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INTENT, KEY DATES, BACKGROUND, MINIMUM QUALIFICATIONS 

The New York City Department of Education (NYCDOE) on behalf of the Division of School Leadership (“DSL”) is seeking 
proposals from qualified organizations experienced in and capable of providing hosting, support and development for the 
existing web-based iPlan Portal.   
 

Portal revisions are required by state and federal mandates under Every Student Succeeds Act (ESSA) and Title 1. It is a 

collaborative online educational planning and progress-monitoring tool for Central offices, School Leadership and District 
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Leadership teams at approximately 1800 schools and administrative offices in more than 1,350 buildings throughout the 

five boroughs. 

 

Key Events and Dates  

 

Key Events and Dates 

Event Date Time 

Bid Release 8/12/2025  

Contractor Question Submission End Period 8/26/2025 5:00 PM EST 

Authorized Answers Issuance 9/12/2025  

Proposal Due Date 9/30/2025 4:00 PM EST 

Please note: Proposal responses received after the proposal due date and time will not be accepted.    

 

Question and Answer 

Any inquiry regarding this solicitation must be made in writing. No telephone calls will be accepted regarding this 
solicitation. All questions must be submitted in the format below. 

ID # Page 
Reference 

Section or Category Question 

1 
  

 

2 
  

 
3 

  
 

All Questions and Proposals must be submitted via electronic mail to:  

Charles Blair 
NYC Dept. of Education 
E-mail: cblair@schools.nyc.gov  

Proposal questions may be submitted at any time to the e-mail address prior to the deadline for submitting written 
questions. 

The deadline for submitting questions on this Proposal is no later than 5:00P.M. EST, [August 26, 2025]. Proposers 
are advised that the NYCDOE will not respond to inquiries received after this date. All queries will be addressed in the 
written Q&A document, which will be published on or about [September 12, 2025]. 

Proposers should not rely on any representations, statements, or clarifications not made in this proposal or a formal 
addendum. Notwithstanding the foregoing, if the NYCDOE issues an addendum, proposers shall rely on the 
information contained in such addendum. 
 

 

Minimum Qualifications 
Proposers must submit supporting documentation with their responses that prove Minimum Qualification 
Requirements have been met. Proposals that fail to meet all minimum qualifications will not be considered and will be found 
non-responsive. 
 

• Proposer(s) must be certified as a Minority/Women-owned Business Enterprise (MWBE) by NYC Small 
Business Services upon date of the award. NYC M/WBE Certification MUST be maintained/not expired 6 months 
after the candidate submission date. 

• Proposer(s) must be a for-profit entity. Individuals are not eligible to submit proposals for this solicitation. 

• Proposer (s) must subcontract no more than 40% of the total contract value, if subcontracting is required.  

mailto:cblair@schools.nyc.gov
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The entity submitting the proposal must meet all minimum qualifications as stated herein. Proposals that fail to meet all 
minimum qualifications will not be considered. 
 

Award Methodology: 

Proposals will be accepted from firms actively engaged in providing the services specified in this solicitation. DOE reserves 

the right, before making an award, to take any action necessary to determine a bidder’s fitness, reliability and ability to 

perform the services requested by the DOE. 

All proposals received by the due date and time and at the location specified in this solicitation will be evaluated to determine 

whether the proposing entity meets the Minimum Qualification Requirements. Submissions that fail to show that the 

Minimum Qualification Requirements are met will not receive further consideration. Proposers must submit supporting 

documentation with their responses which are required by the Minimum Qualification Requirements. 

i. The DOE reserves the right to interview a short list of vendors based on the initial scoring whose proposals scored 
highest evaluation. 

ii. An Evaluation Committee, consisting of at least three (3) DOE employees, will evaluate proposals. 
iii. Vendors will be evaluated without consideration to the order the proposal was submitted. 
iv. The DOE reserves the right to request additional information from the proposer(s) before final approval of a selected 

vendor, conduct interviews and/or to request that proposers make presentations, as DOE deems applicable and 
appropriate. 

v. The DOE reserves the right to verify professional references and reject any vendor who receives poor reviews or who 
provides inaccurate or inconsistent information. 

vi. The DOE reserves the right to award a contract on the basis of an initial proposal received, without discussions: 
therefore, the proposer’s initial proposal should contain its best programmatic and price terms. 

vii. Upon contract award, the vendor will be notified. The vendor will then be responsible for preparing the project of the 
assignment and for ensuring that the resources are ready to start on the time, date, location and other pertinent 
information specified by the DOE. 

