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ATTACHMENTS EXPLICATING SECTIONS OF RFP: 

Attachment 1: Key Events and Dates; Designated Contact(s); Proposal Due Location; 
      Contract Term 

Attachment 2: Proposer Qualifications and Requirements; and Diversity Participation Goals 

Attachment 3: Project Objectives and Scope; Detailed Specifications and Deliverables; and 
     Certain Contract Specifics 

Attachment 4: Volume II Technical and Management Proposal Requirements 

Attachment 5: Proposal Scoring Criteria and Weights 

Attachment 6: Proposal Price Breakdown Pages 

APPENDICES TO RFP 

Appendix 1: Terms and Conditions of Contract (with Sample Signature Page and 
Acknowledgment)  

FORMS REQUIRED TO BE SUBMITTED WITH PROPOSAL: 

Form 1: Proposer Information and Authorized Signature; Acceptance of Contract Terms; 
Proposer Certifications; Confidential Information; Signed RFP Addenda; and References 
[Required: Yes_X_   No__] 

Form 2: Offerer’s Affirmation of Understanding of and Agreement pursuant to State Finance 
Law §139-j (3) and §139-j (6) (b)  [Required: Yes_X_   No__] 

Form 3: Offerer’s Disclosure of Prior Non-Responsibility Determinations and Certification 
of Compliance with State Finance Law §139-j and §139-k [Required: Yes_X_   No__] 

Form 4: Diversity Practices Questionnaire [Required: Yes__   No_X_] 

Form 5: Supplier Diversity (MWBE/SDVOB) Utilization Plan and/or Supplier Diversity 
(MWBE/SDVOB) – Request for Waiver Form [only for procurements with MWBE 
participation goals] [Required: Yes__   No_X_] Also see Supplier Diversity Rider attached 

Form 6: RFP Checklist [Required: Yes__   No__] 

FORMS TO BE SUBMITTED BY PRESUMPTIVE AWARDEE UPON REQUEST OF 
CUNY (PRE-CONTRACT) 

The presumptive awardee selected as a result of this solicitation shall be required to complete, sign 
and submit the following forms and certifications, as further described in Section 2.3.5 through 
2.3.12 of this RFP, as a condition to award of the Contract:  

Form 7: Executive Law Article 15-A – Minority and Women-Owned Business Enterprises and 
Equal Employment Opportunity Policy Statement   [Required: Yes__   No__] 
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Form 8: Evidence in form and substance satisfactory to the University, that Contractor maintains 
worker’s compensation coverage and disability insurance coverage as required by the New York 
State Workers’ Compensation Law, or is exempt from said requirement [Required: Yes__   
No__] 

Form 9: New York State Vendor Responsibility Questionnaire (NYS VendRep) 
[Required: Yes__   No__] 

Form 10: New York City Vendor Qualification Questionnaire (NYC PASSport) 
[Required: Yes__   No__] 

Form 11:  New York City Principal Questionnaire (NYC PASSport) 
[Required: Yes__   No__] 

FORMS TO BE SUBMITTED BY CONTRACTOR UPON REQUEST OF CUNY 
(AFTER CONTRACT AWARD AND/OR DURING CONTRACT TERM) 

Form 12: CUNY Substitute W-9 Form [Required: Yes__   No__] 

Form 13: Workforce Utilization Report [Required: Yes__   No__] 

Form 14: Supplier Diversity (MWBE/SDVOB) Quarterly Contractor Compliance & Payment 
Report [Required: Yes__   No__] 

Form 15: State Consultant Services – Contractor’s Planned Employment [Consultant Disclosure 
Form A] [Required: Yes__   No__] 

Form 16: State Consultant Services Contractor’s Annual Employment Report [Consultant 
Disclosure Form B] [Required: Yes__   No__] 

Form 17: Tax Law §5-a, Form ST-220-CA– Contractor Certification to be filed with CUNY 
[Required: Yes__   No__] 

Form 18: Tax Law §5-a, Form ST-220-TD – Contractor Certification (file with NYS Tax 
Department) [Required: Yes__   No__] 

Form 19: Certified Weekly Payment Form [for building services and public works contracts 
only] [Required: Yes__   No__] 



Contents 
1. Introduction ......................................................................................................................... 1 

1.1 Overview ............................................................................................................................. 1 

1.2 No Unauthorized Contact ................................................................................................... 1 

1.3 Contract Term ..................................................................................................................... 1 

1.4 Key Events and Dates ......................................................................................................... 1 

1.5 Important Notices to Proposers ........................................................................................... 2 

1.6 Assumption of Risk on Proposer ........................................................................................ 2 

1.7 No Claim for Costs or Damages ......................................................................................... 2 

1.8 Additional Considerations .................................................................................................. 2 

2. Proposer Qualifications and Requirements ......................................................................... 3 

2.1 Minimum Proposer Qualifications ...................................................................................... 3 

2.2 Non-Mandatory Proposer Qualifications ............................................................................ 3 

2.3 Requirements ...................................................................................................................... 3 

3. Scope of Work .................................................................................................................... 8 

3.1 CUNY Overview ................................................................................................................ 8 

4. RFP Questions and Clarifications; Responses in Addendum (Addenda) to RFP ............... 9 

4.1 RFP Questions and Clarifications ....................................................................................... 9 

4.2 Issuance of Addendum (Addenda) to RFP ......................................................................... 9 

5. Proposal............................................................................................................................... 9 

5.1 Proposal Parts ..................................................................................................................... 9 

5.2 Proposal Packaging ........................................................................................................... 10 

5.3 Proposal Submission and Receipt by CUNY .................................................................... 10 

6. Proposal Evaluation and Selection Process ...................................................................... 12 

6.1 Overview ........................................................................................................................... 12 

6.2 Best Value Evaluation Method Used to Select Proposer .................................................. 14 

6.3 Notification to Unsuccessful Proposers ............................................................................ 14 

7. Reservation of Rights ........................................................................................................ 14 

8. Contract Award ................................................................................................................. 15 



1 

1. Introduction
1.1 Overview

The City University of New York (“CUNY” or “University”) is releasing this Request for 
Proposals (“RFP”) to solicit proposals from qualified persons, partnerships, firms, 
corporations or other authorized entities (“Proposers” or “you”) to acquire the goods and/or 
services (in either case, the “Services”) for the project (“Project”) described in 
Attachment 3: Project Objectives and Scope; Detailed Specifications and 
Deliverables; and Diversity Participation Goals.  This solicitation sets forth the terms, 
conditions, and all applicable information required for submitting a proposal (“Proposal”). 
In order to submit a Proposal that is responsive, Proposers should pay strict attention to 
Attachment 1: Key Events and Dates; Designated Contact(s); Proposal Due Location; 
Contract Term and follow the format and instructions contained in this document 
including all attachments. 
CUNY anticipates making one award based on Best Value (as defined by New York State 
Finance Law, Article 11, §163) as a result of this solicitation and anticipates issuing a single 
contract (“Contract”) to a single Proposer selected according to the process described 
herein (“Contractor”)1. 
This RFP is being conducted in compliance with all requirements of applicable New York 
State laws, including New York State Finance Laws §139-j and §139-k, all required internal 
and external oversight approvals, University regulations, and any federal or local laws 
whether or not referenced in this RFP. 

1.2 No Unauthorized Contact 
In compliance with the New York State Procurement Lobbying Law, all questions and/or 
requests for clarification concerning this solicitation must be submitted via email to the 
individual(s) identified as the Designated Contact(s) on Attachment 1: Key Events and 
Dates; Designated Contact(s); Proposal  Due Location; Contract  Term.  Proposers are 
reminded that from the date this RFP is issued until a Contract is awarded (or a decision 
not to pursue a Contract award is made), NO contact is permitted regarding this solicitation 
with any CUNY staff except with the Designated Contacts.  Any unauthorized contact by 
a Proposer may result in the rejection of its Proposal, and multiple violations of 
procurement lobbying restrictions regarding permissible contacts may lead to a Proposer’s 
being debarred from participating in future New York State procurements. 

1.3 Contract Term 
The term of the Contract will be as stated on Attachment 1:  Key Events and Dates; 
Designated Contact(s); Proposal Due Location; Contract Term. 

1.4 Key Events and Dates 
The Table in Attachment 1:  Key Events and Dates; Designated Contact(s); Proposal 
Due Location; Contract Term sets forth the tentative schedule for important actions. If 

1  Note: If issuer intends to make multiple awards, this RFP Form will need to be revised. Any edits will require OGC review and
approval. If multiple awards are intended, issuer will need to state whether awards will be made by lot, region, type of service or 
some other characteristic as required by NYS Procurement Guidelines (May 2014). 



2 

CUNY finds it necessary to change any of these dates, CUNY will notify Proposers by 
issuing an addendum or addenda (“Addendum” or “Addenda”) to this RFP. 

1.5 Important Notices to Proposers 
a. Your receipt of this RFP does not indicate that CUNY has pre-determined that you are

qualified to receive a Contract award. CUNY will make such determination only after
it evaluates the Proposals in the context of the requirements and specifications
contained in this RFP, including satisfying the Minimum Proposer Qualifications,
Vendor Responsibility and any other requirements.

b. CUNY will undertake an initial administrative review of all Proposals received to
determine if they are complete and if the Proposers have met the Minimum Proposer
Qualifications described in Section 2.1 below and Attachment 2, Part I. To be
complete, a Proposal must include all required information, forms, signatures and
notarizations. CUNY will refer all complete Proposals that meet the Minimum
Proposer Qualifications for further evaluation.

c. Issuance of this RFP does not commit CUNY to award a Contract for Services and
does not constitute an offer to contract; nor does acceptance or evaluation of any
Proposals commit CUNY to award a Contract for Services or constitute an offer to
contract.

d. CUNY shall have no obligation or liability to the Proposer selected (if any) as a result
of this solicitation unless and until a Contract satisfactory to the University is signed by
the Proposer and CUNY, CUNY has received all required internal and external
oversight approvals including, if applicable, approval by the NY State Office of the
State Comptroller or any pertinent pre-audit review period, and CUNY has issued a
Notice to Proceed to Contractor.

1.6 Assumption of Risk on Proposer 
Proposers shall be conclusively presumed to have full knowledge of any and all conditions 
affecting in any way the performance of the Services that were or should have been 
discovered by a reasonably prudent proposer. It is each Proposer’s responsibility to 
familiarize itself with relevant facilities at the University, and Proposer assumes full 
responsibility to provide Services that meet the Contract requirements, for the Proposal 
Price (as set forth in Volume III: Price Proposal). 

1.7 No Claim for Costs or Damages 
Under no circumstances shall CUNY be liable for any costs incurred by Proposers: in 
preparation and/or production of a Proposal; for attending site visits; for preparing or 
participating in an Oral Presentation/Product Demonstration; for the negotiation of a 
Contract; or for any Services performed prior to Contractor’s receipt of a fully executed 
Contract approved by all required government authorities and Notice to Proceed from 
CUNY. By submitting a Proposal, the Proposer promises not to make any claim against 
CUNY for, and acknowledges that it does not have any right to, damages because of any 
misinterpretation or misunderstanding of the RFP requirements or specifications, or 
because of any misinformation or lack of information. 

1.8 Additional Considerations 
CUNY’s Office of Workforce Development strives to operate as a front door to industry 
and employers seeking to engage the City’s largest source of local, driven, talented 
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workers: students from CUNY’s 25 campuses. The Workforce Development team 
collaborates with employers to better understand their labor and skill needs, and then 
connects them with a pool of young professionals equipped with the right knowledge and 
technical training to be able to excel from day one.  
CUNY welcomes the opportunity to work with Proposer to create talent pipelines through 
skill-building workshops, internships, and recruitment programs.  
If Proposer is interested in learning more about CUNY’s workforce development programs 
and opportunities, please contact Cheryl Baldwin at cheryl.baldwin@cuny.edu. Additional 
information is available at https://www.cuny.edu/about/administration/offices/workforce/. 

2. Proposer Qualifications and Requirements
2.1 Minimum Proposer Qualifications

In order to be considered for Contract award, a Proposer must meet the mandatory 
Minimum Proposer Qualifications (including Technical Requirements, if any) set forth in 
Attachment 2, Part I. If a Proposer is unable to meet these Minimum Proposer 
Qualifications, its Proposal will be rejected as non-responsive. In addition, the Contract 
will require that Contractor ensure that any subcontractor or supplier (in either case, a 
“Subcontractor”) used to perform any portion of the Services meets the Minimum Proposer 
Qualifications to the extent required by Attachment 2. 

2.2 Non-Mandatory Proposer Qualifications 
If CUNY has identified additional qualifications that would be desirable in a Proposer but 
are not mandatory, these qualifications are set forth in Attachment 2, Part II. 

2.3 Requirements 
Sections 2.3.1 through 2.3.4 below describe certain Required Forms (Forms 1-6) that must 
be submitted with Proposals.2 

2.3.1 Proposer Information and Certifications; Acceptance of Contract 
Terms; Acknowledgment of RFP Addenda; and References. 
As part of their responses to this RFP, Proposers must submit Form 1, which calls 
for certain basic information about the Proposer, several certifications, and 
unqualified acceptance of Contract Terms and Conditions, including that: 
a. Minimum Proposer Qualifications Met. A statement certifying that the Proposer

(and any Subcontractors, if applicable) meets all the Minimum Proposer
Qualifications (including Technical Requirements if any).

b. No Conflicts of Interest. A statement affirming that neither Proposer nor any
individual assigned to provide the Services to CUNY have any conflicts of
interest with CUNY or its Colleges, or any of their respective governing bodies,
committees or employees. If Proposer cannot provide such a statement because
of a conflict of interest, it must state the nature of the conflict and describe the
provisions that will be made to address the conflict.

2 If Proposer needs technical assistance with its RFP, it can contact a CUNY Tech Center for assistance.  Please note 
that this assistance is solely for technical purposes and that CUNY Tech Centers are third-party, independent 
resources.  Per Section 1.2, all communications regarding this RFP must be with a Designated Contact (See Section 
1.2).   

mailto:cheryl.baldwin@cuny.edu
https://www.cuny.edu/about/administration/offices/workforce/
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c. No Collusion. Non-collusive bidding verification required by New York State
Finance Law §139-D or a statement detailing the reasons why such verification
cannot be made.

d. Contract Terms and Conditions.
(i) Proposers must confirm acceptance of Appendix 1: Terms and

Conditions of Contract without exception, as amended by any Addenda
issued to this RFP that may have incorporated changes to address
concerns or exceptions that potential proposers raised, as provided herein
and in Section 4.1 below. If a Proposer seeks to take any exceptions to
Appendix 1, then the Proposer must submit Proposer’s exceptions to RFP
(“Proposer’s Exceptions to RFP”) by the date established for “Submission
of Written Questions” set forth in Attachment 1.  CUNY will consider
all exceptions submitted by that date/time and send an Addendum that
lists all subsequent changes that CUNY agrees to make.  CUNY will not
consider or negotiate any exceptions unless they are submitted by the
Questions Due Date in Attachment 1.

(ii) CUNY reserves the right to modify, supplement or replace the Terms and
Conditions of Contract, reject any or all exceptions submitted by any
Proposer, and to require full acceptance of Appendix 1, as amended by
any Addenda issued to this RFP.

(iii) As a New York State instrumentality, all CUNY contracts are subject to
the terms and conditions set forth in APPENDIX A: Standard Clauses
for New York State Contracts, which may not be modified in any way.

e. Period of Validity. A statement certifying that the Proposal, including the
technical/management and price components, will remain valid for at least two
hundred seventy  (270) calendar days.

2.3.2 Business Integrity; Procurement Lobbying Act Forms. 
Proposers must include as part of their responses to this RFP, completed 
Procurement Lobbying Act Forms. See Forms 2 and 3.  CUNY will use Proposers’ 
responses in these Forms in evaluating vendor responsibility and determining 
whether Proposers possess the requisite business integrity to justify the confidence 
of CUNY.  The Contractor must adhere, throughout the duration of the Project 
(defined in Section 1.1, above), to the highest standards of business conduct and 
professional responsibility when fulfilling its obligations under the Contract and as 
required under §139 (j), §139 (k) and §163(9)(f) of the New York State Finance 
Law. 

2.3.3 Diversity Practices; Diversity Practices Questionnaire. 
If CUNY has determined, pursuant to New York State Executive Law Article 15-A, 
that assessment of the diversity practices of Proposers is practical, feasible, and 
appropriate, then Proposers must include a completed Diversity Practices 
Questionnaire as part of their responses to an RFP meeting such threshold.  See 
Form 4, which is required to be submitted if included with and 
required by this RFP.  Visit cuny.edu/diversitypractices for additional 
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information. 

2.3.4 MWBE/SDVOB Practices; Diversity Participation Goals; Supplier Diversity 
Utilization Plan. 
a. CUNY has established the participation goal set forth on Attachment 2 to this

RFP (based on the current availability of MWBEs) in the aggregate for New
York State certified Minority-Owned Business Enterprises (“MBE”) and
Women-Owned Business Enterprises (“WBE”, and, together with MBE,
“MWBEs”) and the participation goal set forth on Attachment 2 to this RFP
(based on the current availability of qualified SDVOBs) for New York State
certified Service-Disabled Veteran-Owned Businesses (“SDVOB”), to be part
of the proposed team to provide the Services as subcontractors(s) or suppliers
(the “Subcontractor(s)”).  MWBE and SDVOB vendors who are interested in
subcontracting/supplier opportunities on CUNY procurements with Supplier
Diversity Participation Goals, may express interest through the Sell to CUNY
website (cuny.edu/selltocuny) under “Current Procurements.”  The Contractor
shall be required to use good faith efforts to meet these participation goals.
Additional MWBE, SDVOB and Equal Employment Opportunity requirements
applicable to this RFP and to the Contract are described in Sections 2.3.5 and
2.3.6 below and attached hereto as part of Attachment 5.

b. Proposers may identify potential MWBE Subcontractor(s) by, among other
means, consulting the directory of NYS-certified MWBEs at
https://ny.newnycontracts.com/.

c. Proposers may identify potential SDVOB Subcontractor(s) by, among other
means, consulting the list of NYS-certified SDVOBs at
https://www.ogs.ny.gov/Veterans/.

d. As part of a Proposer’s response to this solicitation, a Supplier Diversity –
MWBE/SDVOB Utilization Plan and/or a Request for Waiver form that is
accompanied by supporting documentation must be submitted in order for the
proposal to be considered responsive.  See Form 5.

