10 

CRZ B Cost Proposal 
 
 

Deliverable 7: Regional Planning Projects 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 7 Cost  
 

Deliverable 8: Investment and Action Strategies 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 8 Cost  
 

 

 

 

 

Initial:  ________   Date: __________ 
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Cost Proposal Worksheet – Page 10 of 10 

CRZ B Cost Proposal 
 

 

 

 

Deliverable 9: Completed CRZ Plan 

 

Name(s) Contract Title   

Estimated  

Hours Hourly Rate 

Total Cost by 

Title 

                                 Engagement Partner    

 Project Manager    

 Senior Analyst    

 Associate Analyst    

 Analyst    

Total non-personnel costs (e.g. travel, equipment): __(please describe)____  

Total Not-to-Exceed Deliverable 7 Cost  
 

 

 

 

 

 

 

 

 

 

Initial:  ________   Date: __________ 
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APPENDIX B 

Affirmation of Understanding of 
and Agreement Pursuant to 

State Finance Law §139-j (3) and §139-j (6) (b) 
 

 
 

Offerer affirms that it understands and agrees to comply with the procedures of the 
DHCR/HTFC relative to permissible Contacts as required by State Finance Law §§ 139- 
j (3) and 139-K (6) (b). 

 

 
 

Signature:    Date:    
 

Print Name:    
 

Title:     
 

Contractor Name:    
 

Contractor Address:    
 

 
 
 
 
 
 
 
 
 
 

Certification of Compliance 
With State Finance Law §139-k (5) 

 

 
 

Offerer certifies that all information provided to the DHCR/HTFC with respect to State 
Finance Law §139-k is complete, true, and accurate. 
 

 
 

Signature:   Date:    
 

Print Name:    
 

Title:    
 

Contractor Name:    
 

Contractor Address:    
 

 
 
 



 

April 2012 

 
 

APPENDIX C 

Offerer Disclosure of 
Prior Non-Responsibility Determinations 

 

Name of Individual or Entity Seeking to Enter into the Procurement Contract: 
 

 
 

Address:   
 

 
 

Name and Title of Person Submitting this Form:     
 

 
 

Contract Procurement Number:     
 

Date:   

 
1.  Has any Governmental Entity made a finding of non-responsibility regarding the individual or entity 
seeking to enter into the Procurement Contract in the previous four years? (Please circle): 

No Yes 

If yes, please answer the next questions: 
 
2.  Was the basis for the finding of non-responsibility due to a violation of State Finance Law §139-j 
(Please circle): 

No Yes 
3.  Was the basis for the finding of non-responsibility due to the intentional provision of false or 

incomplete information to a Governmental Entity? (Please circle): 

No Yes 

4. If you answered yes to any of the above questions, please provide details regarding the finding of non- 

responsibility below. 
 
Governmental Entity:     

 
Date of Finding of Non-responsibility:     

 
Basis of Finding of Non-Responsibility:     

 
 
 
 
 
 
 

 
(Add additional pages as necessary) 

 
5.  Has any Governmental Entity or other governmental agency terminated or withheld a Procurement 

Contract with the above-named individual or entity due to the intentional provision of false or incomplete 
information? (Please circle): 

No Yes 
 

 
 
 
 

1 



 

April 2012 

 
 

6.  If yes, please provide details below. 
 
Governmental Entity:     

 
Date of Termination or Withholding of Contract:     

 
Basis of Termination or Withholding:    

 
 
 
 
 
 
 

 
(Add additional pages as necessary) 

 
Offerer certifies that all information provided to the Governmental Entity with respect to State Finance 

Law §139-k is complete, true and accurate. 

 
By:   Date:   

Signature 

 
 

Name:   
 

Title:    
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I. General Provisions 

 

A. The Corporation is required to implement the provisions of New York State (“State”) 

Executive Law Article 15-A and 5 NYCRR Parts 142-144 (“MWBE Regulations”) for all State 

contracts as defined therein, with a value (1) in excess of $25,000 for labor, services, 

equipment, materials, or any combination of the foregoing or (2) in excess of $100,000 for real 

property renovations and construction.   