Evaluation 
Contract will be awarded to the responsive and responsible proposer who offers the best value to the DOE’s needs as 
described below and determined to be the most advantageous to the City based upon the “Best Value Method” taking into 
consideration the criteria which is set forth in this solicitation. Below is the criteria which will be used to evaluate 
responses which meet the Minimum Qualifications: 

 

Criteria Percentage 

Price 50% 

Program Plan 30% 

Organizational Capacity 10% 

Demonstrates Effectiveness 10% 

Total 100% 

 

Evaluation Methodology 

Program Plan 

The Program Plan must be a clear, detailed, rational, and concise description of the overall program content, structure and 

methodology on how the Proposer’s program will provide the services required in the Scope of Services listed below. 

The Program Plan must show a clear understanding of the services required in this Proposal and demonstrate how the 

proposed plan will meet the goals and objectives of the Proposal. The proposal must contain a work plan indicating 

approximate dates and frequency of the services you will provide. Also, the proposal must include how the proposer 

assesses and reports its success in providing these services. 
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Scope of Services 

The Program Plan must demonstrate how the organization will: 

Collaborate in envisioning required future developments of the site as well as implementing changes and updates that 

streamline the workflows for the userbase and ell as administrative tasks such as but not limited to user provisioning, content 

management, document templates development, user roles, etc.  

Support I Plan’s annual cycle central, district, and school workflows for improvement beginning in April, when content from 

the previous school year’s documents is rolled over into the new year’s plans. 

Prepare to implement new features and tools into iPlan to satisfy mandates from local, state, and federal education 

agencies. 

Ensure that the Plan Portal meets WCAG (Web Content Accessibility Guidelines) 2.0 AA standards. 

Update and ensure the iPlan Portal App must be available via all browsers, desktop, and mobile devices 

Outgoes the online CEP (Comprehensive Education Planning) and other documents into a PDF format.  

Enable all plans and abbreviated abstracts to be posted directly on iPlan in a HTML format in-line with accessibility and 

translation requirements with an available PDF version to download.  

Update the existing content management system for customization of modular templates to create documents hosted on 

the Portal and managed by DOE web admins.  

Allow DOE web admins to build documents fully and autonomously from year to year, as well as being able to manage 

creating and organizing documents for future years.   

Include common editing and reviewing features like current document development platform.  

Continue to maintain a full dashboard that allows DOE web admins to download all data necessary to generate custom 

reports on content contained within all planning documents on the school, district, and central levels.  

Create an intuitive, user-friendly dashboard where end users can check off boxes for each field, they wish to generate a 

report on and have the Portal generate an excel spreadsheet with the data for those selected fields. 

Creating a suite of features should also be extended to document workflow statuses, section completion, and individual 

question.  

Develop a communication system that allows administrators to communicate user-specific messages/emails to targeted 

and systemwide users.   

Develop school and district workspaces that can be accessed by leadership teams as they develop their comprehensive 

education plans. The workspace should include the ability to host and develop documents, graphs, charts, links, and 

recordings. 

Develop a webpage navigation framework to allow users to navigate to any section or document through on-demand menus 

and a streamlined user interface. 

Develop a commenting system that/highlights text and refer to the selected text within their document comments in an 

excerpt, allowing comments to point to things specifically in line. 

Develop a system and structure to indicate to users’ specific information or incomplete document sections upon document 

submission or other workflow step in the CEP annual cycle.  

Reconfigure and update the Portal to allow for new features and documents and the ability to gauge specific page/feature 

usage (IE, activity around Annual Goal completion as one example).  

Develop a framework to allow the ability for admins to pre-populate or ingest data to specific fields/questions/tables from 

existing data sources as needed within school and district documents. 

Please note: Proposer must include in the proposal whether or not Proposer will be using an automobile during the provision 

of services. If applicable, evidence of the appropriate motor vehicle liability insurance coverage will be required. 
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Organizational Capacity 

In this section, Proposer must show evidence of adequate human, organizational, technical, and professional resources, 

and abilities to meet the needs of this Proposal. Organizational capacity shall include compliance with NYCDOE and other 

relevant administrative and operating policies and procedures, in addition to the capacity to provide services. Include, but 

do not limit to the following: 

An organizational chart of the overall company responding to this Proposal. Include subcontractor(s) information, if any, 

within the organizational chart. Be sure to designate information as subcontractor titles and not as the submitting 

organization’s personnel. 