Sections 2.3.5 through Sections 2.3.12 describe additional Requirements for this 
solicitation.  Forms 7-19 (and any other documentation that CUNY may require) must be 
completed, signed and submitted within ten (10) days of CUNY’s request therefor.  Failure 
to timely provide any such documentation in form and substance acceptable to CUNY shall 
be grounds for rejection of a Proposer’s Proposal. 

2.3.5 MWBE; SDVOB Additional Requirements. 
a. Contractor will be required to submit a completed a Quarterly Contractor

Compliance & Payment Report accompanied by proof of payment to
MWBE/SDVOB Subcontractor(s), in such format as shall be required by
CUNY, on a quarterly basis during the term of the Contract.  Sample Supplier
Diversity forms and reports may be found at ww1.cuny.edu/sites/selltocuny/.

b. Within 10 days of CUNY’s request, but in any case prior to Contract award,
Contractor shall submit its Minority- and Women-Owned Business
Enterprises and Equal Employment Opportunity Policy Statement.

https://ny.newnycontracts.com/
https://www.ogs.ny.gov/Veterans/
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2.3.6 Workforce Employment Utilization Reporting Requirements. 
a. Contractor shall submit a Workforce Utilization Report (“Workforce

Report”) and shall require each of its Subcontractors to submit a separate
Workforce Report, in such format as shall be required by CUNY on a quarterly
basis during the term of the Contract. Separate forms shall be completed by
Contractor and any Subcontractor.

b. 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 actual workforce used on the Contract.  When the workforce to be
used on the Contract cannot be separated out from the 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.

c. Contractor shall comply with the provisions of the Human Rights Law and 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 also shall follow the requirements of the Human Rights Law with
regard to non-discrimination on the basis of prior criminal conviction and prior
arrest.

d. Pursuant to Executive Order 162 of 2017, Contractors and Subcontractors also
will be required to report the gross wages paid to each of their employees for
the work performed by the employees under the Contract.

e. Visit: http://www1.cuny.edu/sites/selltocuny/doing-business-with- 
cuny/advisory-workforce-utilization-report/ for additional information and
instructions on how to complete the Workforce Report.

2.3.7 Consultant Employment Disclosure Forms. 
Pursuant to New York State Finance Law §163(4)(g), all contractors, including 
Subcontractors, that provide consulting services pursuant to a contract with CUNY 
shall be required to submit an annual employment report for each such contract, 
such report to include for each employment category within the contract:  (i) the 
number of employees employed to provide services under the contract, (ii) the 
number of hours they work, and (iii) their total compensation under the contract. 
Consulting services are defined as analysis, evaluation, research, training, data 
processing, computer programming, engineering, environmental, health, and 
mental health services, accounting, auditing, paralegal, legal, or similar services. 
Proposers may refer to Chapter XI.18.C (Consultant Disclosure Legislation) of the 
New York State Guide to Financial Operations, available at  

http://www1.cuny.edu/sites/selltocuny/doing-business-with-cuny/advisory-workforce-utilization-report/
http://www1.cuny.edu/sites/selltocuny/doing-business-with-cuny/advisory-workforce-utilization-report/
http://www1.cuny.edu/sites/selltocuny/doing-business-with-cuny/advisory-workforce-utilization-report/
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https://www.osc.state.ny.us/agencies/guide/MyWebHelp/#XI/18/C.htm%3FTocP
ath%3DXI.%2520Procurement%2520and%2520Contract%2520Management%7
C18.%2520Miscellaneous%2520Legislative%2520Requirements%7C_____3  
on the State Comptroller’s Web site to become familiar with Consultant 
Employment Disclosure requirements. Any vendor awarded a Contract as a result 
of this solicitation shall be required to complete the “State Consultant 
Services-Contractor’s Planned Employment” form required by CUNY and 
submit it when the Contract is signed. For each Contract year thereafter, the 
Contractor shall complete the “State Consultant Services Contractor’s Annual 
Employment Report” form required by CUNY and submit copies to the Office of 
the State Comptroller and CUNY on or before May 15th of each year the Contract 
is in effect. 

2.3.8 Certified Weekly Payroll. 
Under New York State Labor Law, contractors and subcontractors must pay at least 
the prevailing wage rate and pay or provide the prevailing supplements (fringe 
benefits) to all workers under a public works contract covered by Article 8 of the 
Labor Law or under a building services contract covered by Article 9 thereof. 
Prevailing wage is the pay rate set by law for work on public works projects or 
building services contracts.  This applies to all laborers, workers and mechanics 
employed under a public works contract and to all Contractor’s employees working 
under a building services contract.  If this solicitation will result in a public works 
contract covered by Article 8 of New York State’s Labor Law, Contractor will be 
required to submit to CUNY a weekly payroll report and provide certain 
certifications as a condition to payment. 

2.3.9 Workers’ Compensation and Disability Insurance. 
After Contractor receives Notice of Award and before commencing work, 
Contractor will be required to submit to CUNY proof of adequate workers’ 
compensation and disability insurance required by New York State law. 

2.3.10 Procedure to Follow if Proposer Plans to Staff Project with Former CUNY 
Employee(s). 
It is the Proposer’s responsibility to comply with the Public Officers Law by 
ensuring that it proposes staff that is eligible to work on the Project.  Before a vendor 
proposes a “former CUNY employee”, CUNY must obtain an opinion from the 
New York State Joint Commission on Public Ethics that approves their 
participation in the Project.  Failure to obtain New York State Joint Commission on 
Public Ethics approval for an individual’s participation in a project may jeopardize 
the vendor’s designation for the Project.  A copy of the JCOPE opinion must be on 
file in the Contractor’s office and available for review by CUNY if requested.  An 
individual constitutes a “former CUNY employee” for purposes of this provision if 
either (i) it is two years or less between the date that the individual is proposed and 
the individual’s date of separation from the State or (ii) the individual proposed has 
worked on the Project while employed by CUNY regardless of how long ago they 
left CUNY. 

https://www.osc.state.ny.us/agencies/guide/MyWebHelp/#XI/18/C.htm%3FTocPath%3DXI.%2520Procurement%2520and%2520Contract%2520Management%7C18.%2520Miscellaneous%2520Legislative%2520Requirements%7C_____3
https://www.osc.state.ny.us/agencies/guide/MyWebHelp/#XI/18/C.htm%3FTocPath%3DXI.%2520Procurement%2520and%2520Contract%2520Management%7C18.%2520Miscellaneous%2520Legislative%2520Requirements%7C_____3
https://www.osc.state.ny.us/agencies/guide/MyWebHelp/#XI/18/C.htm%3FTocPath%3DXI.%2520Procurement%2520and%2520Contract%2520Management%7C18.%2520Miscellaneous%2520Legislative%2520Requirements%7C_____3
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2.3.11 Vendor Responsibility Information. 
In accordance with New York State Finance Law §163, contract award, if at all, 
will be made on the “basis of best value to a responsive and responsible offerer”. 
The prospective awardee of contracts valued at $100,000 or more will be required to 
provide vendor responsibility information to CUNY before negotiation of a 
contract. 

a. CUNY recommends that vendors file the required Vendor Responsibility
Questionnaire online via the New York State VendRep System.  To enroll in
and use the New York State VendRep System, go to https://www.osc.state.ny.u
s/vendrep/enroll.htm.  Vendors must provide their New York State Vendor
Identification Number when enrolling.  To request assignment of a Vendor ID
or for VendRep System assistance, go to
https://www.osc.state.ny.us/portal/contactbuss.htm.
Vendors opting to complete a paper questionnaire can obtain the appropriate
questionnaire from the VendRep website www.osc.state.ny.us/vendrep or may
contact CUNY or the Office of the State Comptroller’s Help Desk.

b. CUNY reserves the right to require a hard copy of vendor responsibility forms
(as may be provided by CUNY) from Proposers for solicitations valued in excess
of $100,000, and any such forms shall be submitted within 10 days of CUNY’s
request.

2.3.12 Tax Law Certifications. 
Proposers are hereby notified that pursuant to Section 5-a of the NYS Tax Law, all 
vendors selected for contracts in excess of $100,000 for the sale of goods or services 
must complete and submit (Contractor Certifications) Form ST-220-TD to the 
State and Form ST-220-CA to the University.  Proposers can view 
these forms by visiting the following Web sites:  
http://www.tax.ny.gov/pdf/publications/sales/pub223.pdf  
http://www.tax.ny.gov/pdf/current_forms/st/st220ca_fill_in.pdf 
http://www.tax.ny.gov/pdf/current_forms/st/st220td_fill_in.pdf 

3. Scope of Work
3.1 CUNY Overview

The City University of New York is the nation's largest urban public university. Founded 
in New York City in 1847 as the Free Academy, CUNY currently comprises 25 institutions: 
11 senior colleges, 7 community colleges, the William E. Macaulay Honors College at 
CUNY, CUNY Graduate Center, the Craig Newmark Graduate School of Journalism at 
CUNY, the CUNY School of Law, the CUNY Graduate School of Professional Studies, 
the CUNY Graduate School of Public Health and Health Policy and the CUNY School of 
Labor and Urban Studies.  The University serves more than 275,000 degree-credit  students 
and 275,000 adult, continuing and professional education students.  College Now, the 
University’s academic enrichment program for more than 20,000 high school students, is 
offered at CUNY campuses and more than 400 high schools throughout the five boroughs 
of the City of New York. 

https://www.osc.state.ny.us/vendrep/enroll.htm
https://www.osc.state.ny.us/vendrep/enroll.htm
https://www.osc.state.ny.us/portal/contactbuss.htm
https://www.osc.state.ny.us/portal/contactbuss.htm
http://www.osc.state.ny.us/vendrep
http://www.tax.ny.gov/pdf/publications/sales/pub223.pdf
http://www.tax.ny.gov/pdf/current_forms/st/st220ca_fill_in.pdf
http://www.tax.ny.gov/pdf/current_forms/st/st220td_fill_in.pdf
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3.2 Project Objectives and Score; Detailed Specifications Attachment 3 describes: 
a. CUNY’s overall Objectives and underlying reasons for undertaking this solicitation,
b. The Services required to meet CUNY’s needs,
c. The technical specifications and deliverables, and
d. The performance standards that will be used to assess the Contractor’s

compliance with the Contract’s requirements.

4. RFP Questions and Clarifications; Responses in Addendum (Addenda) to RFP
4.1 RFP Questions and Clarifications

Please submit all questions and/or requests for clarification concerning this solicitation and 
Proposer’s Exceptions to RFP in writing via email to the Designated Contact(s) by the Due 
Date and Time for Submitting Written Questions, all as set forth on Attachment 1  as early 
as possible following receipt of this RFP. Questions received after the deadline may not be 
answered. Each question must cite the particular page, section, and paragraph number, 
where applicable, to which it applies.  If Proposers submit these e-mails to CUNY early in 
the process, and CUNY determines any items to be valid, then CUNY has the opportunity 
(though no obligation) to address them in an Addendum to this RFP.  The purpose of this 
procedure is so that all Proposers will propose based on the same set of terms and 
conditions. 

4.2 Issuance of Addendum (Addenda) to RFP 
All clarifications, corrections, interpretations, additions, amendments, and answers to all 
questions of a substantive nature, together with copies of the questions, will be distributed 
in writing by the University as an Addendum or Addenda to the RFP sent by email to each 
entity recorded as having requested or been sent a copy of the RFP and uploaded to the 
New York State Contract Reporter Website at https://www.nyscr.ny.gov.  Each Addendum 
shall become a part of the RFP and be binding on all Proposers.  Proposers must sign each 
Addendum and submit it/them with its Proposal as part of Volume I. 

5. Proposal
5.1 Proposal Parts

To be responsive to this RFP, and for the purposes of evaluation, each Proposal must 
consist of the following three parts: 

5.1.1 Volume I: Required Forms 
Volume I must contain completed Forms 1 through 6 (in sequential order) and any other 
documents that are required as per Attachment 2 of the RFP.  Please do not include a cover 
letter; Form 1 will serve in lieu of a cover letter.  Form 1 must be signed by an authorized 
representative for Proposer.  This is the only signature required for the Proposal itself. 
Additional Forms 2 through 6 must be completed and, if required by their terms, signed 
and notarized.   
If Volume I contains any pricing information, the Proposal may be rejected and returned 
to the Proposer as non-responsive. 

https://www.nyscr.ny.gov/
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5.1.2 Volume II: Technical and Management Proposal 
Volume II must contain all of the information required by Attachment 4. 
If Volume II contains any pricing information, the Proposal may be rejected and returned 
to the Proposer as non-responsive. 

5.1.3 Volume III: Price Proposal 
Proposer must submit its Price Proposal on Attachment 6.  Proposer must provide pricing 
for all line items on the Price Proposal.  Failure to complete all line items may result in a 
Proposal being deemed non-responsive.  Because CUNY is exempt from the payment of 
all New York State, local sales, and use taxes, the Price Proposal must not include the 
amount of any such taxes. 

5.2 Proposal Packaging 
Proposer must submit four (4) copies of its Proposal:  three (3) paper copies and one (1) 
electronic copy (in PDF format) on a flash drive. 
All three (3) paper copies of the Proposal and the flash drive must be submitted together 
in one package that is securely sealed and clearly labeled with Proposer’s name and the 
RFP’s Project name. 
The contents of the package must include: 
• The flash drive containing the electronic copy of the Proposal clearly labeled with

Proposer’s name and the RFP’s Project name; there should be one PDF for Volume I
(identified by “Proposer’s name, RFP Project name, Volume I”), a second PDF for
Volume II (identified by “Proposer’s name, RFP Project name, Volume II”) and a third
PDF for Volume III (identified by “Proposer’s name, RFP Project name, Volume III”)

• All three (3) paper copies of Volume I packaged together
• All three (3) paper copies of Volume II packaged together
• All three (3) paper copies of Volume III packaged together
The Volume I package, the Volume II package and the Volume III package must be 
separately identified by Proposer’s name, the RFP Project name, and the Volume number 
(I, II or III). 

5.3 Proposal Submission and Receipt by CUNY 
The Proposal shall be signed by having an official authorized to bind the Proposer sign 
Form 1 as indicated in 5.1.1 above.  By signing and submitting a Proposal, Proposer is 
affirming that it has read this RFP, including but not limited to the Appendix 1: Terms 
and Conditions of Contract, accepts the terms of this RFP, and is able and willing to sign 
and execute the Contract if its Proposal is selected.  The Terms and Conditions of 
Contract, together with this RFP, any Addenda (including, without limitation, any formal 
questions and answers provided during the evaluation process), and the contents of the 
selected Proposal, shall be incorporated into and constitute the Contract.  Proposer shall 
accept Appendix 1: Terms and Conditions of Contract without exception, as the same 
may have been amended by Addenda issued to this RFP that may have incorporated 
changes to address concerns that potential proposers raised or Proposer’s Exceptions to 
RFP. 
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Proposals must be received by CUNY by the time and on the day and in the location 
indicated in Attachment 1: Key Events and Dates; Designated Contact(s); Proposal 
Due Location; and Contract Terms, time being of the essence. 
Proposers assume all risks in connection with the delivery of their Proposals.  Proposers are 
strongly encouraged to arrange for delivery of Proposals prior to the Proposal Submission 
Due Date and Time. 
• The University accepts no responsibility for Proposals left at or delivered to any

location other than the Proposal Due Location.
• The University accepts no responsibility for the delivery of Proposals.
• Proposals received after the Proposal Submission Due Date and Time will be

rejected and returned unopened.
• Proposals that are transmitted by facsimile (fax) or e-mail are not acceptable and will

be rejected.

5.3.1 Consistent Information. 
Proposer shall ensure that information is consistent across submitted documents. 
CUNY reserves the right to: 
• reject Proposals submitted with conflicting information;
• view non-compliance with this section or failure to provide information and/or

required forms as non-responsive; and/or
• determine that a Proposer has substantially met the requirements of this RFP

and/or to ask for additional information after the Proposal Submission Due
Date.

5.3.2 No Changes to Documents Permitted. 
Proposers shall not make any changes to the documents of this RFP. All Proposers 
are required to submit Proposals in response to the same terms and conditions. Any 
changes to the RFP documents may render a Proposal non-responsive; any changes 
to the RFP documents are not binding on the University. 

5.3.3 Confidentiality. 
CUNY’s records, including its solicitation documents, proposals received and 
vendor contracts, are subject to inspection pursuant to the Freedom of Information 
Law (“FOIL”), Article of the Public Officers Law. CUNY will protect confidential 
and proprietary information from disclosure to the extent permitted by FOIL. 
Accordingly, Proposers should identify those page(s) of their Proposal that they 
believe contain such information and mark it as “confidential and proprietary.” In 
addition, Proposers must explain the reason(s) why this information should be 
considered exempt from public disclosure under FOIL.  Include the identification 
of pages that contain “confidential and proprietary information” and the reasons for 
exemption of such “confidential and proprietary information” in Form 1.  CUNY’s 
determination of information that should be treated as “confidential and 
proprietary” shall be conclusive. 