 

B. Contractor agrees, in addition to any other nondiscrimination provision of the Contract and at 

no additional cost to the Housing Trust Fund Corporation (“Corporation”), to fully comply and 

cooperate with the Corporation in the implementation of New York State Executive Law 

Article 15-A.  These requirements include equal employment opportunities for minority group 

members and women (“EEO”) and contracting opportunities for certified minority and women-

owned business enterprises (“MWBEs”).  Contractor’s demonstration of “good faith efforts” 

pursuant to 5 NYCRR §142.8 shall be a part of these requirements. These provisions shall be 

deemed supplementary to, and not in lieu of, the nondiscrimination provisions required by New 

York State Executive Law Article 15 (the “Human Rights Law”) or other applicable federal, 

State or local laws. 

 

C. Failure to comply with all of the requirements herein may result in a finding of non-

responsiveness, non-responsibility and/or a breach of Contract, leading to the withholding of 

funds or such other actions, liquidated damages pursuant to section VII of this Appendix II or 

enforcement proceedings as allowed by the Contract. 

 

II. Contract Goals 

 

A. For purposes of this procurement, the Corporation hereby establishes an overall goal of 20% 

for Minority and Women-Owned Business Enterprises (“MWBE”) 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).  

 

B. For purposes of providing meaningful participation by MWBEs on this Contract and achieving 

the Contract Goals established in section III-A, Contractor should reference the directory of 

New York State Certified MBWEs found at the following internet address: 

 http://www.empire.state.ny.us/MWBE/directorySearch.html . 
 

Additionally, Contractor is encouraged to contact the Division of Minority and Woman 

Business Development ((518) 292-5250; (212) 803-2414; or (716) 846-8200) to discuss 

additional methods of maximizing participation by MWBEs on this Contract.  
 

C. Where MWBE goals have been established herein, pursuant to 5 NYCRR §142.8, Contractor 

must document “good faith efforts” to provide meaningful participation by MWBEs as 

subcontractors or suppliers in the performance of this Contract.  In accordance with section 

316-a of Article 15-A and 5 NYCRR §142.13, the Contractor acknowledges that if Contractor 

is found to have willfully and intentionally failed to comply with the MWBE participation 

http://www.empire.state.ny.us/MWBE/directorySearch.html
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goals set forth in the Contract, such a finding constitutes a breach of Contract and the 

Contractor shall be liable to the Corporation for liquidated or other appropriate damages, as set 

forth herein. 
 

III. Equal Employment Opportunity (EEO) 

 

A. Contractor agrees to be bound by the provisions of Article 15-A and the MWBE Regulations 

promulgated by the Division of Minority and Women's Business Development of the 

Department of Economic Development (the “Division”).  If any of these terms or provisions 

conflict with applicable law or regulations, such laws and regulations shall supersede these 

requirements.   

 

B. Contractor shall comply with the following provisions of Article 15-A:  

 

1. Contractor and Subcontractors shall undertake or continue existing EEO 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, EEO shall apply in the areas of recruitment, 

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

termination and rates of pay or other forms of compensation. 

2. The Contractor shall submit an EEO policy statement to the Corporation within seventy two 

(72) hours after the date of the notice by Corporation to award the Contract to the 

Contractor. 

3. If Contractor or Subcontractor does not have an existing EEO policy statement, the 

Corporation may provide the Contractor or Subcontractor a model statement (see Form 

#EEO-1 – Minority and Women-Owned Business Enterprises Equal Employment 

Opportunity Policy Statement). 