A program specific organizational chart showing the specific titles and, if available, employees who will be slated to work on 

this project. Also, if applicable, include an approximate percentage of the award that will be allotted to any subcontractor(s) 

contributing to work on the program. 

Resumes and, if applicable, copies of appropriate licenses/certifications of key personnel who will provide the proposed 

services. Include information for all subcontractors, if any, who will be working on the program within the Program. 

Your organization’s maximum capacity, in terms of number of schools and districts or staff that your organization can provide 

services to within a school year and/or summer, based on current staffing levels. Personnel available for the various 

components of proposed services, such as speakers, consultants, on-site mentors, and workshop presenters who are not 

full-time employees. 

The organization provides examples of how they have resources or staff available that can provide a continuum of services 

should staff assigned to the project or a task is no longer available. 

 

Demonstrated Effectiveness 

Proposer shall include a description of all prior experience in the execution of the proposed services or similar services and, 

in addition to the information submitted to meet the required Proposal Minimum Qualifications. Include: Details of Proposer’s 

background, qualifications, and experience in providing these specific or related services. 

Details on the methods used and objectives, and the results obtained by those methods.  Provide objective data, if available. 

(The NYCDOE reserves the right to verify any experience presented.) Any experience working in public schools or with a 

public school system. Proposer must submit two (2) letters of reference from organizations that have paid the proposer 

directly for the same or similar services as detailed in this Proposal. Each reference must state the date(s), location(s), and 

description of the service(s) provided. 

If any, list of government contracts, including with the NYCDOE, awarded to the proposer in the past three (3) years. The 

NYCDOE reserves the right to verify a proposer’s performance in the execution of such contracts. Experience in reviewing, 

utilizing or updating existing Cloud-based code. Maintain consistent site performance throughout the year, as well as 

handling peak activity periods and supporting the performance of the portal during those times. Respond to and follow up 

with end user admins at DOE for support and assistance with technical issues beyond the scope of website administration. 

 

Appendix F: Pricing Form 

Proposers must complete the line-item pricing form in accordance with the instructions in Appendix F. 

The Pricing Form requires unit prices. Unit prices must include all of the costs associated with the services in the proposal 

for which a Proposer will be charging the NYCDOE. Proposers will not be able to invoice for items not included on the 

finalized budget. 

Any materials offered through this contract must be ancillary to the services provided. 

Unit prices for Cloud-based hosting and management are to be incorporated and clearly stated in the Pricing Form. 

 

Contract Term 

Initial Term (3 years) - The Agreement will commence on or about 07/01/2026 (Commencement Date). 
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Extension Terms – At its sole option, DOE may choose to extend the Agreement for two (2) additional one (1) year terms. 

If DOE chooses to exercise such options, DOE will provide the Contractor notice in writing of its intention at least 30 days 

before the termination of the current term. 

This is a requirements contract and is intended to cover, during the period of the contract, the requirements for developing, 

monitoring, maintaining, posting, revising, and hosting for “iPlan” delivered to various locations throughout the Board of 

Education of the City of New York. 

The successful proposer will be required to perform all the deliverables described within the proposal blank for all 

components. Proposals for portions of any of the components will not be accepted.  

The estimated start date of the awarded contract will be July 2026. 

General Conditions 

i. Contractor(s) will comply with the terms and conditions of contract with DOE.   

ii. The agency has implemented a not-to-exceed hourly rate for each position.   

iii. The award will be made at the rate agreed upon, quoted and/or specified for each position.   

iv. All proposers are on notice that this procurement is subject to New York City Office of the   

v. Comptroller Directive 31: By submitting a proposal, the proposer agrees, if selected for award, to comply with the 

Directive in all respects, and provide any pricing and timecard information to DOE upon its request. This includes, but is 

not limited to, calculation of its mark-up for labor and/or material.  See Directives: 

https://comptroller.nyc.gov/services/for-city-agencies/comptrollers-directives-and-memoranda/directives-and-

memoranda/ 

vi. DOE reserves the right not to award any contracts.   

vii. DOE reserves the right to award to multiple vendors.   

viii. DOE reserves the right to award the positions to the same vendor or any combination of vendors.   

ix. Contractors must respond to at least one position through this solicitation to be considered for award.   

x. Contractors responding to this solicitation must have their candidate(s) available for an interview for the evaluation 

process.   

xi. DOE reserves the right to conduct interviews for at least three (3) perspective candidate(s) per position through this 

solicitation.   

xii. DOE reserves the right and has the option to conduct an interview by telephone and/or in person for selected, qualified and 

proposed candidates only, as determined by DOE after initial technical scoring.   

xiii. Changes in staff (replacements) MUST be pre-approved by DOE and available no more than two weeks after the request. 