5.3.4 Proposals Become CUNY Property. 
All Proposals, upon submission to CUNY, shall become CUNY’s property for use 
as deemed appropriate. 
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5.3.5 No Public Opening of Proposals. 
There will not be a public opening of Proposals. The University shall review 
Proposals in accordance with Section 6 below and make a determination of each  

Proposer’s qualifications to receive a Contract award after the Proposal Submission 
Due Date. 

5.3.6 Withdrawal of Proposal. 
5.3.6.1 Timing. A Proposer may withdraw its Proposal at any time before the 

Proposal Submission Due Date and Time.  A request to withdraw a Proposal 
must be made in writing on letterhead from the person who signed the 
Proposal. The letter can be submitted as an attachment to an email, if the 
original letter is then sent by United States mail to the Proposal  

5.3.6.2 Errors. Upon notification of a material error by CUNY, a Proposer may 
request to withdraw its Proposal.  Such request must be received in writing 
on letterhead from the person who signed the Proposal within 3 business 
days of the notification by CUNY.  Proposer may submit the letter as an 
attachment to an email only if the original letter is then sent by United States 
mail to the Proposal Due Location set forth in Attachment 1.  CUNY will 
determine whether to grant such request for withdrawal of the Proposal and 
will respond in writing to the Proposer with its decision. 

6. Proposal Evaluation and Selection Process
6.1 Overview

6.1.1 Administrative Review.  Prior to Committee evaluation pursuant to Section 6.1.3, 
below, CUNY will undertake an administrative review of each Proposal it receives 
to determine that: 
a. Proposer has accepted all Terms and Conditions of Contract without

exception, apart from any Addenda issued to this RFP,

b. Proposer has properly completed and submitted Required Forms 1-6
(constituting Volume I),

c. Proposer has properly completed and submitted Volumes II and III,  and
d. Proposer (and any Subcontractor(s)) meets the Minimum Proposer

Qualifications (including the Technical Requirements, if any) described in
Section 2.1 and Attachment 2, Part I.

Proposals that do not include all required content will be deemed non-responsive 
and will not be granted any further consideration unless CUNY deems omissions 
non-material. 

6.1.2 Evaluation and Scoring of Proposals.  Proposals that have passed the 
administrative review will be referred for evaluation as described in (a)-(f), below 
and in Attachment 5. 
a. Form 4: Diversity Practices Questionnaire from Volume I will be evaluated
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by the University’s Office of Budget and Finance (“OBF”) or the Campus 
Procurement Director as applicable, if such Questionnaire is required by this 
RFP.  The total score received for each Diversity Practices Questionnaire will 
be proportionately converted for a maximum of up to five (5) points.  The scores 
for Proposers’ Diversity Practices Questionnaires will not be disclosed to the 
Evaluation Committee as defined below (or any other person) prior to the 
completion of their evaluation and scoring of Proposers’ Technical Proposals. 

b. Volume II: Technical and Management Proposal will be evaluated by a
committee composed, as appropriate, of technical, program and management
personnel (the “Evaluation Committee”).  Committee members will review
each Technical and Management Proposal individually and provide their
preliminary Technical Scores to OBF (or the Campus Procurement Director, as
applicable). Then they will meet as a group to discuss the Technical and
Management Proposals.  After such group discussion, Committee members will
provide their final Technical Scores to OBF (or the Campus Procurement
Director, as applicable), which may or may not be the same as their preliminary
Technical Scores.

c. Volume III: Price Proposal will be evaluated and scored by OBF (or the
Campus Procurement Director, as applicable), while the Committee is
evaluating scoring the Technical and Management Proposals.  Only OBF (or
the Campus Procurement Director, as applicable) will be privy to pricing
information until the Evaluation Committee has completed all scoring,
including for Technical and Management Proposals and (if applicable) for the
Oral Presentations and Product Demonstrations.

d. Total Scores: OBF (or the Campus Procurement Director, as applicable) will
calculate total scores by adding the sum of (i) the Diversity Practices
Questionnaire Score (if any), (ii) the Technical and Management Proposal
Score, and (iii) the Price Proposal Score. OBF (or the Campus Procurement
Director, as applicable) will inform the Committee of the total scores of the
Proposals.

e. Recommendation for Contract Award or Short-Listing:  The Committee
reserves the right to recommend (or not) the Proposal with the highest Total
Score to the University for Contract award, or to short list the highest scoring
Proposers, as further provided in Attachment 5, if applicable.

f. Short-Listing:  Short-Listed Proposers will be required to provide an Oral
Presentation/Product Demonstration to the Committee conducted at a CUNY
facility in New York City. The Committee will evaluate each Short-Listed
Proposer’s Oral Presentation/Product Demonstration and award a score (with a
maximum set forth on Attachment 5) based on such criteria as:
• the capabilities of the Proposer’s staff that will lead the Project
• product demonstration and ease of use, if applicable
• discussion on examples of previous projects of a similar nature, scope and

complexity and resulting outcome
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• responses to questions regarding their Proposal
g. Proposers shall not be allowed to alter or amend their Proposals.  OBF (or the

Campus Procurement Director, as applicable) will calculate the Short-Listed
Proposers’ scores to identify the highest scorer, as further set forth in
Attachment 5.

6.2 Best Value Evaluation Method 
CUNY shall award this Contract, if at all, on the basis of best value to a responsive and a 
responsible Proposer as these terms (“best value”, “responsive” and “responsible”) are 
defined by New York State Finance Law Article 11, Section 163, and based on the 
technical and price criteria established by this RFP and otherwise in accordance with the 
terms and conditions of this solicitation.  

6.3 Notification to Unsuccessful Proposers; Right to Debriefing 
After (and if) a firm has been identified for award, CUNY will notify all Proposers. 
Unsuccessful Proposers may request a debriefing of their Proposal by sending a request in 
writing, postmarked within 15 calendar days of being notified of being unsuccessful, to the 
Designated Contact for this solicitation. 

7. Reservation of Rights
7.1 In addition to any other rights described in this RFP, CUNY reserves the right to accept or

reject any or all Proposals, including, without limitation, if: 
a. exceptions have been taken to Appendix 1: Terms and Conditions of Contract that

do not comply with this RFP because, for example, a Proposer did not first accept the
Terms and Conditions of Contract without qualification or because Proposer’s
Exceptions to RFP did not satisfy the requirements of this RFP;

b. alterations have been made to the RFP or any of its Forms or Attachments;
c. a Proposer does not provide any part of the information or documents required by this

RFP;
d. a Proposer misstates, misleads, or conceals any material fact in its Proposal or at any

time in connection with this RFP;
e. a Proposal is not in compliance with law;
f. a Proposal is not responsive to the requirements of this RFP or the requirements of the

Appendix 1: Contract Terms and Conditions;
g. any part of a Proposal, such as the Price Proposal, is conditional;
h. a Proposal, in the opinion of CUNY, contains unbalanced prices; or
i. a determination that the Proposer is not “responsible” (as defined by law) is made in

accordance with law or CUNY regulations.
7.2. In addition to any other rights described in this RFP and in law, CUNY reserves the right 

to: 
a. withdraw a solicitation at any time in the University’s sole discretion;
b. waive any requirements that are not material;
c. cancel a solicitation;
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d. re-issue a solicitation;
e. correct any arithmetic errors in any or all Proposals;
f. use any and all ideas submitted in the Proposals received;
g. negotiate modifications to the scope, Proposal Price, or components thereof with

selected Proposer prior to Contract award;
h. (1) reject Proposals containing material deviations, and/or (2) permit Proposer(s) to

amend one or more non-material items in their Proposal(s) to comply with this RFP,
and/or (3) waive or modify minor irregularities in Proposals.
i. In the event of a discrepancy between the Proposal Price as stated in words and as

stated in numbers, or as stated on any other part of a Proposal, the University
reserves the right to deem the lowest price to be the Proposal Price.

ii. In the event of an arithmetic error in Proposer’s Proposal Price, the University
reserves the right to make the arithmetic correction and deem the corrected amount
the Proposal Price.

i. seek clarifications, corrections and revisions of Proposals;
j. amend this RFP after releasing;
k. change any of the scheduled dates;
l. issue requests for additional information to Proposers, and Proposers’ answers to such

questions shall be returned to CUNY in writing and become part of the respective
Proposers’ Proposals;

m. to require Proposers to participate in Oral Presentations/Product Demonstrations;
n. to contact some or all of Proposers’ references during the Proposal evaluation process;
o. short list Proposers and to ask short-listed Proposers for “best and final offers”; and
p. to negotiate with the Proposer with the next highest ranked Proposal score when

discussions with a prospective awardee are terminated due to an impasse.

8. Contract Award Subject to Internal and External Oversight Approvals
Any Contract award shall be subject to all required internal and external oversight
approvals, including, as applicable, approvals by the University’s Board of Trustees, the
Office of the New York State Attorney General, the Office of the New York State
Comptroller or any pertinent pre-audit review period, the New York City Law Department,
and the Office of the New York City Comptroller, and shall be contingent on the
availability of funds.  Unless and until all of the aforesaid required approvals are met and
procedures complied with, CUNY has no obligation and no liability to the Proposer.
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Attachment 1: Key Events and Dates; Designated Contacts; Proposal Due Location; 
Contract Term  

Key Events and Dates 
Action Date 

CUNY issues RFP 02/07/2020 
Submission of Written Questions 02/14/2020 1:00 PM ET 
Proposal Submission Due Date and Time 
Proposal Due Location: 
[See below] 

03/02/2020 1:00 PM ET 

CUNY reserves the right to amend any or all of the above dates and CUNY will issue such 
amendment in writing.  

Designated Contact(s): 

In compliance with the Procurement Lobbying Law, the individual(s) identified below are the 
Designated Contact(s) for this procurement solicitation and may be contacted by email for all 
inquiries regarding this solicitation: 

The City University of New York 
230 West 41st Street, 5th Floor 
New York, NY 10036 
Attention: Frank Raue  
E-mail: frank.raue@cuny.edu

Proposal Due Location: 

The City University of New York  
230 West 41st Street, 5th Floor 
New York, NY 10036 
Attention: Frank Raue - UCO 802 
E-mail: frank.raue@cuny.edu

Contract Term: 

The Contract Term will be six (6) months, commencing upon the Contractor’s receipt of a written 
notice to proceed from the University. The University will have the option to renew for one (1), 
additional twelve (12) month term upon thirty (30) days prior written notice ("Renewal Term").  
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Attachment 2:  Proposer Qualifications and Requirements 

Minimum Proposer Qualifications: 

The City University of New York (“CUNY”) is releasing this Request for Proposal ("RFP") for 
qualified firms to provide Event Planning and Management Services ("Services") to CUNY and the 
City University Construction Fund (“CUCF”) as described in this RFP.  

CUNY and CUCF anticipate making one (1) award as a result of this solicitation and issuing a single 
contract ("Contract") to a single contractor selected according to the process described herein.  

In order to be considered for Contract award, a Proposer to this RFP must meet the Minimum Proposer 
Qualifications and certify such by signing Form 1.  Any inability or unwillingness to meet the 
Minimum Proposer Qualifications set forth below will result in the rejection of a proposal as non-
responsive.    

Minimum Proposer Qualifications: 

1. Contractor shall have satisfactorily completed within the past three (3) years at least two
(2) contracts that are of similar size, scope, complexity, and nature to those required
hereunder as more specifically outlined in Section 3 (“Scope of Service and Deliverables”).
For each of the two contracts, Proposer shall submit with its Proposal:

a. the name of the client and a brief description of the client;
b. a brief description of the contract, including a description of the services provided

and the premises involved;
c. the value of the contract;
d. the dates during which the contracts were in effect; and
e. the name of a contact person for each such contract together with his/her role with

respect to the contract and his/her current title, address, and telephone number.

2. Pursuant to its discretionary authority under the New York State Education Law and State
Finance Law, this procurement opportunity is limited to businesses certified pursuant to
Article 15-A (MWBE) and 17- B (SDVOB) of the New York State Executive Law.

Non-Mandatory Minimum Proposer Qualifications: 

1. It would be beneficial if Contractor has familiarity with public sector procurement
regulations applicable to CUNY and CUCF.

2. It is preferable if Contractor is collaborative in all aspects of the decision-making process.
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Attachment 3: Project Objectives and Scope; Detailed Specifications and Deliverables 

3.0     Project Objectives, Goals and Scope: 

The City University of New York ("CUNY" or the "University") and the City University 
Construction Fund ("CUCF") are seeking a well-qualified, highly motivated and innovative event 
planning firm ("Contractor") to provide planning and management Contractor services, including, 
among other responsibilities, planning, production, coordination, marketing and presentation 
("Services") in connection with the annual CUNY & CUCF Supplier Diversity Conference 
scheduled for August 6, 2020 at John Jay College of Criminal Justice, 524 West 59th Street, New 
York, NY ("Event") as well as one (1) additional future CUNY/CUCF conference that is scheduled 
(“Future Event”).  It is anticipated that a Future Event will be held on the last week of July or the 
first week of August. 

The primary objectives of the annual Event are to educate existing businesses on how CUNY and 
CUCF procure goods and services, to promote business opportunities available at the University,  
and ultimately to encourage more participation of New York State certified Minority and Women-
owned Business Enterprises ("MWBE") and New York State certified Service-Disabled Veteran 
Owned Businesses ("SDVOB") on CUNY’s and CUCF's contracts.  These events typically draw 
over 1,000 registered attendees with 70+ Exhibitors. Attendees typically include CUNY and 
CUCF senior executive leadership, CUNY and CUCF purchasing teams, statewide 
elected officials, MWBE and SDVOB businesses, prime contractors, subcontractors, 
and the general public. 

This Event is a joint endeavor between CUNY and CUCF. It is anticipated that decisions regarding 
the Event planning activities will be made by CUNY and CUCF in a collaborative manner. The 
Contractor must adhere to this joint decision-making process for this event to be successful.  

Services for the Event and any Future Event shall include, but not be limited to, 
planning, production, coordination, marketing, presentation and evaluation of that 
Event.  The Contractor is not expected to provide transportation, off-site events, or 
housing options to any of the Event attendees. 

It is anticipated that one award will be made as a result of this solicitation, with the issuance of a 
single contract (the "Contract") for the Event with an anticipated cost not to exceed $50,000 for 
the Event, which does not include the additional 15% fee to be retained by Contractor according 
to the Attendee and Exhibitor Fees further described in Section 3.1.1.15.  

The Contractor, if any, will be required to execute an Independent Contractor Agreement in the 
form attached hereto as Appendix 1, which will govern the Services. 
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CUNY Overview 

The City University of New York is the nation's largest urban public university. Founded in 
New York City in 1847 as the Free Academy, CUNY currently comprises 25 institutions: 11 
senior colleges, 7 community colleges, the William E. Macaulay Honors College at CUNY, 
the Graduate School and University Center, the CUNY Graduate School of Journalism, the 
CUNY School of Law, the CUNY School of Professional Studies, the School of Public 
Health and Health Policy, and the School of Labor and Urban Studies. The University 
serves more than 231,000 degree-credit students and 230,000 adult, continuing and 
professional education students. College Now, the University's academic enrichment 
program for 32,500 high school students, is offered at CUNY campuses and more than 300 
high schools throughout the five boroughs of the City of New York. The University offers 
online baccalaureate degrees through the School of Professional Studies and individualized 
baccalaureate degrees through the CUNY Baccalaureate Degree. 

Additional information on CUNY is available at cuny.edu. Specific information on doing 
business with CUNY is available at cuny.edu/selltocuny.  

CUCF Overview 

The City University Construction Fund (CUCF), a New York State public benefit 
corporation, administers the University's $3 billion capital construction program through the 
advancement of design, development, new construction and renovation projects for CUNY's 
twenty-five (25) colleges and professional schools. CUCF is responsible for over 300 
buildings comprising 26 million dollar square feet of space. Opportunities for CUCF exist 
through CUNY's Office of Facilities Planning, Construction and Management (FPCM), and 
include architect and engineering design services, construction, construction-related services 
including special inspections and air monitoring, and construction management. 

More information regarding CUCF and its procurement opportunities can be found at: 
http://www.cuny.edu/cunybuilds 

3.1 Scope of Services and Deliverables: 

The Contractor will be responsible for working with CUNY and CUCF to provide efficient and 
professional Services in connection with the Event.  The Contractor is not expected to provide 
transportation, off-site events, or housing options to any of the Event attendees.  Contractor shall 
only assign competent personnel who are qualified to provide the Services.  If Contractor is 
notified in writing that, in the reasonable opinion of CUNY and CUCF, any worker, employee or 
agent of Contractor is incompetent or otherwise unacceptable, then Contractor shall promptly 
replace such employee, or agent and shall not assign such person or entity to this Contract again. 
Specifically, the Contractor will be responsible for providing the following deliverables in 
connection with its Services: 



Attachments 1-6 to RFP UCO 802 – CUNY Event Planning and Management Services Page 6 

3.1.1.1 Project Management. The Contractor must be able to successfully 
and efficiently perform all Services and provide all deliverables 
identified in this RFP within designated timelines and by the respective 
deadlines. The Contractor must be able to effectively coordinate with 
both CUNY and CUCF on all Event-related matters. 

3.1.1.2 Be Proactive. The Contractor should be proactive in their approach 
to providing the services and deliverables required by the resulting 
contract award. The proposer should approach CUNY and CUCF with 
new cost-saving ideas that achieve the same results more effectively. 

3.1.1.3 Be Creative. The Contractor should be creative in their approach to 
addressing practical issues that may surface during the term of the 
resulting contract so that positive tangible results are produced. Ideally, 
the Contractor must demonstrate a willingness to think through and 
implement new ideas with CUNY and CUCF that are rooted in the 
Contractor's previous experience. 

3.1.1.4 Be Collaborative. The Contractor must demonstrate the utmost 
professionalism and must provide a collaborative approach to producing 
this Event to ensure that both CUNY and CUCF’s best interests are being 
represented.    