4. The Contractor’s EEO policy statement shall include the following language: 

a. The Contractor will not discriminate against any employee or applicant for employment 

because of race, creed, color, national origin, sex, age, disability or marital status, will 

undertake or continue existing EEO programs to ensure that minority group members 

and women are afforded equal employment opportunities without discrimination, and 

shall make and document its conscientious and active efforts to employ and utilize 

minority group members and women in its work force. 

b. The Contractor shall state in all solicitations or advertisements for employees that, in 

the performance of the 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. 

c. 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. 

d. The Contractor will include the provisions of sections (a) through (c) of this subsection 

and paragraph “E” of this section, which provides for relevant provisions of the Human 
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Rights Law, in every subcontract in such a manner that the requirements of the 

subdivisions will be binding upon each subcontractor as to work in connection with this 

Contract.   

 

C. Form MWBE #101- Staffing Plan  

 

To ensure compliance with this section, the Contractor shall submit a staffing plan to document 

the composition of the proposed workforce to be utilized in the performance of this Contract by 

the specified categories listed, including ethnic background, gender, and Federal occupational 

categories.  Contractors shall complete the Staffing plan form and submit it as part of their bid 

or proposal or within a reasonable time, but no later than the time of award of the Contract.  

 

D.  Form MWBE #102 - Workforce Employment Utilization Report (“Workforce Report”) 

 

1. Once a Contract has been awarded and during the term of Contract, Contractor is 

responsible for updating and providing notice to the Corporation of any changes to the 

previously submitted Staffing Plan. This information is to be submitted on a quarterly basis 

during the term of the Contract to report the actual workforce utilized in the performance of 

the Contract by the specified categories listed including ethnic background, gender, and 

Federal occupational categories. The Workforce Report must be submitted to report this 

information.  

2. Separate forms shall be completed by Contractor and any subcontractor performing work 

on the Contract. 

3. In limited instances, Contractor may not be able to separate out the workforce utilized in the 

performance of the Contract from Contractor's and/or subcontractor's total workforce. 

When a separation can be made, Contractor shall submit the Workforce Report and indicate 

that the information provided related to the actual workforce utilized on the subject 

Contract. When the workforce to be utilized on the Contract cannot be separated out from 

Contractor's and/or subcontractor's total workforce, Contractor shall submit the Workforce 

Report and indicate that the information provided is Contractor's total workforce during the 

subject time frame, not limited to work specifically under the Contract. 

  
E. Contractor shall comply with the provisions of the Human Rights Law, all other State and 

Federal statutory and constitutional non-discrimination provisions.  Contractor and 

subcontractors shall 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. 
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IV.  MWBE Utilization Plan  

 

A. The Contractor represents and warrants that Contractor has submitted an MWBE Utilization Plan 

either prior to, or at the time of, the execution of this Contract. 

   

B. Contractor agrees to use such MWBE Utilization Plan for the performance of MWBEs on this 

Contract pursuant to the prescribed MWBE goals set forth in section III-A of this Appendix II. 

 
C. Contractor further agrees that a failure to submit and/or use such MWBE Utilization Plan shall 

constitute a material breach of the terms of this Contract.  Upon the occurrence of such a material 

breach, the Corporation shall be entitled to any remedy provided herein, including but not limited 

to, a finding of Contractor non-responsiveness.   

 

V.  Waivers  

 

A. For Waiver Requests Contractor should use Form MWBE #104 – Waiver Request. 

   

B. If the Contractor, after making good faith efforts, is unable to comply with MWBE goals, the 

Contractor may submit a Request for Waiver documenting good faith efforts by the Contractor to 

meet such goals.  If the documentation included with the waiver request is complete, the 

Corporation shall evaluate the request and issue a written notice of acceptance or denial within 

twenty (20) days of receipt. 

 

C. If the Corporation, upon review of the Utilization Plan and updated Compliance Reports 

determines that Contractor is failing or refusing to comply with the Contract goals and no waiver 

has been issued in regards to such non-compliance, the Corporation may issue a notice of 

deficiency to the Contractor.  The Contractor must respond to the notice of deficiency within seven 

(7) business days of receipt.  Such response may include a request for partial or total waiver of 

MWBE Contract Goals. 