The replacement consultant(s) MUST meet the specifications of the position as stated in this solicitation. The consultant will 

be supplied at the same or mutually agreed upon (lower) hourly rate.   

xiv. All approved hourly rates for consultant replacement(s), are subject to DOE approval with a written confirmation and start 

date from the DOE Budget and Invoicing Unit.   

xv. DOE reserves the right to decrease the bill rate(s), based on the financial and/or economic needs of the City with a thirty 

(30) day notice.   

xvi. DOE reserves the right to utilize consultant hours at DOE’s discretion. It is the assumption that a consultant will work five 

(5) day work week at seven (7) hours per day unless otherwise agreed.   

xvii. During the course of this contract, positions may be eliminated. DOE reserves the right to increase or decrease the quantity 

of position assignments required. DOE reserves all rights in determining which consultant from the selected vendor, will 

work on what assignment and in what order.   

xviii. DOE shall enter Consultants into the CyberShift system for timekeeping purposes. The system is based on actual time 

entered by the consultant and is to be utilized by all consultants for invoicing and payment purposes at the contracted 

rate(s). Each consultant’s hours must be worked within the scheduled daily work hours, identified in Cybershift and agreed 

upon by the Project Manager.   

xix. Overtime work, outside of the daily work hours/schedule, may be required on an as needed basis as determined by the 

DOE Project Manager and is based on the financial and/or economic needs of the city. The consultant will be compensated 

for any final approved overtime worked and identified in CyberShift at the approved bill rate.   

https://comptroller.nyc.gov/services/for-city-agencies/comptrollers-directives-and-memoranda/directives-and-memoranda/
https://comptroller.nyc.gov/services/for-city-agencies/comptrollers-directives-and-memoranda/directives-and-memoranda/
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xx. Monthly payments will be automatically calculated based upon the actual number of work hours completed, identified and 

approved on the Time Sheet from the CyberShift System.   

xxi. DOE reserves the right to cancel the contract(s), resulting from this solicitation, anytime during the life of the contract for 

any reason that benefits the agency’s needs.   

xxii. If a contract is canceled, the consultant will be paid at the hourly rate for any services rendered satisfactorily performed and 

approved by DOE’s designee.  After cancellation of contract, DOE will not be responsible for any Contractors’ rights to lost 

profits.   

xxiii. In case a contract is terminated during the first 12 months of the contract award, the Agency reserves the right to award 

the next highest scored proposer of the original proposal submissions.   

xxiv. If it is determined that false or inaccurate information has been submitted by a Contractor with regard to a proposed 

candidate(s), the Agency may disqualify the candidate from further consideration for any targeted assignments and reserve 

the option to disqualify the Contractor.    

xxv. If at any time during the course of the contract DOE or the City of New York finds any type of misrepresentation to violate 

the contract/award on the original vendor’s part, DOE has the right to reject and refuse payment or compensation for any 

completed/approved work. 

xxvi. DOE does not pay for and must not be billed for the following holidays: New Year’s Day, Martin Luther King Day, President’s 

Day (Washington’s Birthday), Memorial Day, Independence Day, Labor Day, Columbus Day, Election Day, Veterans’ Day, 

Thanksgiving Day, Christmas Day 

xxvii. Please note: If the awarded NYC Certified MWBE prime vendor plans to subcontract a portion of the contract 

to other firms, whether or not MWBE certified, the maximum percentage allowed for subcontracting as 

stipulated in this contract is 40%. If the subcontracting percentage exceeds 40%, the prime vendor will be 

disqualified, and the DOE will not move forward with the award. 

Proposals will be accepted from firms actively engaged in providing the services specified in this solicitation. DOE reserves 

the right, before making an award, to take any action necessary to determine a proposer’s fitness, reliability, and ability to 

perform the services requested by the DOE. 

Submission Procedure  

Proposals for this solicitation are due by September 30, 2025, at 4:00 PM EST. DOE will not accept any proposals after the 
due date and time. 