3.1.1.5 In no circumstances will the Contractor be reimbursed for third-party 
services. It is intended that CUNY and CUCF will directly contract for 
third-party services necessary for a successful Event.  

3.1.1.6 Innovative Conference Model. Respondents are highly encouraged to 
propose a new/innovative conference model that will address the needs 
of MWBE and SDVOB firms within the context of the public sector 
procurement processes. The University and CUCF are looking to 
enhance its approach to maximizing opportunities to MWBE and 
SDVOB firms during and after the Event. We anticipate that a successful 
proposer will develop a plan to increase the number of MWBE and 
SDVOB attendees.   

3.1.1.7 Tasks and Deliverables -   The Contractor will be responsible for 
providing the following services and deliverables in connection with this 
major networking Event: 
3.1.1.7.1 Event Management. The Contractor will be responsible for 

providing the following "Event Management" Services: 
3.1.1.7.1.1 Event Theme. Develop a cohesive brand strategy and 

theme for the 2020 Event while incorporating both CUNY’s and 
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CUCF's needs and brands.  
3.1.1.7.1.2 Event Execution Strategy. Develop a strategy to execute 

the Event to generate maximum participation from MWBEs and 
SDVOBs. The Contractor will be responsible for proposing new 
strategies for the Event to expand upon positive approaches and 
techniques that have demonstrated success at other conferences. 

3.1.1.7.1.3 Project Plans and Periodic Reports. Create a detailed 
project management plan and checklist of responsibilities, 
complete with a timeline of when each task is to be completed 
and an indication of the party responsible for each task (e.g. 
Contractor, CUNY, CUCF, Exhibitor, etc.). In addition, 
Contractor must provide the following: 
3.1.1.7.1.3.1 Submit written updates and progress reports to 

CUNY and CUCF such as, but not limited to, providing Event 
registration reporting and progress activity reporting; 

3.1.1.7.1.3.2 Attend all Conference Committee meetings 
(monthly meetings are anticipated to commence in February 
2020 and accelerate to bi-weekly meetings closer to the Event 
date. Meetings will continue up to two months after the 
Conference); and 

3.1.1.7.1.3.3 Manage a running list of follow-up/action items 
from the status updates and other meetings to ensure that all 
tasks necessary to create a successful event are accomplished; 

3.1.1.7.1.3.4 General Coordination As Requested. Assist with 
coordination of key participants, including but not limited to, 
workshop instructors, speakers, panel members, third party 
vendors, VIPs, Event staff, attendees, Exhibitors, and 
designated Venue representative(s), upon CUNY and 
CUCF’s request.  

3.1.1.8 Speaker Selection and Coordination. The Contractor will make 
recommendations and coordinate outreach to prospective speakers of the 
utmost quality and relevance to determine availability and secure 
attendance. The Contractor will help secure a keynote speaker for the 
plenary session and all workshops.  As CUNY offers course work and 
programs related to business development, the Contractor must make 
every effort to make recommendations to include CUNY speakers in an 
effort to promote the overall offerings of the University. 

3.1.1.9 VIP Coordination. It is anticipated that CUNY and CUCF will 
manage VIP coordination of CUNY and CUCF VIPs. The Contractor 
may coordinate other VIPs, including State and City officials and 
representatives, upon request by CUNY and CUCF.  



Attachments 1-6 to RFP UCO 802 – CUNY Event Planning and Management Services Page 8 

3.1.1.10 Venue Coordination. It is anticipated that CUNY and CUCF will 
manage communications with John Jay College Venue Team in making 
arrangement for site visits, room reservations, and Event activities. The 
Contractor will assist CUNY and CUCF with venue coordination 
whenever possible.    

3.1.1.11 Event Marketing and Promotion. The Contractor will facilitate and 
create all components of the Event advertisements and announcements. 
A successful event will exceed the average participant (1,000) and 
Exhibitor (70+ distinct entities) through targeted and effective marketing 
of the Event. 

3.1.1.11.1 Develop Digital and Print Strategy and Content. Prepare a 
thoughtful digital and print marketing strategy that may consist of 
save-the-date notices, paid and free advertisements, announcements, 
and press releases that will generate interest in the conference. As 
part of this strategy, the Contractor also will need to provide the 
timing/schedule of advertisements and the associated prices. Note: 
The University will procure the advertisement placement costs. The 
Contractor will NOT be reimbursed for any media buys. It is 
anticipated that the Contractor will produce a minimum of one 
outreach communication (e.g. e-mail, postcards, direct flyers) for 
each week after the Event Registration has started.  

3.1.1.11.2 Design Concepts. Prepare design concepts consistent with the 
conference theme while adhering to CUNY's branding standards. 
CUNY's Brand Book is available at www.cuny.edu/id. The 
Contractor is required to create a unique look and feel for this Event 
so that it is distinguishable from other events that the Contractor is 
producing. CUNY will coordinate marketing material with CUNY 
Communications. The Contractor is not required to liaison with 
CUNY’s University Relations and Communications Team.  

3.1.1.11.3 Geographic Reach. The Contractor will at a minimum 
conduct media outreach within New York State, New Jersey, and 
Connecticut. 

3.1.1.11.4 Marketing Videos. The Contractor is expected to create 
strategy, content and distribution plans for two marketing videos. 
One marketing video will be used to promote the conference to be 
used before the Event date, and the second video will be used during 
the Plenary Session of the Event to kick-off the Event. CUNY and 
CUCF may elect to create the videos, in-house or through a 
Contractor. The voice-overs used for both videos will be from CUNY 
and CUCF staff, unless otherwise approved by CUNY and CUCF.  

http://www.cuny.edu/id
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3.1.1.12 Communication to Potential Attendees. Manage outreach to 
prospective Exhibitors and attendees.  
3.1.1.12.1 Event Phone Number. The Contractor must establish a phone 

number (e.g. 718,212,347,646) to be used by invitees, registered 
participants, Exhibitors, etc., for Event-related questions. Contractor 
must: (a) assign a knowledgeable, friendly and reliable staff member 
to handle any Event- related questions received by phone during 
standard business hours, and (b) the assigned staff member must have 
access to any tools or information necessary to respond to inquiries 
and assist with any registration problems. 

3.1.1.12.2 Establish an Event Communication Protocol. The Contractor 
must demonstrate a protocol to handle Event-related questions received 
during and outside of standard operating hours. Additionally, all non-
Event questions must be appropriately and expeditiously routed to 
CUNY and CUCF. 

3.1.1.12.3 Event Email Address. The Contractor must maintain the 
CUNY and CUCF conference e-mail address (info@cunybiz.com 
and exhibitor@cunybiz.com) to be exclusively used by the 
Contractor to communicate with invitees, registered participants, 
Exhibitors, etc., as an alternate means to submit Event-related 
Questions or request additional Event-related information. 

3.1.1.12.4 Potential Newsletter for Distribution. The Contractor must 
prepare a brief e-mail newsletter to be distributed on April 2020 and 
February 2021 (estimated) highlighting new CUNY and CUCF 
information and announcement of upcoming CUNY/CUCF 
conferences. 

3.1.1.12.5 Sponsorships. The Contractor is expected to recommend and 
advise CUNY and CUCF on potential sponsorships to cover the costs 
of the conference. However, if potential sponsorship opportunities 
are presented, the Contractor will be required to facilitate the 
relationship. 

3.1.1.13 Online Registration Management System and Website. The 
Contractor will be responsible for the following Online Registration 
Management System and Conference website (www.cunybiz.com). 
3.1.1.13.1 Online Registration Management System. The Contractor will 

be responsible for the implementation and administration of an 
Online Registration Management System that will primarily be used 
to invite, register and track attendees and Exhibitors. The Contractor 
is required to actively manage the Attendees/Exhibitor lists to 
eliminate duplicate and erroneous entries. Only one event badge per 
person, regardless of type of badge, must be printed by the 
Contractor.  

mailto:info@cunybiz.com
mailto:exhibitor@cunybiz.com
http://www.cunybiz.com/
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3.1.1.13.2 Conference Website ("Website"). The Contractor will be 
responsible for the customization and administration of the 
Conference Website including any additional web design required to 
tailor the Website to match the proposed theme of the conference. 
The Website must have the following components and 
functionalities: 
3.1.1.13.2.1 Landing Page (a public page to provide basic event 

information; include links to the Registration Page and the 
Resource  Page); 

3.1.1.13.2.2 Registration Page (to allow the user to enter their 
information) and allow for individuals to select and register for 
workshops using a pre- designed and pre-populated options list, 
if appropriate; 

3.1.1.13.2.3 Event Page to allow attendees to download pertinent 
event information prior to the event and post all relevant 
conference information, including but not limited to program 
information, location, other pertinent information. 

3.1.1.13.2.4 Automatic email confirmations/thank you page upon 
successful registration; confirmation email must include a link to 
the Resource page; 

3.1.1.13.2.5 Automatic email reminders to unregistered invitees; 
3.1.1.13.2.6 Ability to send "Event Reminder" emails a few days 

before the Event to all registered attendees. This Event Reminder 
email must contain Event details, selected workshops, and a link 
to the Resource Page; 

3.1.1.13.2.7 Ability for users to download documents, pdfs, 
attachments, etc. using Microsoft Word and Adobe Acrobat (all 
of which should be accessible via the Resource Page); 

3.1.1.13.2.8 Enable the Contractor to create and submit to 
CUNY/CUCF weekly reports on registration status and progress 
activity; and 

3.1.1.13.2.9 Post selected photos of the Event after the Event date. 

3.1.1.14 Exhibitor Registration. The Contractor will be responsible for the 
following "Exhibitor Registration Services”: Invitation creation, 
distribution, registration, and ongoing registration management of the 
Event's Exhibitors (except noted below), including Prime Contractor 
Exhibitors, and relevant city and state governmental agencies. Note: 
Exhibitors will be selected by CUNY and CUCF. The Contractor may 
not approve any Exhibitors without CUNY’s and CUCF's approval. 
3.1.1.14.1 Exhibitor Registration of CUNY Colleges will be handled 

exclusively by CUNY. The Contractor is not expected to 
communicate with CUNY Colleges for the purposes of exhibiting at 



Attachments 1-6 to RFP UCO 802 – CUNY Event Planning and Management Services Page 11 

this Event.  
3.1.1.14.2 The Exhibitor invitation must identify Contractor as the 

primary contact for Exhibitor questions, issues, and concerns 
regarding registration for the Event, and it must include the 
Contractor's Event-designated e-mail address, phone and fax 
numbers for registration purposes. 

3.1.1.14.3 Contractor will be required to follow-up with unregistered 
Exhibitors included on the initial Exhibitor Invitation List provided 
by CUNY and CUCF, as needed until the RSVP Exhibitor Goal for 
the Event has been met. 

3.1.1.15 Attendee and Exhibitor Fees. Costs for the Event are partially offset 
by the proceeds from the Attendee and Exhibitor fees. The Contractor 
will be responsible for creating and delivering invoices (if required), 
processing and collecting these fees, providing documentation of all 
collection activities, depositing the fees in an approved banking 
institution and remitting funds back to CUNY and CUCF, when 
requested. The Contractor will be reimbursed 15% of the total Attendee 
and Exhibitor fee proceeds to cover all Contractor and any third- party 
payment processor fees (e.g. PayPal), and any work that is necessary to 
complete this task. This percentage only applies to the total amount of 
Attendee and Exhibitor fees collected by Contractor for the Event. Any 
fees not collected by the Contractor will not be eligible for 
reimbursement. CUNY and CUCF, at its own discretion, may create a 
tiered pricing of Attendee and Exhibitor fees. The Contractor is 
responsible for collecting the appropriate fees set forth by CUNY and 
CUCF. Any fees (or a portion thereof) not collected will be the 
responsibility of the Contractor to reimburse CUNY and CUCF.  

3.1.1.16 Event Name Badges. Be responsible for developing, printing, and 
delivering name badges ("Badges") for all registered attendees, 
Workshop Instructors, Panel Members, Exhibitors, Event Staff, VIPs and 
other Event participants as specified by CUNY and CUCF. In addition, 
Badges must: 
3.1.1.16.1 Be at least 4.5" X 3.5,” color-coded by attendee type, and 

connected by a strap that goes around the attendee's neck. Contractor 
must not use pins to affix badges to the individual. Badges must be 
color coordinated based upon Event participant type (e.g. attendee, 
Exhibitor, workshop instructor, panel member, Event staff); 

3.1.1.16.2 Badges must include the individual's name and the name of 
the business he/she represents, if applicable; 

3.1.1.16.3 Badges clearly must indicate if the attendee is a NYS-certified 
MWBE and or an SDVOB. Only those firms that are NYS-certified 
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MWBEs and SDVOBs will be required to have such certification on 
their attendee badges.  CUNY and CUCF do not recognize New York 
City certifications or other MWBE certifications. 

3.1.1.16.4 Ninety percent (90%) of the Badges must be completed at 
least one (1) week prior to the Event; and 

3.1.1.16.5 On Event day, the Badges must be completed so that there is 
efficient attendee check-in by 7am. 

3.1.1.16.6 All costs related to printing and managing Event Name 
Badges should be included in the total cost of the Services. No 
additional costs will be reimbursed by CUNY and CUCF for Event 
Name Badges.  

3.1.1.17 Conference Program Booklet. The Contractor is expected to develop 
and create the "Conference Program Booklet," which will be distributed 
at the Event. The booklet is expected to include the program, welcome 
message, pictures of guest speakers, schedule/information on 
Workshops, and other pertinent information for the Event.  
3.1.1.17.1 The Contractor is not expected to secure print services but will 

be required to work with the selected printing vendor to ensure 
delivery of the program booklet before the start date and time of the 
Event.  

3.1.1.17.2 The final "print-ready" Conference Program Booklet must be 
provided at least one week prior to the Event.  

3.1.1.17.3 The Contractor is required to create a Conference Program 
Booklet that is cost effective, but provide sufficient information for 
attendees to fully maximize their conference experience. CUNY and 
CUCF want to be mindful to minimize printing costs.  

3.1.1.18 Workshops. The Contractor will be responsible for working with 
CUNY and CUCF to suggest potential workshops that benefit MWBEs 
and SDVOBs. The successful Proposer should demonstrate a strategy 
that will produce workshops that promote CUNY and CUCF's MWBE 
and SDVOB engagement strategy and produce measureable outcomes 
beyond the Event date. Additionally, the Contractor is expected to 
coordinate the effective scheduling, set-up and delivery of Event 
workshops offered. 

3.1.1.19 Business Meet-Ups. The Contractor will be required to work with 
CUNY and CUCF to develop, implement and coordinate the expanded 
networking portion of the Event where key decision-makers are 
scheduled for a 5-minute pitch session. This includes collecting 
information from interested participants, scheduling/registering and 
confirming the attendance via e-mails and phone calls, and managing the 
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execution of this portion of the Event. 

3.1.1.20 On-Site Logistical Management. The Contractor will be responsible 
for the following "On-Site Logistical Management" Services: 
3.1.1.20.1 Staffing: Ensure that at least six (6) professional staff 

members are present at all times between 7am to 5pm on the Event 
day to assist with successful execution of the Event. 

3.1.1.20.2 Volunteers: Manage a team of volunteers for the Event, upon 
request. 

3.1.1.20.3 Properly train Staff and Volunteers for the duties they will be 
performing on the day of the Event. 

3.1.1.21 Set-Up and Clean-Up. The Contractor is required to set-up the Event 
space the day before the actual Event day. This includes, but is not 
limited to, setting up all media needed throughout the Event, conducting 
any pre-check of the Event site (including theatre and workshop room 
set-up), Exhibitor tables, registration tables, workshop tables and all 
signage. The Contractor will provide adequate staff to ensure that set up 
does not take more than 2 hours. Immediately following the event, the 
Contractor is REQUIRED to assist in cleaning up the Event site, 
including removing all signage, packaging any tablecloths needed to be 
sent and assist in any other Event clean-up duties as assigned by CUNY 
and CUCF.  

3.1.1.22 Event Supplies. The Contractor is required, as part of the 
Contractor’s fee, to provide all supplies for a successful Event, including 
supplies to support onsite registration. No additional funds will be 
reimbursed to the Contractor for Event supplies, including the 
transportation of any Contractor-owned equipment and/or materials.  

3.1.1.23 Event Venue Coordination. The Contractor may be required to 
coordinate some of the Venue-related components of the Event. This 
includes, but is not limited to: 
3.1.1.23.1 Work with CUNY and CUCF to coordinate pre- Event and 

Event-day set-up, delivery of Exhibitor materials, and delivery of 
food, supplies, decorations, promotional items, and signage from 
third-party vendors. 

3.1.1.23.2 Work with CUNY/CUCF and designated Venue 
representatives to ensure that appropriate rooms are reserved and that 
all equipment and supplies are properly accounted for; and 

3.1.1.23.3 Coordinate and participate in pre-Event site visits and walk-
thru meetings as well as any other site visits or walk-thru meetings 
identified by CUNY/CUCF either before the Event or on the day of 
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the Event. 

3.1.1.24 Event Floor Plan. Create a floor plan identifying Exhibitor tables 
assigned, numbered, and labeled with Exhibitor’s names and a key. The 
floor plan, which is subject to CUNY and CUCF's approval, must be in 
a user-friendly format, must be visually pleasing and must be capable of 
being printed on letter or legal-sized paper for distribution to attendees 
and Exhibitors on the Event day. 