 

VI. Quarterly MWBE Contractor Compliance Report   

 

Contractor is required to submit a Quarterly MWBE Contractor Compliance Report (Form MWBE 

#105) to the Corporation by the 10
th

 day following each end of quarter (i.e., March 31
st
, June 30

th
, 

September 30
th

, and December 31
st
) over the term of the Contract documenting the progress made 

towards achievement of the MWBE goals of the Contract. 

 

VII. Liquidated Damages - MWBE Participation 

 

A. Where the Corporation determines that Contractor is not in compliance with the requirements 

of this Contract and Contractor refuses to comply with such requirements, or if Contractor is 

found to have willfully and intentionally failed to comply with the MWBE participation goals, 

Contractor shall be obligated to pay to the Corporation liquidated damages. 
 
 
 
 



HOUSING TRUST FUND CORPORATION 

38-40 STATE STREET, ALBANY, NEW YORK 12207 

                                                                                                                                                                                                                    

January, 2012           

 
 

6 

B. Such liquidated damages shall be calculated as an amount equaling the difference between:   

1. All sums identified for payment to MWBEs had the Contractor achieved the contractual 

MWBE goals; and  

2. All sums actually paid to MWBEs for work performed or materials supplied under the 

Contract. 

 

C. In the event a determination has been made which requires the payment of liquidated damages 

and such identified sums have not been withheld by the Agency, Contractor shall pay such 

liquidated damages to the Corporation within sixty (60) days after they are assessed by the 

Corporation unless prior to the expiration of such sixtieth (60
th

) day, the Contractor has filed a 

complaint with the Director of the Division of Minority and Woman Business Development 

pursuant to subdivision 8 of section 313 of the Executive Law in which event the liquidated 

damages shall be payable if Director renders a decision in favor of the Corporation. 
 

 

ALL FORMS ARE ATTACHED BELOW 
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EQUAL EMPLOYMENT OPPORTUNITY 

STAFFING PLAN 
Submit with Bid or Proposal – Instructions on page 2 

 

Solicitation/Program Name:       
 

 

 Report includes: 
□   Workforce to be utilized on this contract 
□   Contractor/Subcontractor’s total work force 

 
Offeror’s Name:           
                                                     

Reporting Entity: 
□   Contractor     
□   Subcontractor   
     Subcontractor’s name________________ 

Offeror’s Address:       
 
 

Enter the total number of employees for each classification in each of the EEO-Job Categories identified 

EEO-Job  Category 

 
 
Total 
Work 
force 

Workforce by 
Gender 

Work force by 
Race/Ethnic Identification 

 
 

Total 
Male 
(M) 

Total 
Female 

(F) 
White 

(M)        (F) 

 

Black 
(M)         (F) 

 

Hispanic 
(M)         (F) 

 

Asian 
(M)         (F) 

 

Native 
American 

(M)        (F) 
 

 
Disabled 

  (M)          (F) 

 
Veteran 

  (M)          (F) 

Officials/Administrators 
 

                                                                                                      

Professionals 
 

                                                                                                      

Technicians 
 

                                                                                                      

Service Maintenance 
Workers 

                                                                                                      

Office/Clerical 
 

                                                                                                      

Skilled Craft Workers 
 

                                                                                                      

Paraprofessionals 
 

                                                                                                      

Protective Service 
Workers 

                                                                                                      

 
Totals 

                 

                  

PREPARED BY (Signature):       TELEPHONE NO.:        
 
EMAIL ADDRESS:       

DATE:        

NAME AND TITLE OF PREPARER (Print or Type):  

      SUBMIT COMPLETED WITH BID OR PROPOSAL 
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General instructions:  All Offerors and each subcontractor identified in the bid or proposal must complete an EEO Staffing Plan 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 or subcontractor’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 or subcontractor’s total work force, the Offeror shall complete this form for the 
contractor’s or subcontractor’s total work force. 
 