All Proposals must be submitted via electronic mail as Adobe Acrobat pdf format or Microsoft Word (Office 2013 or better) 
and emailed to cblair@schools.nyc.gov 

Include: Email Subject Line: # R1280 – MWBE I Plan Web Portal – Submission 

Required Proposal Content: 

1) Organizational Cover Letter/Background  
2) Signature Page  
3) Resumes 
4) NYC MWBE Certification 

 

Reference Documents 

The following documents should be compiled now for expediency, but do not need to be submitted until you are 
notified of potential award: 
 

1) Insurance Certificate or Certification by Insurance Broker form   
2) Tax Affirmation Form  
3) Iran Divestment Act Compliance Rider  

mailto:cblair@schools.nyc.gov
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4) Doing Business Data Form 
5) Equal Employment Opportunities “Workforce Profile Form” and Policy Statement 
6) Copy of W9 
7) IRS 147C Letter, which can be requested from the Internal Revenue Service (IRS) 
8) PASSPort Online Disclosures, NYS Application for Authority, EFT  

 

PETS – PERSONNEL ELIGIBILITY TRACKING SYSTEM 

This is the DOE’s web-based database that allows the Contractor or DOE Staff to enter Contractor Staff information into a 
roster (the “PETS Roster”) in order to monitor the fingerprinting status of each Contractor Staff member.  
 
All Contractor “Staff” must undergo fingerprinting and a background check by the DOE Office of Personnel Investigation 
Unit. Staff shall include any and all of Vendor’s, or its subcontractors’ (if any), employees, officers, directors, members, 
partners, agents, or consultants who, at any time during the Term of the agreement, have direct contact with Students; or 
work in or visit a location during times that Students are present unless such contact is only on an incidental and supervised 
basis; or provide online services to Students and have contact with Students via telephone, email or internet; or have regular 
access to Students’ confidential information and data. Vendors shall also include any Staff who becomes affiliated with 
Vendor or its Subcontractors after execution of the Agreement and who applies to the aforementioned criteria.  
 
Contractors or the DOE have an obligation to enter Contractor staff information into the PETS roster before staff starts 
providing services and staff security clearance must be verified as a condition of employment/acceptance of award in Tier 
II and update PETS roster as new staff members are hired and as staff status changes.  
 
Once a consultant is nominated for a position in the PETS Roster by the Contractor, the Consultant will receive an email 
with instructions to log into the Applicant Gateway. The Consultant must complete, and e-sign all required forms in Applicant 
Gateway, print out the Fingerprint Referral Form and schedule an appointment through the IdentoGo website with the 
NYCDOE provided Service Code.  

 
Organizational Cover Letter/Background: 
 

The proposer MUST submit a detailed profile of their organization, maximum of four (4) pages. The Cover Letter of the proposal should 
clearly specify that the Proposer is not raising any exceptions to the terms and conditions mentioned in this solicitation. 

At a minimum, include: 

• Company history 

• Size of workforce 

• Management information 

• Financial stability/ability to perform the services outlined in this Solicitation 

• Major success stories,  

• Listing of major clients of the organization is relevant to the required services. 

 

Attach or Provide Information Below or on separate sheet 

 
 
 
 
 
 
 

 

 

 

Signature Page 
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The Contractor Submission must be fully and properly executed by an authorized person. By signing you certify your express 

authority to sign on behalf of yourself, your company, or other entity and full knowledge and acceptance of this Proposal 

(including any Questions/Answers or Addendums), the GSA Contract and that all information provided is complete, true and 

accurate. 

The Authorized User will not be held liable for any cost incurred by the Contractor for work performed in the preparation of 

a response to this Proposal or for any work performed prior to the formal execution of an Authorized User Agreement. 

Responses to the Proposal must be received as specified in Key Dates and Events. Contractor assumes all risks for timely, 

properly submitted deliveries of this Proposal response.  A Contractor is strongly encouraged to arrange for delivery of 

Proposal responses prior to the date of the Proposal opening.  LATE PROPOSAL RESPONSES may be rejected. The time 

received of Proposal responses will be determined by the clock at the Authorized User’s location. 