3.1.1.25 Workshop Instructors and Panel Members 
3.1.1.25.1 The Contractor must coordinate workshop instructors and 

workshop panel members, upon request. 
3.1.1.25.2 The Contractor must contact Workshop Instructors and Panel 

Members in advance of the Event to secure bios, photos and any other 
applicable documentation, upon request; 

3.1.1.25.3 The Contractor must confirm Event logistics in advance as 
well as on Event day as may be requested by the University. This 
shall include, but is not limited to, coordinating with Workshop 
Instructors and Panel Members regarding the collection, 
reproduction and distribution of Workshop/Panel materials and 
identifying any specific needs or requests that these groups may need 
or require for the Event. 

3.1.1.26 Exhibitor Coordination. Contractor will be required to coordinate 
with Exhibitors including, but not limited to, the set-up of Exhibitor 
areas and detailed instructions including set-up and break-down time 
for Exhibitors as approved by the University. 

3.1.1.27 Audio & Visual Coordination. Contractor will be required to 
coordinate all AV technical products, equipment set-up, and technical 
staff for on-site assistance, if required, on Event day. Additionally, 
Contractor will be responsible for coordinating with AV contacts, as 
required, for a seamless and successful event and ensuing that all AV 
equipment and technical requirements are properly accounted for.  

3.1.1.28 Event Photography and Videography. The Contractor will be 
required to work with CUNY and any CUNY-approved photography and 
video production services contractor to coordinate the successful 
delivery of these services for the entire duration of the Event. The 
Contractor may be required to provide a scope of work that can be 
utilized to solicit quotes from various photographers and videographers. 

3.1.1.29 Catering. The Contractor will be responsible for coordinating Event 
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"Catering Services" through a CUNY-approved food service provider. 
In addition, Contractor may be required to coordinate menu selection, 
food delivery, preparation, set up and clean up with the caterer to ensure 
a successful and smooth catering experience for the Event.  

3.1.1.30 Signage. The Contractor will be required to work with CUNY, 
CUCF and any CUNY approved subcontractor/Contractor signage 
provider to coordinate and design Event signage throughout venue, 
including but not limited to, table tents for Exhibitors, signage 
announcing the Event and workshops, podium signage, and directional 
signage.  

3.1.1.31 Evaluations and Post-Event Management. The Contractor is expected to 
provide:  
3.1.1.31.1 Reports to the University on Event metrics including final 

attendance and suggestions for next year's conference. 
3.1.1.31.2 In conjunction with CUNY and CUCF, develop the following 

"Event Surveys/Evaluations" for paper distribution. The Contractor 
will lead in the distribution and collection of all of the surveys created 
and completed. CUNY and CUCF will analyze the data for 
discussion. Electronic surveys are not preferable and does not capture 
the necessary sample size:  
3.1.1.31.2.1 Attendee Event/Workshop Survey; 
3.1.1.31.2.2 Exhibitor Survey; and 
3.1.1.31.2.3 Workshop Instructor Survey. 

3.1.1.31.3 Create and distribute a generic “Thank You” e-mail message 
to all MWBE and SDVOB attendees. 

3.1.1.31.4 Create and distribute personalized “Thank You” letters to 
VIPs, guest speakers, workshop presenters, and Exhibitors 

3.1.1.31.5 Update the Event website to close out content on the website 
and thank attendees and Exhibitors 

3.1.1.32 Project Team 
3.1.1.32.1 Contractor shall designate a Senior Event Manager for this 

Project.  The Senior Event Manager shall: 
3.1.1.32.1.1 Serve as principal liaison between CUNY/CUCF and the 

Contractor for purposes of administration of the Contract: 
3.1.1.32.1.2 . Be an employee of the Contractor (and not a contractor or 

subcontractor); and 
3.1.1.32.1.3 Have full decision-making authority on behalf of the 

Contractor including authority to obligate the Contractor. 
3.1.1.32.2 Contractor shall ensure that CUNY and CUCF shall have 

access at all times to an individual with full authority to make 



Attachments 1-6 to RFP UCO 802 – CUNY Event Planning and Management Services Page 16 

decisions on behalf of the Contractor. Nothing in this section shall be 
deemed to preclude CUNY from discussing any matters relating to 
the Contract with any other members of the Contractor's organization.  

3.1.1.33 Use of Contractor’s Logo for Promotional Activities Before, 
During and After Event: The purpose of this Event is to promote CUNY 
and CUCF procurement opportunities. CUNY and CUCF may permit 
certain instances where the Contractor’s logos may be displayed for 
promotional activities before, during and after the Event. However, it is 
anticipated that the Event logo will be exclusively used for all invitation 
letters, Event website, Event communication and post-Event activities. 
Contractor shall not use CUNY’s or CUCF’s name, logo, or mark in any 
public communication or press release, or for any other marketing or 
promotional purpose without CUNY’s and CUCF’s express prior written 
consent.   

3.2 Work For Hire 

            All work produced, including but not limited to the theme, marketing materials (both digital 
and print), content images used before, throughout and after the event, created by CUNY, 
CUCF and the Contractor shall be solely and exclusively owned by CUNY for its use in 
perpetuity. The Contractor must submit originals and copies, in the manner and form 
acceptable to CUNY and CUCF or all work produced for this Event. All copyrightable 
works (including, but not limited to, reports, compilation of data, software, pictorials, or 
graphics) created or prepared by the Contractor or Contractor’s personnel in the course of 
the performance of Services (“Copyrightable Works”) shall be “works made for hire” (as 
that term is defined in the copyright laws of the United States) for the University, and all 
copyright therein is expressly intended to by wholly owned by the University. To the extent 
that any Copyrightable Works may not be, by operation by law, be works made for hire, 
Contractor hereby assigns to the University the ownership of copyright in such 
Copyrightable Works, and the University shall have the right to obtain and hold in its own 
name copyrights, registrations, and similar protections that may be available in such 
Copyrightable Works. Contractor agrees to give the University or its designee all assistance 
reasonably required to perfect such rights. Contractor represents and warrants that 
Contractor is and shall be sole author of any and all Copyrightable Works and that they are 
and shall be original works not subject to any prior agreement, lien, or other rights and 
represents and warrants that the Copyrightable Works do not and shall not contain libelous, 
plagiarized, injurious, or other unlawful matter, and that they do not and shall not infringe 
on copyright or violate any other right of any person or party whatsoever 
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3.3 Invoices & Payment Schedule 

3.3.1 Contractor shall submit invoices directly to the Accounts Payable Department at 
the Office of University Controller (OUC) at Invoices@cuny.edu at a time interval 
and in a format approved by CUNY. 

3.3.2 Contractor shall provide sufficient and appropriate documentation with invoices 
and provide additional information related to the invoices at any time upon request 
by CUNY. 

3.3.3 CUNY will pay Contractor only upon receipt of properly prepared invoices with 
supporting documentation. Invoices are subject in all respects to CUNY’s 
approval.  Services shall be performed to the satisfaction of CUNY and payment 
for any Services performed by Contractor remains subject to acceptance of such 
Service by CUNY.  

3.3.4 CUNY will not pay Contractor for work performed beyond the scope of this 
Project or for services not duly authorized or deemed by CUNY or CUCF as 
“Acceptance.” Acceptance is defined as a formal letter or email from CUNY 
accepting the deliverable.   

3.3.5 CUNY will pay the Contractor 35% of Proposed Fee upon CUNY and CUCF’s 
final approval and acceptance of the Contractor’s Marketing Strategy and Event 
Website (which, among other things, will accept and process Attendee and 
Exhibitor registrations, including collecting relevant Event fees) and other related 
deliverables. 

3.3.6 CUNY will pay the Contractor 35% of Proposed Fee upon CUNY and CUCF’s 
final approval and acceptance of all other Contractor tasks that CUNY and CUCF 
requests or requires to be completed (including, among other tasks, Contractor’s 
creating a Conference Program Booklet and providing a Signage Plan), with these 
tasks to be completed no sooner than one month prior to Event Date  

3.3.7   CUNY will pay the Contractor 30% of Proposed Fee upon CUNY’s final approval 
and acceptance of Contractor’s post-event tasks, including Contractor’s collecting 
and providing to CUNY attendee and Exhibitor surveys, and Attendee and 
Exhibitor Fees in a form and manner requested by CUNY and CUCF:. 

3.3.8  In addition to the fees paid to the Contractor, CUNY and CUCF will not reimburse 
for any travel costs incurred by the Contractor within the five boroughs of New 
York City, unless expressly permitted in writing by both CUNY and CUCF. If 
travel is permitted, the Contractor will be reimbursed pursuant to CUNY’s travel 
policy. The policy may be obtained on the University Office of Budget and 

mailto:
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Finance’s website at cuny.edu/budgetandfinance. Out-of-City travel is not 
anticipated for this Event. 

3.4 Return of CUNY Information at Termination 

Within ten (10) calendar days of termination of Services for any reason, the Contractor 
shall, with respect to all original CUNY and CUCF documents and data, including direct 
contact information of CUNY employees, in whatever media, whether originally provided 
or created during performance of the Services: 

a. Return them to CUNY; and/or
b. Provide independent certification of destruction of all copies.
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Attachment 4:  Volume II Technical and Management Proposal Requirements 

The Proposer is to submit three (3) paper copies and one electronic copy (in PDF format) clearly 
identified with the Proposer’s name and the words “Event Planning and Management Contractor 
Services: Technical and Management Proposal.”   Volume III: Price Proposal must be submitted 
as a separate PDF document from the Technical and Management Proposal. 

4.1 Title Page 
Include the following information: Name, address, phone number and email address of the 
Proposer including a contact person, and name and title of the person(s) who prepared the 
Proposal. 

4.2 Executive Summary 

Provide a brief overview of your firm and why your firm is qualified to provide the services 
as outlined in this RFP and what sets you apart from the other firms. Discuss how your 
firm meets the mandatory Minimum Proposer Qualifications under Attachment 2.1 and 
2.2.  

4.3 Proposer’s Understanding of and Approach to Project           

Provide a narrative description not to exceed five (5) double-sided pages, which demonstrates: 

a. A thorough understanding of the issues and tasks outlined in Section 3.1 Scope of Services
and Deliverables,

b. How your firm’s approach will fulfill CUNY’s listed tasks and objectives?
c. How you will provide the services in a timely manner.
d. What's your vision for the Event? How will your vision incorporate CUNY and CUCF in

an effort to promote the University's overall offerings to MWBE and SDVOB firms?
e. Provide examples of specific strategies that you have implemented in the past that describe

your experience planning large conferences/meetings. Provide a timeline for the
implementation of your proposal showing key activities and milestones.

f. Briefly describe your outreach strategy in generating interest for this Event. How many
confirmed contacts do you have in your current outreach database.

g. Describe the services you will provide and explain how these services will be implemented.
Explain if anyone else will assist you in providing each service and identify how the
provision of this mix will support and facilitate service delivery. Provide a description of
the organization and management structure and identify any proposed certified MWBE and
SDVOB firms that are anticipated to be utilized.

h. Describe the major activities associated with the services, key personnel who will perform
them and provide an estimate number of hours associated with each task.

i. What is your firm's innovative approach to meeting the emerging and dynamic needs
to MWBE and SDVOB firms within the context of the public sector procurement
process? How will your approach further enhance the University and CUCF's
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engagement strategy and what new features or strategies can the conference bring to 
its attendees? 

j. To help CUNY and CUCF understand your firm's thought process and creative
approach, please provide a brief description of your ideas of how to expand networking
opportunities for MWBE and SDVOB firms with CUNY staff outside of the traditional
networking booths. Please be creative. CUNY is looking for concepts that leverage the
potential benefits of making connections and speed networking while also
incorporating new ideas to mitigate the shortcomings of these "newer" approaches to
networking. DO NOT leave your best ideas for the possible interview and presentation
following the submission of written proposals.

k. If you have attended CUNY and CUCF's annual Event, please describe how you can
improve the Event. If you have not attended our prior events, please describe your
experiences as an attendee at similar events and your thoughts how to on improve your
experience.

Note: The University's assumptions regarding contractor approach represent what 
the University believes to be most likely to achieve its goals and objectives. 
However, proposers are encouraged to propose an approach that they believe will 
most likely achieve the University's goals and objectives.   

4.4 Proposer Staffing 

Describe the successful relevant experience of the Proposer, each proposed subcontractor if 
any, and the proposed key staff in providing the work described in this RFP.  Specifically, 
proposals should address the following:  

a. Experience and qualifications of the individual(s) who will be performing these services.
b. Attach for each individual a resume and/or description of his/her qualifications.  In

addition, provide a statement certifying that the proposed individual(s) will be available
for the duration of the project.

c. Provide an organization chart for the project indicating the responsibilities and reporting
chain(s) of the key personnel and staff including any subcontractor(s) that will be assigned
to work on this contract.

d. Identify how the organization carries out mission-essential and other support tasks, define
operational procedures, provide a description of how the organization improves its mission,
and how decisions are managed

4.5 Proposer’s References 

Provide the following information on two (2) separate engagements that your firm has 
completed and/or is ongoing, within the last three (3) years that are of similar size, scope, 
complexity, and nature to those required hereunder as more specifically outlined in Section 3 
(“Scope of Service and Deliverables”).  For each of the two contracts, Proposer shall submit 
with its Proposal: 
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a. the name of the client and a brief description of the client;
b. a brief description of the contract, including a description of the services provided

and the premises involved;
c. the value of the contract;
d. the dates during which the contracts were in effect; and
e. the name of a contact person for each such contract together with his/her role with

respect to the contract and his/her current title, address, and telephone number.



Exhibit 1 to Attachment 4 

Exhibit 1 to Attachment 4 

Reference Form 

ITEM PROPOSER RESPONSE 

Name and brief description of the 
client 

Brief description of the contract, 
including a description of the 
services provided 
and the premises involved. 

Value of the contract 

Dates during which the contracts 
were in effect. 

Name of a contact person for each 
such contract together with his/her 
role with respect to the contract and 
his/her current title, address, and 
telephone number 
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Attachment 5: Proposal Scoring Criteria and Weights 

Table 1  Proposal Scoring Criteria and Weights 

Proposal Scoring Criteria and Weights 

Title Scoring 
Method 

Item 
Weight 

Section 
Score 

Max. 
Weighted 

Score 

Points 
out of 
100 

Minimum Requirements pass/ fail pass/ 
fail 

n/a 

Technical Proposal Scored 75 75 
Executive Summary 5 
Proposer’s Understanding and 
Approach  

30 

Proposor’s Staffing 25 
Proposer’s References 15 

Price Proposal 25 25 

100 

Step 1: Administrative Review 
CUNY will conduct an administrative review of each Proposal to ensure that all content has been 
submitted in accordance with this RFP (including a completed Form 1 signed by an authorized 
representative of Proposer and completed Forms 2 and 3) and that Proposers meet the Minimum 
Qualifications set forth in this RFP.  Proposals that do not include all required content will be 
deemed non-responsive under law and will not be granted any further consideration, unless CUNY 
deems such omissions non-material.  After a firm has been identified for award, all Proposers will 
be notified.   

Step 2: Scoring of Volume II: Technical and Management Proposal (75 Points).  

Members of the CUNY’s Technical Evaluation Committee (“Committee”) will preliminarily score 
each Technical Proposal individually and then meet as a group to discuss and give final scores to 
the Technical Proposals.  The Technical Score for each Proposal will consist of the sum of the 
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scores given to the Technical Proposal by each of the Committee members, divided by the number 
of Committee members with a maximum score of seventy-five (75) points. 

Step 3: Scoring of Volume III: Price Proposal (25 Points) 
The University’s Office of Budget and Finance (OBF) will score the Price Proposals.  The Proposer 
with the lowest proposed price, will receive a total of twenty-five (25) points, and higher proposed 
prices will receive proportionately lower points.  

Step 4 Calculation of Final Total Score 

OBF will add the sum of: (i) the Technical Score; (ii) and the Price Proposal Score for each 
Proposal to arrive at Proposer’s Total Score for a maximum of 100 points.  

Step 5: Selection of Proposer 
The Proposer with the highest Total Score, as calculated above, for a maximum of 100 points 
may be recommended by the Committee to the University for Contract award, if at all.  

Step 6: Notification to Unsuccessful Proposers 
After a firm has been identified for award, CUNY will notify all Proposers. 

Step 7: Right to Debriefing 
Unsuccessful Proposers may request a debriefing of their Proposal by sending a request via email 
within 15 calendar days of being notified of being unsuccessful, to the Designated Contact for this 
solicitation. 
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Attachment 6: Proposal Price Breakdown Pages 

Proposers must complete this Attachment in order for a Price Proposal to be deemed 
responsive.  Failure to do so will result in the rejection of your Proposal.   

Proposer must submit its Price Proposal clearly identified with the Proposer’s name and the words 
“Event Planning Services RFP, Volume III: Price Proposal”. Volume III materials must be 
submitted separately from Volume II. 

Please Note: The Contractor is responsible for the management and the costs of collecting 
attendee and exhibitor fees. CUNY and CUCF will permit the Contractor to retain a fee of 
15% of the funds collected.  

Provide a breakdown of fees as follows: 

Item Proposed  Price
Overall Event Management 
Event Marketing and Strategy 
Event Website 
Conference Program Booklet 
Onsite Logistical Management 



CUNY ICA – October 11, 2019

INDEPENDENT CONTRACTOR AGREEMENT 

This Agreement ("Agreement") is entered into as of the  day of , 20  , by and 

between The City University of New York on behalf of   

(“University"), located at  ,       , 

New York            , and  ("Contractor"), located at 

, , , . 

1. The University engages Contractor to provide the services set forth in the Scope of Work in Exhibit 3

attached (the “Services”), and Contractor agrees to perform the Services as directed by the University and to 

provide all necessary staff support and administrative services connected therewith in accordance with the terms 

and   conditions   herein,   including   New  York  State  Appendix  A.   The   term   of   this   Agreement   is 

 through  . 