Instructions for completing: 

1. Enter the Solicitation number or RFP 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 if the work force being reported is just for the contract or the Offerors’ total workforce.  
4. Enter the total work force by EEO job category.   
5. Break down the total work force by gender and enter under the heading ‘Workforce by Gender’ 
6. Break down the total work force by race/ethnic background and enter under the heading ‘Work force by Race/Ethnic Identification’.  Contact the 

Designated Contact(s) for the solicitation if you have any questions.  
7. Enter information on disabled or veterans included in the work force under the appropriate headings. 
8. 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 a person, not of Hispanic origin, who has origins in any of the black racial groups of the original peoples of Africa. 
 

 HISPANIC a person of Mexican, Puerto Rican, Cuban, Central or South American or other Spanish culture or origin, regardless of race. 
 

 ASIAN & PACIFIC   a person having origins in any of the original peoples of the Far East, Southeast Asia, the Indian subcontinent or the Pacific Islands. 
      ISLANDER  
 

 NATIVE INDIAN (NATIVE   a person having origins in any of the original peoples of North America, and who maintains cultural identification through tribal  
 AMERICAN/ ALASKAN      affiliation or community recognition. 
      NATIVE)  
 
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. 
 
 VIETNAM ERA VETERAN  a veteran who served at any time between and including January 1, 1963 and May 7, 1975. 

 

 GENDER  Male (M) or Female (F) 
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M/WBE UTILIZATION PLAN 
INSTRUCTIONS: This form must be submitted with any bid, proposal, or proposed negotiated contract or within a reasonable time thereafter, but prior to contract award.  This 

Utilization Plan must contain a detailed description of the supplies 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. 

Offeror’s Name:        Federal Identification Number: 

Address:         Solicitation 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. Federal ID No. 
 

4. Detailed Description of Work 
    (Attach additional sheets, if necessary) 

 

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

A.        
 
 
 

NYS ESD CERTIFIED 

 MBE  

 WBE 

 

      

           

 

      

 

      

B.        NYS ESD CERTIFIED 

 MBE 

 WBE  
 

 

      

 

      

 

      

6.  IF UNABLE TO FULLY MEET THE MBE AND WBE GOALS SET FORTH IN THE CONTRACT, OFFEROR MUST SUBMIT A REQUEST FOR WAIVER FORM (PROC-5). 
 

PREPARED and APPROVED BY:                                                                     
 
NAME AND TITLE OF PREPARER (Print or Type):       

 
 
Signature: __________________________________ 
Authorized Signature  
 
 
DATE:        
 
TELEPHONE NO:      
 
EMAIL ADDRESS:       
 

 
SUBMISSION OF THIS FORM CONSTITUTES THE OFFEROR’S ACKNOWLEDGEMENT AND 
AGREEMENT TO COMPLY WITH THE M/WBE REQUIREMENTS SET FORTH UNDER NYS 
EXECUTIVE LAW, ARTICLE 15-A, 5 NYCRR PART 143, AND THE ABOVE REFERENCED 
SOLICITATION.  FAILURE TO SUBMIT COMPLETE AND ACCURATE INFORMATION MAY 
RESULT IN A FINDING OF NONCOMPLIANCE AND POSSIBLE TERMINATION OF YOUR 
CONTRACT. 

M/WBE 100 (Revised 1     

FOR AGENCY 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:_____________ 
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REQUEST FOR WAIVER FORM 
 

INSTRUCTIONS: SEE PAGE 2 OF THIS ATTACHMENT FOR REQUIREMENTS AND DOCUMENT SUBMISSION INSTRUCTIONS. 

Offeror/Contractor Name:       
 

Federal Identification No.:       

Address:       
 

Solicitation/Contract No.:       

City, State, Zip Code:       
 

M/WBE Goals: MBE      %     WBE      % 

By submitting this form and the required information, the offeror/contractor certifies that every Good Faith Effort has been taken 
 to promote M/WBE participation pursuant to the M/WBE requirements set forth under the contract. 