Contractor’s Federal Tax Identification Number DOE Vendor Identification Number (if have one) 

  

Legal Business Name of Company Responding (must match the OGS Centralized Contract):  

D/B/A – Doing Business As (if applicable):  

GSA Contract Number: 

Contractor’s Signature: 

 

Printed or Typed Name: 

      

Title: 

      

Date: 

      

Contractor’s Email:   

      

Contractor’s Phone Number:   

      

 CONTRACTOR DECLINES TO RESPOND TO THE PROPOSAL for the following reasons: 
      

 Insurance Affirmation: All insurance forms as per Lot requirements have been provided to OGS and are up to date. 
  

 Additional Incentives 
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Signature Page (continued) 

 

INDIVIDUAL, CORPORATION, PARTNERSHIP, OR LLC ACKNOWLEDGMENT 

 

 

STATE OF       } 

 } SS.:       

COUNTY OF       } 

 

On the     ______day of      ____________________ in the year 20   __, before me personally appeared  

     ____________________, known to me to be the person who executed the foregoing instrument, who, being duly 

sworn by me did depose and say that _he maintains an office at      ________________, and further that:   

 

[Check One] 

☐ 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 Public 

Registration No. 
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Insurance Requirements & Certificate of Insurance Sample 

Insurance Requirements 

Upon award the Contractor shall not commence performing services under this Contract unless all insurance required by 

the Contract is in effect. The Contractor shall ensure continuous insurance coverage in the manner, form, and limits required 

by this Contract. 

Contractor shall maintain Commercial General Liability Insurance covering Contractor as Named Insured and the City of 

New York (the “City”) and the Board of Education of the City School District of the City of New York, together with their 

respective officials and employees, as Additional Insureds in the amount of at least $1,000,000 per occurrence for bodily 

injury (including death) and property damage, $1,000,000 for personal and advertising injury, and an aggregate limit of at 

least $2,000,000. Such insurance shall protect the Board, the City and Contractor from claims that may arise from any of 

the operations under this Agreement. Coverage under this insurance shall be at least as broad as that provided by the most 

recently issued Insurance Services Office (“ISO”) Form CG 00 01. There is no obligation that ISO Form CG 00 01 itself be 

used, provided the alternative form contained in its policy provides coverage at least as broad as the specified form. 

1. Such Commercial General Liability Insurance shall name the City of New York, and the Board of Education of the City 

of New York, together with their respective officials and employees, as Additional Insureds with coverage at least as 

broad as the most recently issued ISO Form CG 20 10 or CG 20 26. There is no obligation that ISO Form CG 20 10 

or CG 20 26 itself be used, provided that the alternative provision or endorsement contained in its policy provides 

coverage at least as broad as the specified form.  

2. All required insurance policies shall be maintained with companies that may lawfully issue the required policy and 

have an A.M. Best rating of at least A-/VII, a Standard & Poor’s rating of at least A, a Moody’s Investors Service rating 

of at least A3, a Fitch Ratings rating of at least A-, or a similar rating by any other nationally recognized statistical 

rating organization acceptable to the City Corporation Counsel, unless prior written approval is obtained from the City 

Corporation Counsel. 

3. Contractor shall not obtain or use any insurance policy(ies) or contract(s) for purposes of this Agreement that contains 

any endorsement exclusions relating to an additional insured’s negligence, relating to the maintenance, use and 

operation of an additional insured’s realty or personality, or relating to any other activities by an additional insured 

that arise from, or in the context of, this Agreement.   

4. All insurance policies shall be primary (and non-contributing) to any insurance or self-insurance maintained by the 

City or DOE. 

5. Certificates of Insurance or certified copies of policies for insurance required in this Article must be submitted to and 

accepted by the Board prior to or upon execution of this Agreement. All such Certificates of Insurance shall be 

accompanied by the required additional insured endorsements and a duly executed “Certification by Insurance Broker 

or Agent” in the form available at: https://infohub.nyced.org/docs/default-source/default-document-

library/procurement-insurance_certification_by_broker_form.pdf?sfvrsn=52b89163_2. In lieu of submitting a 

Certificate of Insurance, the Contractor may submit a copy of a required policy as certified by an authorized 

representative of the issuing insurance carrier. The Board’s receipt of such proof of insurance shall be a condition 

precedent to any payment by the Board to the Contractor under this Agreement.  

6. Contractor shall provide the Board and the New York City Law Department with a copy of any policy required under 

this Article upon the demand for such policy by the Board or the New York City Law Department. 