2. In return for satisfactory performance of the Services, Contractor shall receive

in consideration: $ , to be paid according to the Payment Terms in Exhibit 3 attached hereto. In order to be 

paid, Contractor shall complete, sign, and submit the Independent Contractor Service Claim for Payment attached 

hereto as Exhibit 1, together with each invoice, to the address set forth in Exhibit 3. Exhibit 3, attached, is          pages. 

3. Contractor is obligated to submit New York State-required forms described in Exhibit 2 if it is receiving

payment of at least $20,000 from the University. See paragraph 15 of Terms and Conditions (page 5). 

IN WITNESS WHEREOF, the parties hereto, by their duly authorized representatives, have executed this 

Agreement as of the day and year first written above. 

CONTRACTOR 

EIN (leave blank if SSN): 

THE CITY UNIVERSITY OF NEW YORK 

on behalf of   

By:  
(signature) 

By: 
(signature) 

Name:   
(print  name of authorized representative) 

Title: 
(print title of authorized representative) 

Name: 

Title: (print  name of authorized representative) 

(print title and College of authorized representative) 

* *  * *  * * * *  * *  * *   *  * 

This Agreement was prepared and submitted to the Purchasing Department by: 

print name and title of preparer signature 

and processed by the following individual in the Purchasing Department: 

print name and title of Purchasing Department processor signature 

This agreement contains this cover page, a notary page, eight pages of terms and conditions, and the following exhibits: 

Exhibit 1 – Independent Contractor Service Claim for Payment 

Exhibit 2 – Disclosure of Employment and Annual Employment Report 

Exhibit 3 – Scope of Work and Payment Terms 
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CERTIFICATE OF ACKNOWLEDGMENT OF THE CONTRACTOR - INDIVIDUAL, CORPORATION, 

PARTNERSHIP, or LIMITED LIABILITY COMPANY: 

 

STATE OF ) 

) ss: 

COUNTY OF ) 
 

 

On the    day of    in the year 201_, before me, the undersigned, 

  , personally known to me or proved to me on the basis of satisfactory evidence to 

be the individual whose name is subscribed to the within instrument and acknowledged to me that s/he executed the same 

in her/his capacity, and that by her/his signature on the instrument, the individual, or the person upon behalf of which the 

individual acted, executed the instrument; and further that. 

 

 

[Mark an X in the appropriate box and complete the accompanying statement.] 

 

□ (If an individual): _he executed the foregoing instrument in his/her name and on his/her own behalf. 
 

□ (If a corporation): _he is the                              

of , the corporation described in said instrument; that, by 

authority of the Board of Directors of said corporation, _he is authorized to execute the foregoing instrument on 

behalf of the corporation for purposes set forth therein; and that, pursuant to that authority, _he executed the 

foregoing instrument in the name of and on behalf of said corporation as the act and deed of said corporation. 

 

□ (If a partnership): _he is the              

of , the partnership described in said instrument; that, by 

the terms of said partnership, _he is authorized to execute the foregoing instrument on behalf of the partnership for 

purposes set forth therein; and that, pursuant to that authority, _he executed the foregoing instrument in the name of 

and on behalf of said partnership as the act and deed of said partnership. 

 

□ (If      a      limited      liability      company):      _he      is      a      duly      authorized      member      of    

LLC, the limited liability company described in said instrument; that _he is authorized to execute the foregoing 

instrument on behalf of the limited liability company for purposes set forth therein; and that, pursuant to that 

authority, _he executed the foregoing instrument in the name of and on behalf of said limited liability company as the 

act and deed of said limited liability company. 
 

 

Notary Stamp 
 

 

 

 
 

  

Notary Public or Commissioner of Deeds Registration No. 
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TERMS AND CONDITIONS 

 

1. Time is a material term of Contractor’s performance of the Services; without limiting the generality of the 

foregoing, Contractor shall complete the Services by the final date specified in this Agreement and shall complete the 

corresponding portion of such Services by every interim date, if any, specified in the Scope of Work (Exhibit 3) attached 

hereto. 

2. Notwithstanding any other provisions of this Agreement, Contractor's status shall be that of an independent 

contractor and not that of an employee or agent of the University. Contractor shall be expected to work, without the full 

complement of support facilities, working conditions, and supervision given to employees of the University. All persons 

engaged by Contractor to assist Contractor shall at all times be deemed to be employees of Contractor, and Contractor 

shall be responsible for their work, direction, and compensation. Contractor may not subcontract the Services or any 

portion thereof without the prior written consent of the University. Contractor shall at all times utilize appropriately 

qualified and skilled personnel to perform the Services. Nothing in this Agreement shall be construed to impose any 

liability or duties upon the University for the performance of services by any third party hired or otherwise engaged by 

Contractor. 

3. Neither Contractor nor any persons engaged by Contractor shall receive health insurance, sick leave, annual 

leave, pension, or any other fringe benefits associated with employment with the University. 

4. Nothing in this Agreement shall impose any tax liability upon the University, including, but not limited to, 

federal, state, and local income taxes, unemployment insurance, or social security tax, incurred by Contractor or any 

persons engaged by Contractor. Contractor agrees to indemnify the University, the City of New York, and the State of 

New York and hold them harmless from any and all claims for such payments by taxing authorities, including, but not 

limited to, fines, penalties, levies, and assessments, for failure to withhold or remit such payments. 

5. Contractor affirms that to the best of Contractor’s knowledge there exists no actual or potential conflict between 

the Services and Contractor's family, business, or financial interests, or those of any employee of Contractor, and no 

trustee, officer, or employee of the University, or other director, officer, employee, or person whose salary is payable in 

whole or in part from the treasury of the City of New York or the State of New York, is directly or indirectly interested in 

this Agreement or in any portion of the profits thereof. Should this situation change during the term of this Agreement, 

Contractor shall promptly notify the University. The University reserves the right in its sole discretion to determine 

whether or not any of the interests required to be disclosed under this paragraph 5 shall disqualify Contractor from 

performing the Services. 

6. The University may at any time, upon prior written notice, terminate this Agreement with or without cause. 

Contractor shall be paid on a prorated basis for those Services rendered up to the date of termination. The rights and 

obligations of both parties that expressly or by their nature would survive beyond the termination or expiration of this 

Agreement, including, but not limited to, Contractor’s representations and warranties and the provisions dealing with 

payment, ownership, indemnification, and confidentiality, shall so survive. 

7. (a) Contractor acknowledges that Contractor and Contractor’s employees, agents, or representatives may, in the 

course of the performance of this Agreement, be exposed to or acquire information that is confidential to the University 

or its employees or students. Contractor shall treat all information obtained from the University or disclosed to 

Contractor while performing this Agreement as “Confidential Information” in accordance with this paragraph 7, except 

for any such information that the University designates to Contractor in writing as excluded from Confidential 

Information. This obligation of confidentiality does not extend to any information that: (i) was in the possession of or 

rightfully known by Contractor prior to the time of disclosure by the University without any obligation to maintain its 

confidentiality; (ii) is or becomes available to the general public without violation of this Agreement; (iii) is obtained by 

Contractor in good faith from a third party having the right to disclose it without an obligation of confidentiality; (iv) is 

independently developed by Contractor without the participation of individuals who have had access to it; or (v) is 

required to be disclosed by court order, provided Contractor gives the University prior written notice of such required 

disclosure (to the extent legally permitted) and reasonable assistance if the University wishes to contest the disclosure. 

(b) Contractor shall treat the Confidential Information with the same degree of care that Contractor would treat 

Contractor’s own confidential information, and with no less than reasonable care.   Contractor shall not use the 
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Confidential Information for purposes other than rendering the Services and shall limit access to Confidential Information 

to those of Contractor’s employees, agents, and representatives having a need to know such Confidential Information to 

perform the Services. Contractor shall not directly or indirectly disclose, distribute, republish or allow any third party to 

have access to any Confidential Information without such third party’s executing a confidentiality and non-disclosure 

agreement with the University under the same terms, or terms at least as restrictive, as set forth in this Agreement. 

(c) Upon termination or completion of the Services, or at any time the University requests, Contractor shall 

return to the University, or destroy, all copies of the Confidential Information, in whatever media, and shall provide the 

University with a sworn certification that Contractor has complied with Contractor’s obligations under this paragraph 7. 

It is understood and agreed that, in the event of a breach, threatened or actual, of this paragraph 7, damages may not be an 

adequate remedy and the University shall be entitled to injunctive relief to restrain any such breach without having to 

post an undertaking. 

8. Contractor shall protect, indemnify, and hold the University, the City of New York, and the State of New York 

harmless from and against any and all claims, suits, causes of action, liabilities, losses, damages and expenses (including, 

but not limited to, attorney's fees and court costs in connection with any such matters) to which the University, the City of 

New York, and/or the State of New York may be subjected arising out of or relating to: (a) injury to person or property, 

or wrongful death, that may result from any negligence, willful misconduct, intentional wrongdoing, malpractice, or 

incompetence of Contractor, or anyone employed or engaged by Contractor, in connection with the performance of this 

Agreement; and (b) any breach by Contractor of this Agreement or any of Contractor’s representations or warranties set 

forth herein. 

9. Any invention or discovery, whether or not patentable, that is conceived or reduced to practice by Contractor and 

arises out of Contractor’s performance of the Services shall be reported to the University with complete information 

concerning such invention or discovery. The University retains all right, title, and interest to any such invention or 

discovery and retains the sole right to determine whether a patent application shall be filed. Contractor shall cooperate 

fully with the University or its designee to enable it to secure the rights retained under this paragraph 9 and shall execute 

all documents necessary to do so. 

10. All copyrightable works (including, but not limited to, reports, compilations of data, software, pictorials, or 

graphics) created or prepared by Contractor or Contractor’s personnel in the course of the performance of the Services 

(“Copyrightable Works”) shall be "works made for hire" (as that term is defined in the copyright laws of the United 

States) for the University, and all copyright therein is expressly intended to be wholly owned by the University. To the 

extent that any Copyrightable Works may not, by operation of law, be works made for hire, Contractor hereby assigns to 

the University the ownership of copyright in such Copyrightable Works, and the University shall have the right to obtain 

and hold in its own name copyrights, registrations, and similar protections that may be available in such Copyrightable 

Works. Contractor agrees to give the University or its designee all assistance reasonably required to perfect such rights. 

Contractor represents and warrants that Contractor is and shall be sole author of any and all Copyrightable Works, and 

that they are and shall be original works not subject to any prior agreement, lien, or other rights. Contractor further 

represents and warrants that the Copyrightable Works do not and shall not contain libelous, plagiarized, injurious, or 

other unlawful matter, and that they do not and shall not infringe on copyright or violate any other right of any person or 

party whatsoever. 

11. Contractor represents, covenants, certifies, and warrants: (a) that Contractor is expert in performing the Services 

referred to by this Agreement; (b) that Contractor is licensed as may be required by all applicable authorities in the State 

of New York and the City of New York, as the case may be, to perform the Services and that all Services shall be 

performed in accordance with applicable law; (c) that every other person that Contractor retains to perform any of the 

Services shall be licensed as may be required by all applicable authorities; (d) that Contractor will take all steps necessary 

and advisable to maintain such licenses and give the University prompt notice of any lapse of any such license; and (e) 

that Contractor is not on the “Entities Determined To Be Non-Responsive Bidders/Offerers Pursuant to The New York 

State Iran Divestment Act of 2012” list published by the New York State Office of General Services. 

12. Contractor shall procure and maintain commercial general liability insurance issued in Contractor's name by a 

licensed carrier authorized to do business in New York, in an amount not less than one million dollars ($1,000,000) per 

occurrence combined single limit. Such insurance shall name the University, the City of New York, and the State of New 
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York, and such additional persons or entities required by the University from time to time, as additional 

insureds. If the Scope of Work (Exhibit 3) attached hereto contains alternate insurance requirements, such 

requirements shall control. Contractor shall provide the University with certificates of all required insurance 

and, upon the University’s request, copies of policies and all endorsements. 

13. The University shall pay Contractor for the Services in accordance with amounts and rates set forth in 

Exhibit 3 attached hereto and in accordance with these terms and conditions. Contractor shall submit 

properly documented invoices and a completed “Independent Contractor Service Claim for Payment” (see 

Exhibit 1) for the Services to the Accounts Payable Department indicated on Exhibit 3, but only following 

acceptance of the Services and at time intervals and in form and substance acceptable to the University. The 

University reserves the right to request additional information at any time, and Contractor shall provide such 

information promptly. Following the University’s receipt of such invoices, the University (or the State of New 

York or the City of New York, as applicable) shall pay Contractor in accordance with ordinary University (and 

State or City) procedures and practices. Contractor agrees to accept payments under this Agreement by 

electronic funds transfer, and Contractor shall provide all information and documentation requested by the 

University or the State or City to effectuate electronic funds transfers. 

14. (a) Appendix A: Standard Clauses for New York State Contracts (“Appendix A”) is attached hereto, 

and its terms and conditions are hereby incorporated by reference. The term “State” in Appendix A includes 

the State of New York and The City University of New York, which is a “contracting agency” and “State 

agency” for purposes of Appendix A. 

(b) If there is any conflict between the terms and conditions of this Agreement, and the provisions of 

any exhibit or appendix hereto, the conflict shall be resolved in the following order of precedence: (i) Appendix 

A (Standard Clauses for New York State Contracts), (ii) the terms and conditions of this Agreement, and (iii) 

Exhibit 3 (Scope of Work and Payment Terms). 

(c) Contractor's obligations under this Agreement may not be assigned, subcontracted, or transferred 

without the prior written consent of an authorized representative of the University. 

(d) This Agreement, including its exhibits and appendices, all of which are incorporated herein, 

contains the entire understanding of the parties hereto, supersedes all previous oral or written understandings, 

representations, or agreements to the extent that they relate to the subject matter hereof, and may not be 

modified by either party unless such modification is in writing and signed by an authorized representative of 

each party. 

(e) Waiver by either party of a breach of any provision of, or right under, this Agreement shall not 

operate or be construed as a waiver of any other or subsequent breach of the same provision or right, or of any 

other provision or right under this Agreement. 

(f) If any provision of this Agreement or the application thereof to any person or circumstance is held 

invalid, such invalidity shall not affect any other provision that can be given effect without the invalid provision 

or application, and to this end the provisions hereof shall be severable. 

(g) This Agreement shall be construed without regard to any presumption or rule requiring 

construction or interpretation against the party drafting the Agreement. 

(h) This Agreement may be executed in one or more counterparts, each of which shall be deemed an 

original, but all of which together shall constitute one and the same instrument. 

15. If Contractor is providing consulting services to the University for an amount equal to $20,000 or 

more, the following shall apply: 

 

Contractor is obligated under this Agreement to complete, sign, and submit, Form A "Contractor’s Planned 

Employment", described in Exhibit 2, before Contractor may begin providing the Services. Contractor also 

is obligated under this Agreement to complete, sign, and submit promptly after March 31 of each year that 

the Agreement is in effect, Form B "Contractor's Annual Employment Report" described in Exhibit 2. 

These forms are available at 

https://www.osc.state.ny.us/agencies/guide/MyWebHelp/Content/XI/18/C.htm 
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STANDARD CLAUSES FOR NYS CONTRACTS 
 
The parties to the attached contract, license, lease, 
amendment or other agreement of any kind (hereinafter, 
"the contract" or "this contract") agree to be bound by 
the following clauses which are hereby made a part of 
the contract (the word "Contractor" herein refers to any 
party other than the State, whether a contractor, 
licenser, licensee, lessor, lessee or any other party): 
 
1. EXECUTORY CLAUSE.  In accordance with Section 41 of 
the State Finance Law, the State shall have no liability 
under this contract to the Contractor or to anyone else 
beyond funds appropriated and available for this 
contract. 
 
2. NON-ASSIGNMENT CLAUSE.  In accordance with 
Section 138 of the State Finance Law, this contract may 
not be assigned by the Contractor or its right, title or 
interest therein assigned, transferred, conveyed, sublet 
or otherwise disposed of without the State’s previous 
written consent, and attempts to do so are null and void.  
Notwithstanding the foregoing, such prior written 
consent of an assignment of a contract let pursuant to 
Article XI of the State Finance Law may be waived at the 
discretion of the contracting agency and with the 
concurrence of the State Comptroller where the original 
contract was subject to the State Comptroller’s approval, 
where the assignment is due to a reorganization, merger 
or consolidation of the Contractor’s business entity or 
enterprise. The State retains its right to approve an 
assignment and to require that any Contractor 
demonstrate its responsibility to do business with the 
State.  The Contractor may, however, assign its right to 
receive payments without the State’s prior written 
consent unless this contract concerns Certificates of 
Participation pursuant to Article 5-A of the State Finance 
Law. 
 
3. COMPTROLLER'S APPROVAL.  In accordance with 
Section 112 of the State Finance Law (or, if this contract 
is with the State University or City University of New 
York, Section 355 or Section 6218 of the Education Law), 
if this contract exceeds $50,000 (or the minimum 
thresholds agreed to by the Office of the State 
Comptroller for certain S.U.N.Y. and C.U.N.Y. contracts), 
or if this is an amendment for any amount to a contract 
which, as so amended, exceeds said statutory amount, or 
if, by this contract, the State agrees to give something 

other than money when the value or reasonably 
estimated value of such consideration exceeds $25,000, 
it shall not be valid, effective or binding upon the State 
until it has been approved by the State Comptroller and 
filed in his office.  Comptroller's approval of contracts let 
by the Office of General Services is required when such 
contracts exceed $85,000 (State Finance Law § 163.6-a). 
However, such pre-approval shall not be required for any 
contract established as a centralized contract through 
the Office of General Services or for a purchase order or 
other transaction issued under such centralized contract. 
 
4. WORKERS' COMPENSATION BENEFITS. In accordance 
with Section 142 of the State Finance Law, this contract 
shall be void and of no force and effect unless the 
Contractor shall provide and maintain coverage during 
the life of this contract for the benefit of such employees 
as are required to be covered by the provisions of the 
Workers' Compensation Law. 
 