Contractor is requesting a:   
 
1.   MBE Waiver – A waiver of the MBE Goal for this procurement is requested.  Total  Partial  
 
2.   WBE Waiver – A waiver of the WBE Goal for this procurement is requested.  Total  Partial   
 
3.  Waiver Pending ESD Certification – (Check here if subcontractors or suppliers of Contractor are not certified M/WBE, but an application for 
certification has been filed with Empire State Development.)       Date of such filing with Empire State Development:_____________________ 
 
PREPARED BY (Signature):                 
 
 
 
SUBMISSION OF THIS FORM CONSTITUTES THE OFFEROR/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 143. 
FAILURE TO SUBMIT COMPLETE AND ACCURATE INFORMATION MAY RESULT IN A 
FINDING OF NONCOMPLIANCE AND/OR TERMINATION OF THE CONTRACT.                                                                                                

Date:       

 

 

Name and Title of Preparer (Printed or Typed):       Telephone Number:       Email Address:       

 

 

Submit with the bid or proposal or if submitting after award, submit to the 
MWBE Program Unit: 

 
New York State Homes & Community Renewal 
Office of Fair Housing and Equal Opportunity 
641 Lexington Ave, 5th Floor 
New York, NY 10022 
                     
 
Email to:     OFHEO@nyshcr.org 

 
 

********************  FOR AGENCY USE ONLY  ******************** 

REVIEWED BY:       
 
 

DATE:       

Waiver Granted:  YES  MBE:  WBE:  
 

 Total Waiver   Partial Waiver 
 ESD Certification Waiver  *Conditional 
 Notice of Deficiency Issued ___________________ 

*Comments: 
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REQUIREMENTS AND DOCUMENT SUBMISSION INSTRUCTIONS 
 

When completing the Request for Waiver Form please check all boxes that apply. To be considered, the Request for Waiver Form must 
be accompanied by documentation for items 1 – 11, as listed below. If box # 3 has been checked above, please see item 11. Copies of 
the following information and all relevant supporting documentation must be submitted along with the request: 

 
1. A statement setting forth your basis for requesting a partial or total waiver. 

 
2. The names of general circulation, trade association, and M/WBE-oriented publications in which you solicited certified M/WBEs for the 

purposes of complying with your participation goals. 
 

3. A list identifying the date(s) that all solicitations for certified M/WBE participation were published in any of the above publications. 
 

4. A list of all certified M/WBEs appearing in the NYS Directory of Certified Firms that were solicited for purposes of complying with your certified 
M/WBE participation levels. 

 
5. Copies of notices, dates of contact, letters, and other correspondence as proof that solicitations were made in writing and copies of such 

solicitations, or a sample copy of the solicitation if an identical solicitation was made to all certified M/WBEs. 
 

6. Provide copies of responses made by certified M/WBEs to your solicitations. 
 

7. Provide a description of any contract documents, plans, or specifications made available to certified M/WBEs for purposes of soliciting their 
bids and the date and manner in which these documents were made available. 

 
8. Provide documentation of any negotiations between you, the Offeror/Contractor, and the M/WBEs undertaken for purposes of complying with 

the certified M/WBE participation goals. 
 

9. Provide any other information you deem relevant which may help us in evaluating your request for a waiver. 
 

10. Provide the name, title, address, telephone number, and email address of offeror/contractor’s representative authorized to discuss and 
negotiate this waiver request. 

 
11. Copy of notice of application receipt issued by Empire State Development (ESD).  
 

Note:  

Unless a Total Waiver has been granted, Offeror/Contractor will be required to submit all reports and documents pursuant to the 
provisions set forth in the Contract, as deemed appropriate by the contracting entity, to determine M/WBE compliance.  
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MINORITY AND WOMEN-OWNED BUSINESS ENTERPRISES – EQUAL 
 EMPLOYMENT OPPORTUNITY POLICY STATEMENT 

 

M/WBE AND EEO POLICY STATEMENT 
 
I, _________________________, the (awardee/contractor)____________________ agree to adopt the 
following policies with respect to the project being developed or services rendered for (name agency/ies or 
project location)_________________________________________________________________________ 
 

 

MWBE   EEO  

   
This organization will and will cause its contractors and 
subcontractors to take good faith actions to achieve the M/WBE 
contract participations goals set by the State for that area in 
which the State-funded project is located, by taking the following 
steps:   
 

(1) Actively and affirmatively solicit bids for contracts and 
subcontracts from qualified State certified MBEs or 
WBEs, including solicitations to M/WBE contractor 
associations. 

(2) Request a list of State-certified M/WBEs from 
Agency(ies) and solicit bids from them directly. 

(3) Ensure that plans, specifications, request for proposals 
and other documents used to secure bids will be made 
available in sufficient time for review by prospective 
M/WBEs. 

(4) Where feasible, divide the work into smaller portions to 
enhanced participations by M/WBEs and encourage 
the formation of joint venture and other partnerships 
among M/WBE contractors to enhance their 
participation. 

(5) Document and maintain records of bid solicitation, 
including those to M/WBEs and the results thereof.  
Contractor will also maintain records of actions that its 
subcontractors have taken toward meeting M/WBE 
contract participation goals. 

(6) Ensure that progress payments to M/WBEs are made 
on a timely basis so that undue financial hardship is 
avoided, and that bonding and other credit 
requirements are waived or appropriate alternatives 
developed to encourage M/WBE participation. 

  

 (a) This organization will not discriminate against any 
employee or applicant for employment because of race, creed, 
color, national origin, sex, age, disability or marital status, will 
undertake or continue existing programs of affirmative action 
to ensure that minority group members are afforded equal 
employment opportunities without discrimination, and 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. 
(b)This organization shall state in all solicitation 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 disability or marital 
status. 
(c) At the request of the contracting agency, this organization 
shall request each employment agency, labor union, or 
authorized representative for a statement that it 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 this organization’s obligations herein.   
(d) Contractor shall comply with the provisions of the Human 
Rights Law, all other State and Federal statutory and 
constitutional non-discrimination provisions.  Contractor and 
subcontractors shall 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. 
(e) This organization will include the provisions of sections (a) 
through (d) of this agreement in every subcontract in such a 
manner that the requirements of the subdivisions will be 
binding upon each subcontractor as to work in connection with 
the State contract.  

 

 

 

 

 

 

 

 

 

 

 

 
Agreed to this _______ day of ____________________, 2___________ 

 
By __________________________________________ 

 
Print: _____________________________________ Title:  ___________________________ 

 



 

Page 2 of 2 
PROC-4 (revised 2/2012) 

 

_________________________is designated as the Minority Business Enterprise Liaison 

 

He/she is responsible for administering the Minority and Women-Owned Business Enterprises-Equal Employment 

Opportunity (M/WBE-EEO) program. 

 

M/WBE Contract Goals 

 

20% Minority and Women’s Business Enterprise Participation 

 

10%  Minority Business Enterprise Participation 

 

10%  Women’s Business Enterprise Participation 

 

 
EEO Contract Goals 

 

___% Minority Labor Force Participation 

 

___% Female Labor Force Participation 
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WORKFORCE EMPLOYMENT UTILIZATION 
 

Contract No.:       
 

 

Reporting Entity: 
□   Contractor     
□   Subcontractor   

Reporting Period:                                        
□   January 1, 20___ - March 31, 20___ 
□   April 1, 20___ - June 30, 20___ 
□   July 1, 20___ - September 30, 20___ 
□   October 1, 20___ - December 31, 20___ 

Contractor’s Name:           
                                                     

 
Report includes: 
□   Work force to be utilized on this contract 
□   Contractor/Subcontractor’s total work force 

Contractor’s Address:       
 
 

Enter the total number of employees in each classification in each of the EEO-Job Categories identified. 
 