5. NON-DISCRIMINATION REQUIREMENTS.  To the 
extent required by Article 15 of the Executive Law (also 
known as the Human Rights Law) and all other State and 
Federal statutory and constitutional non-discrimination 
provisions, the Contractor will not discriminate against 
any employee or applicant for employment, nor subject 
any individual to harassment, because of age, race, 
creed, color, national origin, sexual orientation, gender 
identity or expression, military status, sex, disability, 
predisposing genetic characteristics, familial status, 
marital status, or domestic violence victim status or 
because the individual has opposed any practices 
forbidden under the Human Rights Law or has filed a 
complaint, testified, or assisted in any proceeding under 
the Human Rights Law.  Furthermore, in accordance with 
Section 220-e of the Labor Law, if this is a contract for the 
construction, alteration or repair of any public building 
or public work or for the manufacture, sale or 
distribution of materials, equipment or supplies, and to 
the extent that this contract shall be performed within 
the State of New York, Contractor agrees that neither it 
nor its subcontractors shall, by reason of race, creed, 
color, disability, sex, or national origin:  (a) discriminate 
in hiring against any New York State citizen who is 
qualified and available to perform the work; or (b) 
discriminate against or intimidate any employee hired 
for the performance of work under this contract.  If this 
is a building service contract as defined in Section 230 of 
the Labor Law, then, in accordance with Section 239 
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thereof, Contractor agrees that neither it nor its 
subcontractors shall by reason of race, creed, color, 
national origin, age, sex or disability:  (a) discriminate in 
hiring against any New York State citizen who is qualified 
and available to perform the work; or (b) discriminate 
against or intimidate any employee hired for the 
performance of work under this contract.  Contractor is 
subject to fines of $50.00 per person per day for any 
violation of Section 220-e or Section 239 as well as 
possible termination of this contract and forfeiture of all 
moneys due hereunder for a second or subsequent 
violation. 
 
6. WAGE AND HOURS PROVISIONS.  If this is a public 
work contract covered by Article 8 of the Labor Law or a 
building service contract covered by Article 9 thereof, 
neither Contractor's employees nor the employees of its 
subcontractors may be required or permitted to work 
more than the number of hours or days stated in said 
statutes, except as otherwise provided in the Labor Law 
and as set forth in prevailing wage and supplement 
schedules issued by the State Labor Department.  
Furthermore, Contractor and its subcontractors must 
pay at least the prevailing wage rate and pay or provide 
the prevailing supplements, including the premium rates 
for overtime pay, as determined by the State Labor 
Department in accordance with the Labor Law.  
Additionally, effective April 28, 2008, if this is a public 
work contract covered by Article 8 of the Labor Law, the 
Contractor understands and agrees that the filing of 
payrolls in a manner consistent with Subdivision 3-a of 
Section 220 of the Labor Law shall be a condition 
precedent to payment by the State of any State approved 
sums due and owing for work done upon the project. 
 
7. NON-COLLUSIVE BIDDING CERTIFICATION.  In 
accordance with Section 139-d of the State Finance Law, 
if this contract was awarded based upon the submission 
of bids, Contractor affirms, under penalty of perjury, that 
its bid was arrived at independently and without 
collusion aimed at restricting competition.  Contractor 
further affirms that, at the time Contractor submitted its 
bid, an authorized and responsible person executed and 
delivered to the State a non-collusive bidding 
certification on Contractor's behalf. 
 
8. INTERNATIONAL BOYCOTT PROHIBITION.  In 
accordance with Section 220-f of the Labor Law and 
Section 139-h of the State Finance Law, if this contract 

exceeds $5,000, the Contractor agrees, as a material 
condition of the contract, that neither the Contractor nor 
any substantially owned or affiliated person, firm, 
partnership or corporation has participated, is 
participating, or shall participate in an international 
boycott in violation of the federal Export Administration 
Act of 1979 (50 USC App. Sections 2401 et seq.) or 
regulations thereunder.  If such Contractor, or any of the 
aforesaid affiliates of Contractor, is convicted or is 
otherwise found to have violated said laws or regulations 
upon the final determination of the United States 
Commerce Department or any other appropriate agency 
of the United States subsequent to the contract's 
execution, such contract, amendment or modification 
thereto shall be rendered forfeit and void.  The 
Contractor shall so notify the State Comptroller within 
five (5) business days of such conviction, determination 
or disposition of appeal (2 NYCRR § 105.4). 
 
9. SET-OFF RIGHTS.  The State shall have all of its 
common law, equitable and statutory rights of set-off.  
These rights shall include, but not be limited to, the 
State's option to withhold for the purposes of set-off any 
moneys due to the Contractor under this contract up to 
any amounts due and owing to the State with regard to 
this contract, any other contract with any State 
department or agency, including any contract for a term 
commencing prior to the term of this contract, plus any 
amounts due and owing to the State for any other reason 
including, without limitation, tax delinquencies, fee 
delinquencies or monetary penalties relative thereto.  
The State shall exercise its set-off rights in accordance 
with normal State practices including, in cases of set-off 
pursuant to an audit, the finalization of such audit by the 
State agency, its representatives, or the State 
Comptroller. 
 
10.  RECORDS.  The Contractor shall establish and 
maintain complete and accurate books, records, 
documents, accounts and other evidence directly 
pertinent to performance under this contract 
(hereinafter, collectively, the "Records").  The Records 
must be kept for the balance of the calendar year in 
which they were made and for six (6) additional years 
thereafter.  The State Comptroller, the Attorney General 
and any other person or entity authorized to conduct an 
examination, as well as the agency or agencies involved 
in this contract, shall have access to the Records during 
normal business hours at an office of the Contractor 
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within the State of New York or, if no such office is 
available, at a mutually agreeable and reasonable venue 
within the State, for the term specified above for the 
purposes of inspection, auditing and copying.  The State 
shall take reasonable steps to protect from public 
disclosure any of the Records which are exempt from 
disclosure under Section 87 of the Public Officers Law 
(the "Statute") provided that:  (i) the Contractor shall 
timely inform an appropriate State official, in writing, 
that said records should not be disclosed; and (ii) said 
records shall be sufficiently identified; and (iii) 
designation of said records as exempt under the Statute 
is reasonable.  Nothing contained herein shall diminish, 
or in any way adversely affect, the State's right to 
discovery in any pending or future litigation. 
 
11. IDENTIFYING INFORMATION AND PRIVACY 

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

invoice or New York State Claim for Payment submitted to a 

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

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

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

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

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

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

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

Statewide Financial System.  Failure to include such number or 

numbers may delay payment. Where the payee does not have 

such number or numbers, the payee, on its invoice or Claim for 

Payment, must give the reason or reasons why the payee does 

not have such number or numbers. 

 

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

personal information from a seller of goods or services or a 

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

such information, is found in Section 5 of the State Tax Law.  

Disclosure of this information by the seller or lessor to the State 

is mandatory. The principal purpose for which the information 

is collected is to enable the State to identify individuals,  

businesses  and others who have been delinquent in filing tax 

returns or may have understated their tax liabilities and to 

generally identify persons affected by the taxes administered by 

the Commissioner of Taxation and Finance.  The information 

will be used for tax administration purposes and for any other 

purpose authorized by law. (2) The personal information is 

requested by the purchasing unit of the agency contracting to 

purchase the goods or services or lease the real or personal 

property covered by this contract or lease. The information is 

maintained in the Statewide Financial System by the Vendor 

Management Unit within the Bureau of State Expenditures, 

Office of the State Comptroller, 110 State Street, Albany, New 

York 12236. 

 
12. EQUAL EMPLOYMENT OPPORTUNITIES FOR 

MINORITIES AND WOMEN.  In accordance with Section 
312 of the Executive Law and 5 NYCRR Part 143, if this 
contract is:  (i) a written agreement or purchase order 
instrument, providing for a total expenditure in excess of 
$25,000.00, whereby a contracting agency is committed 
to expend or does expend funds in return for labor, 
services, supplies, equipment, materials or any 
combination of the foregoing, to be performed for, or 
rendered or furnished to the contracting agency; or (ii) a 
written agreement in excess of $100,000.00 whereby a 
contracting agency is committed to expend or does 
expend funds for the acquisition, construction, 
demolition, replacement, major repair or renovation of 
real property and improvements thereon; or (iii) a 
written agreement in excess of $100,000.00 whereby the 
owner of a State assisted housing project is committed 
to expend or does expend funds for the acquisition, 
construction, demolition, replacement, major repair or 
renovation of real property and improvements thereon 
for such project, then the following shall apply and by 
signing this agreement the Contractor certifies and 
affirms that it is Contractor’s equal employment 
opportunity policy that: 
 
(a)  The Contractor will not discriminate against 
employees or applicants for employment because of 
race, creed, color, national origin, sex, age, disability or 
marital status, shall make and document its 
conscientious and active efforts to employ and utilize 
minority group members and women in its work force on 
State contracts and will undertake or continue existing 
programs of affirmative action to ensure that minority 
group members and women are afforded equal 
employment opportunities without discrimination.  
Affirmative action shall mean recruitment, employment, 
job assignment, promotion, upgradings, demotion, 
transfer, layoff, or termination and rates of pay or other 
forms of compensation; 
 
(b)  at the request of the contracting agency, the 
Contractor shall request each employment agency, labor 
union, or authorized representative of workers with 
which it has a collective bargaining or other agreement 
or understanding, to furnish a written statement that 
such employment agency, labor union or representative 
will not discriminate on the basis of race, creed, color, 
national origin, sex, age, disability or marital status and 
that such union or representative will affirmatively 
cooperate in the implementation of the Contractor's 
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obligations herein; and  
 
(c)  the Contractor shall state, in all solicitations or 
advertisements for employees, that, in the performance 
of the State contract, all qualified applicants will be 
afforded equal employment opportunities without 
discrimination because of race, creed, color, national 
origin, sex, age, disability or marital status. 
 
Contractor will include the provisions of "a," "b," and "c" 
above, in every subcontract over $25,000.00 for the 
construction, demolition, replacement, major repair, 
renovation, planning or design of real property and 
improvements thereon (the "Work") except where the 
Work is for the beneficial use of the Contractor.  Section 
312 does not apply to:  (i) work, goods or services 
unrelated to this contract; or (ii) employment outside 
New York State.  The State shall consider compliance by 
a contractor or subcontractor with the requirements of 
any federal law concerning equal employment 
opportunity which effectuates the purpose of this clause.  
The contracting agency shall determine whether the 
imposition of the requirements of the provisions hereof 
duplicate or conflict with any such federal law and if such 
duplication or conflict exists, the contracting agency shall 
waive the applicability of Section 312 to the extent of 
such duplication or conflict.  Contractor will comply with 
all duly promulgated and lawful rules and regulations of 
the Department of Economic Development’s Division of 
Minority and Women's Business Development pertaining 
hereto. 
 
13. CONFLICTING TERMS.  In the event of a conflict 
between the terms of the contract (including any and all 
attachments thereto and amendments thereof) and the 
terms of this Appendix A, the terms of this Appendix A 
shall control. 
 
14. GOVERNING LAW.  This contract shall be governed 
by the laws of the State of New York except where the 
Federal supremacy clause requires otherwise. 
 
15. LATE PAYMENT.  Timeliness of payment and any 
interest to be paid to Contractor for late payment shall 
be governed by Article 11-A of the State Finance Law to 
the extent required by law. 
 
16. NO ARBITRATION.  Disputes involving this contract, 
including the breach or alleged breach thereof, may not 

be submitted to binding arbitration (except where 
statutorily authorized), but must, instead, be heard in a 
court of competent jurisdiction of the State of New York. 
 
17. SERVICE OF PROCESS.  In addition to the methods of 
service allowed by the State Civil Practice Law & Rules 
("CPLR"), Contractor hereby consents to service of 
process upon it by registered or certified mail, return 
receipt requested.  Service hereunder shall be complete 
upon Contractor's actual receipt of process or upon the 
State's receipt of the return thereof by the United States 
Postal Service as refused or undeliverable.  Contractor 
must promptly notify the State, in writing, of each and 
every change of address to which service of process can 
be made.  Service by the State to the last known address 
shall be sufficient.  Contractor will have thirty (30) 
calendar days after service hereunder is complete in 
which to respond. 
 
18. PROHIBITION ON PURCHASE OF TROPICAL 
HARDWOODS. The Contractor certifies and warrants 
that all wood products to be used under this contract 
award will be in accordance with, but not limited to, the 
specifications and provisions of Section 165 of the State 
Finance Law, (Use of Tropical Hardwoods) which 
prohibits purchase and use of tropical hardwoods, unless 
specifically exempted, by the State or any governmental 
agency or political subdivision or public benefit 
corporation. Qualification for an exemption under this 
law will be the responsibility of the contractor to 
establish to meet with the approval of the State. 
 
In addition, when any portion of this contract involving 
the use of woods, whether supply or installation, is to be 
performed by any subcontractor, the prime Contractor 
will indicate and certify in the submitted bid proposal 
that the subcontractor has been informed and is in 
compliance with specifications and provisions regarding 
use of tropical hardwoods as detailed in § 165 State 
Finance Law. Any such use must meet with the approval 
of the State; otherwise, the bid may not be considered 
responsive. Under bidder certifications, proof of 
qualification for exemption will be the responsibility of 
the Contractor to meet with the approval of the State. 
 
19. MACBRIDE FAIR EMPLOYMENT PRINCIPLES.  In 
accordance with the MacBride Fair Employment 
Principles (Chapter 807 of the Laws of 1992), the 
Contractor hereby stipulates that the Contractor either 
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(a) has no business operations in Northern Ireland, or (b) 
shall take lawful steps in good faith to conduct any 
business operations in Northern Ireland in accordance 
with the MacBride Fair Employment Principles (as 
described in Section 165 of the New York State Finance 
Law), and shall permit independent monitoring of 
compliance with such principles. 
 
20.  OMNIBUS PROCUREMENT ACT OF 1992. It is the 
policy of New York State to maximize opportunities for 
the participation of New York State business enterprises, 
including minority- and women-owned business 
enterprises as bidders, subcontractors and suppliers on 
its procurement contracts. 
 
Information on the availability of New York State 
subcontractors and suppliers is available from: 
 

NYS Department of Economic Development 
Division for Small Business 
Albany, New York  12245 
Telephone:  518-292-5100 
Fax:  518-292-5884 
email: opa@esd.ny.gov 
 

A directory of certified minority- and women-owned 
business enterprises is available from: 
 

NYS Department of Economic Development 
Division of Minority and Women's Business 
Development 
633 Third Avenue 

New York, NY 10017 

212-803-2414 

email: mwbecertification@esd.ny.gov 

https://ny.newnycontracts.com/FrontEnd/VendorSe
archPublic.asp 

 
The Omnibus Procurement Act of 1992 (Chapter 844 of 
the Laws of 1992, codified in State Finance Law § 139-i 
and Public Authorities Law § 2879(3)(n)–(p)) requires 
that by signing this bid proposal or contract, as 
applicable, Contractors certify that whenever the total 
bid amount is greater than $1 million: 
 
(a)  The Contractor has made reasonable efforts to 
encourage the participation of New York State Business 
Enterprises as suppliers and subcontractors, including 
certified minority- and women-owned business 
enterprises, on this project, and has retained the 

documentation of these efforts to be provided upon 
request to the State; 
 
(b) The Contractor has complied with the Federal Equal 
Opportunity Act of 1972 (P.L. 92-261), as amended;  
 
(c) The Contractor agrees to make reasonable efforts to 
provide notification to New York State residents of 
employment opportunities on this project through listing 
any such positions with the Job Service Division of the 
New York State Department of Labor, or providing such 
notification in such manner as is consistent with existing 
collective bargaining contracts or agreements.  The 
Contractor agrees to document these efforts and to 
provide said documentation to the State upon request; 
and  
 
(d) The Contractor acknowledges notice that the State 
may seek to obtain offset credits from foreign countries 
as a result of this contract and agrees to cooperate with 
the State in these efforts. 
 
21. RECIPROCITY AND SANCTIONS PROVISIONS.  
Bidders are hereby notified that if their principal place of 
business is located in a country, nation, province, state 
or political subdivision that penalizes New York State 
vendors, and if the goods or services they offer will be 
substantially produced or performed outside New York 
State, the Omnibus Procurement Act 1994 and 2000 
amendments (Chapter 684 and Chapter 383, 
respectively, codified in State Finance Law § 165(6) and 
Public Authorities Law § 2879(5)) ) require that they be 
denied contracts which they would otherwise obtain.  
NOTE:  As of October 2019, the list of discriminatory 
jurisdictions subject to this provision includes the states 
of South Carolina, Alaska, West Virginia, Wyoming, 
Louisiana and Hawaii. 
 
22. COMPLIANCE WITH BREACH NOTIFICATION AND 
DATA SECURITY LAWS.  Contractor shall comply with the 
provisions of the New York State Information Security 
Breach and Notification Act (General Business Law § 899-
aa and State Technology Law § 208) and commencing 
March 21, 2020 shall also comply with General Business 
Law § 899-bb. 
 
23. COMPLIANCE WITH CONSULTANT DISCLOSURE 
LAW. If this is a contract for consulting services, defined 
for purposes of this requirement to include analysis, 
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evaluation, research, training, data processing, computer 
programming, engineering, environmental, health, and 
mental health services, accounting, auditing, paralegal, 
legal or similar services, then, in accordance with Section 
163 (4)(g) of the State Finance Law (as amended by 
Chapter 10 of the Laws of 2006), the Contractor shall 
timely, accurately and properly comply with the 
requirement to submit an annual employment report for 
the contract to the agency that awarded the contract, 
the Department of Civil Service and the State 
Comptroller.   
 
24. PROCUREMENT LOBBYING. To the extent this 
agreement is a "procurement contract" as defined by 
State Finance Law §§ 139-j and 139-k, by signing this 
agreement the contractor certifies and affirms that all 
disclosures made in accordance with State Finance Law 
§§ 139-j and 139-k are complete, true and accurate.  In 
the event such certification is found to be intentionally 
false or intentionally incomplete, the State may 
terminate the agreement by providing written 
notification to the Contractor in accordance with the 
terms of the agreement.   
 
25. CERTIFICATION OF REGISTRATION TO COLLECT 
SALES AND COMPENSATING USE TAX BY CERTAIN 
STATE CONTRACTORS, AFFILIATES AND 
SUBCONTRACTORS.   
To the extent this agreement is a contract as defined by 
Tax Law § 5-a, if the contractor fails to make the 
certification required by Tax Law § 5-a or if during the 
term of the contract, the Department of Taxation and 
Finance or the covered agency, as defined by Tax Law § 
5-a, discovers that the certification, made under penalty 
of perjury, is false, then such failure to file or false 
certification shall be a material breach of this contract 
and this contract may be terminated, by providing 
written notification to the Contractor in accordance with 
the terms of the agreement, if the covered agency 
determines that such action is in the best interest of the 
State. 
 
26.  IRAN DIVESTMENT ACT.  By entering into this 
Agreement, Contractor certifies in accordance with 
State Finance Law § 165-a that it is not on the “Entities 
Determined to be Non-Responsive Bidders/Offerers 
pursuant to the New York State Iran Divestment Act of 
2012” (“Prohibited Entities List”) posted at: 
https://ogs.ny.gov/list-entities-determined-be-non-

responsive-biddersofferers-pursuant-nys-iran-
divestment-act-2012 
 
Contractor further certifies that it will not utilize on this 
Contract any subcontractor that is identified on the 
Prohibited Entities List.  Contractor agrees that should it 
seek to renew or extend this Contract, it must provide 
the same certification at the time the Contract is 
renewed or extended.  Contractor also agrees that any 
proposed Assignee of this Contract will be required to 
certify that it is not on the Prohibited Entities List before 
the contract assignment will be approved by the State. 
 
During the term of the Contract, should the state agency 
receive information that a person (as defined in State 
Finance Law § 165-a) is in violation of the above-
referenced certifications, the state agency will review 
such information and offer the person an opportunity to 
respond.  If the person fails to demonstrate that it has 
ceased its engagement in the investment activity which 
is in violation of the Act within 90 days after the 
determination of such violation, then the state agency 
shall take such action as may be appropriate and 
provided for by law, rule, or contract, including, but not 
limited to, imposing sanctions, seeking compliance, 
recovering damages, or declaring the Contractor in 
default. 
 
The state agency reserves the right to reject any bid, 
request for assignment, renewal or extension for an 
entity that appears on the Prohibited Entities List prior to 
the award, assignment, renewal or extension of a 
contract, and to pursue a responsibility review with 
respect to any entity that is awarded a contract and 
appears on the Prohibited Entities list after contract 
award. 
 
27. ADMISSIBILITY OF REPRODUCTION OF CONTRACT.  
Notwithstanding the best evidence rule or any other 
legal principle or rule of evidence to the contrary, the 
Contractor acknowledges and agrees that it waives any 
and all objections to the admissibility into evidence at 
any court proceeding or to the use at any examination 
before trial of an electronic reproduction of this contract, 
in the form approved by the State Comptroller, if such 
approval was required, regardless of whether the 
original of said contract is in existence. 
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CONTRACTOR SERVICE CLAIM FOR PAYMENT 

(Instructions: This Claim for Payment form is to be submitted with the Contractor’s invoices) 

 
I. PAY TO (please print): 

PAYEE FIRST NAME PAYEE LAST NAME 

HOME ADDRESS 

CITY, STATE, ZIP TELEPHONE NUMBER 

( ) - 

PAYEE EIN (LEAVE BLANK IF SSN) FAX NUMBER 

( ) - 

DEPARTMENT NAME TO BE CHARGED DEPARTMENT NUMBER TO BE CHARGED 

 

II. DESCRIPTION OF SERVICES: 

 
 

III. DATES OF SERVICES: 
FROM TO 

FROM TO 

 

IV. PAYMENT/REIMBURSEMENT    AMOUNT: 

1. Services (complete A or B): 

A. Contract Fee $   

B. Rate per hour/day $ x hours/days  $   

2. Travel Expenses (non-employee only - refer to current travel guidelines): 

A. Transportation ($ /mile x miles) $   

B. Lodging (Amount/Day x days) $   

C. Meals (non-employee per diem only) $   

D.  Other (attach explanation/justification) $   

TOTAL:$   

V. PAYEE CERTIFICATION: 

I certify that the above-listed services have been performed and that the reimbursement claimed is a 

true and accurate representation.  In accordance with the New York State Public Officers Law § 

73(8)(a)(i), I further certify that during the last two (2) years I have not been employed or paid as an 

employee by CUNY, SUNY, New York State agency or any entity that derives its funds from New 

York State. 

 
   

Print Name Signature Date 
 

VI. UNIVERSITY/COLLEGE DEPARTMENT AUTHORIZATION: 

I certify that the above-listed services have been performed, that the reimbursement claimed is true and 
accurate, and that the charges are authorized against the account number listed above. 

 

 
   

Print Name Signature Date 
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EXHIBIT 2 

DISCLOSURE OF EMPLOYMENT and ANNUAL EMPLOYMENT REPORT 

Chapter 10 of the Laws of 2006 amending State Finance Law §§ 8 and 163(1) (Consultant 

Disclosure Legislation) imposes reporting requirements. Contractors providing services under a 

contract for consulting services are required to disclose, by employment category for itself and for its 

subcontractors, the number of persons employed to provide services, the number of hours worked, and 

the amount paid to the Contractor by the University as compensation for work performed by these 

employees. 

The definition of contracts for consulting services has been expanded by Chapter 10 of the Laws of 

2006 to include any contract entered into by the University for analysis, evaluation, research, 

training, data processing, computer programming, engineering, environmental, health, and mental 

health services, accounting, auditing, paralegal, legal, or similar services. 

If Contractor is receiving at least $20,000 from the University, then: 

1. Contractor must complete, sign, and submit Form A - State Consultant Services Contractor’s

Planned Employment from Contract Start Date through the End of the Contract Term (follows)

before providing any Services under this Agreement.

2. Also, for each year the Contract is in effect, Contractor must complete and submit timely

the information required in Form B - State Consultant Services Contractor’s Annual

Employment Report (follows), providing detailed information, including historical information,

regarding actual employment data for the most recently concluded State fiscal year (April 1 – March

31).

3. Annual employment reports (Form A and Form B) are to be submitted by Contractor to

College/University, OSC, and DSC.

Additional Guidance for Planned and Annual Employment Reporting Requirements is available at: 

https://www.osc.state.ny.us/agencies/guide/MyWebHelp/Content/XI/18/C.htm 

Reports that are to be submitted to OSC may be transmitted by mail to: 

NYS Office of the State Comptroller 

Bureau of Contracts 

110 State Street, 11th Floor 

Albany, NY 12236 

Attn: Consultant Reporting 

Reports that are to be submitted to DCS may be transmitted by mail: 

NYS Department of Civil Service 

Alfred E. Smith Office Building 

Albany, NY 12239 

Attn: Executive Office 

http://www.osc.state.ny.us/agencies/forms/ac3271s.doc
http://www.osc.state.ny.us/agencies/forms/ac3272s.doc
http://www.osc.state.ny.us/agencies/forms/ac3271s.doc
http://www.osc.state.ny.us/agencies/forms/ac3272s.doc
https://www.osc.state.ny.us/agencies/guide/MyWebHelp/Content/XI/18/C.htm
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EXHIBIT 3

SCOPE OF WORK

and

PAYMENT TERMS

and

ADDRESS FOR INVOICES

[To Be Attached]



--

RFPFORM 1 

(REMAINDER OF PAGE LEFT INTENTIONALLY BLANK) 



Attachment to RFP  page 1 
 

Form 1 
Proposer Information and Authorized Signature;  

 Acceptance of Contract Terms; Proposer Certifications;  
Confidential Information; Signed RFP Addenda; and References 

(Proposer must complete, sign, and attach additional pages as needed; do not modify this Form or your 
Proposal may be deemed non-responsive) 

     
I. PROPOSER INFORMATION 

Firm Name: ________________________________________________________ 

Employer Identification Number (EIN): ________________________ 

Address: ___________________________________________________________ 

City: _________________________________________   State: ___________ 

Zip Code: __ __ __ __ __ - __ __ __ __  

Telephone: (_____) _____ - __________   

E-Mail Address:  _____________________________________________________ 

Contact Person (if different from Preparer, below):  ________________________ 

Please indicate below the name, title, address, telephone/fax numbers and email of the person 
who prepared this Proposal, as well as any other individual(s) with authority to negotiate and 
contractually bind the Proposer and who may be contacted during the period of proposal 
evaluation:  (attach additional pages if needed) 

Preparer’s Name/Title:  ________________________________________________ 

Address:  ____________________________________________________________ 

Telephone: (_____) _____ - __________   

E-Mail Address:  _______________________________________________________ 

Other Authorized Individual(s): 

Name/Title: ___________________________________________________________ 

Address: ______________________________________________________________ 

Telephone: (_____) _____ - __________   

E-Mail Address:  ________________________________________________________ 
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II. PROPOSER ACCEPTANCE OF CONTRACT TERMS AND CONDITONS 

 
Proposer has read this entire RFP, including the Scope of Work/Specifications and any and all 
Attachments, Appendices and Addenda and, by signing below, agrees to be bound by Appendix 
1: Terms and Conditions of Contract without qualification, negotiation or exception, except as 
may be revised by any Addenda issued. 
 
III. PROPOSER CERTIFICATIONS  

 
By signing below and submitting a Proposal in response to this RFP, Proposer and each 
person signing on behalf of Proposer hereby makes the following certifications and warrants 
under penalty for perjury that: 

1. Proposer (and each of its Subcontractors, to the extent required by this RFP) meets all of 
the Minimum Proposer Qualifications (including Technical Requirements, if any) of this 
RFP; 

2. If Proposer is an entity, then Proposer is duly organized, validly existing, and in good 
standing under the laws of its jurisdiction of organization or formation and is in good 
standing and authorized to do business in the State of New York; 

3. If Proposer is an entity, then Proposer has duly authorized, executed, and delivered its 
Proposal and has the power and authority to perform the transactions contemplated 
herein; 

4. To the best of Proposer’s knowledge and belief: (i) the prices in its Proposal have been 
arrived at independently without collusion, communication, or agreement for the 
purpose of restricting competition as to any matter relating to such prices with any 
other Proposer or with any competitor; (ii) unless otherwise required by the law, the 
prices that have been quoted in its Proposal have not been knowingly disclosed by 
Proposer and will not knowingly be disclosed by Proposer prior to contract award or RFP 
cancellation, directly or indirectly, to any other Proposer or to any competitor; and (iii) 
no attempt has been made or will be made by Proposer to induce any other person, 
partnership, or corporation to submit or not to submit a Proposal for the purpose of 
restricting competition.  If Proposer cannot make the foregoing certification, Proposer 
shall so state below and shall furnish with this Form 1 on a separate sheet of paper a 
signed statement that sets forth in detail the reasons that the Proposer cannot make 
the certification;  

 Proposer must select one of the following: 
 ____ Proposer hereby certifies 
 ____   Proposer cannot so certify and is attaching a signed, separate statement 
5. Proposer is not the subject of a finding of non-responsibility made within the previous 

four years by any governmental entity (as such term is defined in Section 139-k of New 
York State’s Finance Law) where such prior finding of non-responsibility was due to (i) a 
violation of Section 139-j of New York State’s Finance Law’s restrictions on contacts during 
the procurement process, or (ii) the intentional provision of false or incomplete 
information to a governmental entity;  

6. Proposer certifies that the Proposer has and has implemented a written policy addressing 
sexual harassment prevention in the workplace and provides annual sexual harassment  
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prevention training to all employees. Such policy shall, at a minimum, meet the 
requirements of Section 201-g of New York State’s Labor Law. If Proposer cannot make  
the foregoing certification, Proposer shall so state below and shall furnish with this Form 
1 on a separate sheet of paper a signed statement that sets forth in detail the reasons 
that Proposer cannot make the certification.  

 Proposer must select one of the following: 
 ____ Proposer hereby certifies 
 ____   Proposer cannot so certify and is attaching a signed, separate statement 
7. In accordance with Executive Order No. 177, Proposer certifies that the Proposer has 

institutional policies that prohibit harassment of and discrimination against individuals 
on the basis of their age, race, creed, color, national origin, sex, sexual orientation, 
gender identity, disability, marital status, military status, or other protected status 
under New York State Human Rights Law; 

8. Executive Order 4 (E.O. 4) directs all state agencies and public authorities (like CUNY) to 
purchase commodities, services and technology that meet approved green procurement 
specifications intended to spur reduction in the use and release of toxic substances, 
minimization of the volume of pollutants discharged into the environment, and other 
public health benefits. Proposer certifies that its commodities, services and technology 
meet approved green procurement specifications;   

9. Proposer has not knowingly violated any law in preparing or by submitting its Proposal;  
10. All statements made in the Proposal are true, complete, and correct;  
11. To the best of Proposer’s knowledge no College, CUNY, or public employee or officer, 

elected official, or person whose salary is payable in whole or in part, directly or 
indirectly, from the City of New York (“City”) or State of New York (“State”) treasury has 
any direct or indirect interest, financial or otherwise, in this RFP solicitation, Proposer’s 
Proposal, or the Contract or in the supplies, materials, equipment, work, or labor to 
which it relates or in any of the profits thereof;  

12. Proposer is not currently in default on any CUNY, State, or City contract and not in 
arrears on any CUNY, State, or City debt or tax, and has not been declared in default as 
surety or otherwise, or under any obligation to any of them within the past three (3) 
years;  

13. Proposer and its principals have not been found guilty or pleaded guilty to a crime or 
misdemeanor in any federal, State, or City court, and there is no criminal proceeding or 
indictment against Proposer pending in any such court.   If Proposer cannot make the 
foregoing certification, Proposer shall so state below and shall furnish with this Form 1 
on a separate sheet of paper a signed statement that sets forth in detail the reasons 
that the Proposer cannot make the certification;   

 Proposer must select one of the following: 
 ____ Proposer hereby certifies  
 ____   Proposer cannot so certify and is attaching a signed, separate statement 
14.  Neither Proposer nor any individual who may be assigned to provide the Services to 
 CUNY has any conflicts of interest with CUNY, or its governing bodies, committees, or 
 employees.  If Proposer cannot make the foregoing statement because of a conflict of 
 interest, Proposer shall so state below and shall furnish with this Form 1 on a separate 
 sheet of paper a signed statement describing the nature of the conflict;  
 Proposer must select one of the following: 
 ____ Proposer hereby certifies 
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 ____   Proposer cannot so certify and is attaching a signed, separate statement 
15. Proposer is proposing staff that is eligible to work on the Project and is either (i) not 

using any former employees (employed within the last two years) of CUNY or New York 
State or (ii) if Proposer is using former employees of CUNY or New York State, it shall 
obtain an opinion from the New York State Joint Commission on Public Ethics (“JCOPE”) 
that approves their participation in the Project;   

 Proposer must select one of the following: 
 ____   Proposer hereby certifies   
 ____ Proposer intends to use former CUNY employees and to obtain an opinion  
  from JCOPE 
16. This Proposal is a firm offer for a 270-day period from the Proposal Due Date; 
17. Proposer and any and all subcontractor(s) meet all the minimum qualifications 

described in the RFP applicable to them (see Section 2.1 and related Attachment); and 
18. M/WBE and/or SDVOB Status - check all that apply  NOTE:  If Proposer or any 

subcontractor of Proposer is claiming status as a New York State-certified minority-
owned, women-owned, disadvantaged business enterprise, or service disabled veteran 
owned enterprise, then evidence of such status must be provided upon request: 

___New York State-Certified Minority-Owned Business Enterprise 
___ New York State-Certified Women-Owned Business Enterprise 
___ New York State-Certified Service Disabled Veteran-Owned Business Enterprise 
___ None of the above 

  
IV. CONFIDENTIAL AND PROPRIETARY INFORMATION 

 
Please identify those page(s) of your Proposal that you believe contain confidential and 
proprietary information as defined in Section 5.3.3 of the RFP.  In addition, please explain the 
reason(s) why this information should be considered exempt from public disclosure under FOIL.  

 
V. RFP ADDENDA  

If CUNY issued Addenda in connection with this RFP solicitation, then Proposer shall attach to 
this document each Addendum signed by an authorized representative acknowledging receipt 
and acceptance.  

 VI. REFERENCES 

Complete the attached Reference Form for each of the references that you provide as required 
by Attachment 4.  

(continued on following page) 
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Before signing below, please confirm that you have: 

1. Made a selection pursuant to Part III, #4
2. Made a selection pursuant to Part III, #6
3. Made a selection pursuant to Part III, #13
4. Made a selection pursuant to Part III, #14
5. Made a selection pursuant to Part III, #15
6. Completed Part III, #18
7. Identified any pages in your Proposal containing confidential and proprietary

information, and explained why this information should be considered exempt from
disclosure under FOIL, pursuant to Part IV

8. Included each RFP Addendum signed by an authorized representative of Proposer
9. Included all Reference Forms required by Part VI
10. Included completed Forms 2 through 6 (signed and notarized to the extent required by

their terms)

Signature of Authorized Representative of Proposer: __________________________________ 

Print Name of Signatory:__________________________________ 

Print Title of Signatory: _________________________________ 

Date: ____________________________ 
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