 
EEO-Job  Category 

 
 
Total 
Work 
force 

Work force by 
Gender 

Work force by 
Race/Ethnic Identification 

  

Male 
(M) 

Female 
(F) 

White 
  (M)         (F) 
 

Black 
  (M)         (F)         
 

Hispanic 
 (M)         (F) 

 

Asian 
  (M)        (F) 

 

Native 
American    

  (M)        (F) 

Disabled 
  (M)         (F) 

 

Veteran 
  (M)         (F) 

 

Officials/Administrators 
 

                                                                                                      

Professionals 
 

                                                                                                      

Technicians 
 

                                                                                                      

Sales Workers 
 

                                                                                                      

Office/Clerical 
 

                                                                                                      

Craft Workers 
 

                                                                                                      

Laborers 
 

                                                                                                      

Service Workers 
 

                                                                                                      

Temporary  
/Apprentices 
 

                                                                                                      

Totals 
 

                                                                                                      

 

PREPARED BY (Signature):                                                                                                  TELEPHONE NO.:       
EMAIL ADDRESS:  

DATE:        

NAME AND TITLE OF PREPARER (Print or Type):  

      

Submit completed form to:  
NYS Homes & Community Renewal, Office of Fair Housing & Equal Opportunity, 
641 Lexington Ave, 5

th
 Floor, New York, NY 10022, or OFHEO@nyshcr.org                                   
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General Instructions:  The work force utilization is to be submitted on a quarterly basis during the life of the contract to report the actual work 
force utilized in the performance of the contract broken down by the specified categories.  When the work force utilized in the performance of the 
contract can be separated out from the contractor’s and/or subcontractor’s total work force, the contractor and/or subcontractor shall submit a 
Utilization Report of the work force utilized on the contract.  When the work force to be utilized on the contract cannot be separated out from the 
contractor’s and/or subcontractor’s total work force, information on the total work force shall be included in the Utilization Report.  Utilization 
reports are to be completed for the quarters ended 3/31, 6/30, 9/30 and 12/31 and submitted to the M/WBE Program Management Unit within 15 
days of the end of each quarter.  If there are no changes to the work force utilized on the contract during the reporting period, the contractor can 
submit a copy of the previously submitted report indicating no change with the date and reporting period updated.   

 
Instructions for completing: 

1. Enter the number of the contract that this report applies to along with the name and address of the Contractor preparing the report. 
2. Check off the appropriate box to indicate if the entity completing the report is the contractor or a subcontractor. 
3. Check off the box that corresponds to the reporting period for this report. 
4. Check off the appropriate box to indicate if the work force being reported is just for the contract or the Contractor’s total work force.  
5. Enter the total work force by EEO job category.  
6. Break down the total work force by gender and enter under the heading ‘Work force by Gender’ 
7. Break down the total work force by race/ethnic background and enter under the heading ‘Work force by Race/Ethnic Identification’.  

Contact the M/WBE Program Management Unit at (518) 474-5513 if you have any questions.  
8. Enter information on any disabled or veteran employees included in the work force under the appropriate heading. 
9. 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 a person, not of Hispanic origin, who has origins in any of the black racial groups of the original peoples of Africa. 
 

 HISPANIC a person of Mexican, Puerto Rican, Cuban, Central or South American or other Spanish culture or origin, regardless of race. 
 

 ASIAN & PACIFIC   a person having origins in any of the original peoples of the Far East, Southeast Asia, the Indian subcontinent or the  
      ISLANDER              Pacific Islands.  
 

 NATIVE INDIAN (NATIVE   a person having origins in any of the original peoples of North America, and who maintains cultural identification  
 AMERICAN/ALASKAN      through tribal affiliation or community recognition.  
      NATIVE)  
 
 
 
OTHER CATEGORIES 
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 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. 
 VIETNAM ERA VETERAN  a veteran who served at any time between and including January 1, 1963 and May 7, 1975. 

 GENDER  Male or Female 

 