7. Insurance coverage in the amounts provided for herein shall not constitute a limit of Contractor’s liability and shall not 

relieve Contractor for any liability that might exceed such amounts, nor shall the Board or the City be precluded from 

taking such other actions as are available to the Board and/or City under any other provisions of this Agreement or 

otherwise. 

8. Whenever notice of loss, damage, occurrence, accident, claim or suit is required under the Commercial General 

Liability policy, Contractor shall provide the insurer with timely notice thereof on behalf of the Board and the City of 

New York. Such notice shall be given even where Contractor may not have coverage under such policy (for example, 

where one of Contractor’s employees was injured). Such notice shall expressly specify that “this notice is being given 

on behalf of the City of New York, and the Board of Education of the City School District of the City of New York, 

including their respective officials and employees, as Additional Insureds” and contain the following information: the 

number of the insurance policy; the name of the named insured; the date and location of the damage, occurrence, or 
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accident; the identity of the persons or things injured, damaged, or lost; and the title of the claim or suit, if applicable.  

Contractor shall simultaneously send a copy of such notice to the City of New York c/o Insurance Claims Specialist, 

Affirmative Litigation Division, New York City Law Department, 100 Church Street, New York, New York 10007 and 

the Chancellor and/or their designee. If Contractor fails to comply with the requirements of this paragraph, Contractor 

shall indemnify the Board and City, including their respective officials and employees, for all losses, judgments, 

settlements and expenses, including reasonable attorneys’ fees, arising from an insurer’s disclaimer of coverage 

citing late notice by or on behalf of the Board and City, including their respective officials and employees. 

Insurance Policy Deductibles or Retentions 

Any deductibles or retentions in excess of $5,000 shall be disclosed by the Contractor and shall be subject to advance 

written approval by the Chancellor or designee. Any deductible or retention amounts elected by the Contractor and/or 

imposed by the Contractor’s insurer(s) shall be the sole responsibility of the Contractor. The Contractor shall be permitted 

to provide insurance of any type required under this Contract by means of a self-insurance program (or make use of any 

self-insured retention)  only in the event (a) such program provides the BOE and the City, including their respective officials 

and employees, with all rights that would be provided by traditional insurance required by this Contract including, but not 

limited to, the defense obligations that insurers are required to undertake in liability policies, and (b) such self-insurance 

program is approved in advance by the Chancellor or designee. If the Contractor desires to provide any such insurance by 

means of a self-insurance program, the Contractor shall submit a statement satisfactory to the Chancellor or designee, 

signed by a party authorized to bind the Contractor and acknowledged by a notary public, by which the Contractor (i) affirms 

that such self-insurance program provides at least the same level of coverage as required by this Contract, (ii) agrees to 

assume responsibility for satisfying all obligations of the self-insurance program if such program for any reason fails to do 

so, and (iii) provides the BOE with the name and address of the office or official of its self-insurance program who is 

responsible for satisfying the self-insurance obligations. The foregoing requirements for advance approval include, but are 

not limited to, the Contractor’s formation of, and/or participation in, any other alternative risk management arrangement(s) 

as a substitute for a traditional insurance policy(ies). In addition, the Contractor must provide the BOE Contract Manager 

with a written set of detailed rules and procedures for the BOE and/or the City to file a claim(s) and to obtain coverage under 

any risk retention fund(s) and/or any other alternative risk management arrangement(s) including, but not limited to, any 

required claim form(s), contact information, and any information required to be submitted with a claim(s). The Contractor’s 

rules and procedures for submitting a claim(s) and obtaining coverage under any risk retention fund(s) and/or any other 

alternative risk management arrangement(s) shall be subject to approval by the Chancellor or Designee. Approval of any 

proposed self-insurance program, other alternative risk management arrangement(s) and the rules and procedures for 

submitting a claim(s) and obtaining coverage is at the sole discretion of the BOE. As determined by the Chancellor or 

Designee, any unreasonable failure and/or refusal by the Contractor and/or its agent(s) to accept and process a claim(s) 

from the BOE, the City and/or their agent(s) and/or any unreasonable disclaimer(s) of coverage by the Contractor and/or its 

agent(s) shall entitle the BOE to deduct from any compensation due and owing to the Contractor the amounts, as determined 

by the BOE and/or the City, of any and all resulting losses, damages, expenses (including, but not limited to, reasonable 

attorney fees), claims, demands, judgments, suits, allegations, liabilities, settlements and/or other costs that the BOE and/or 

the City, including their respective officials and employees, shall incur regarding any affected claim(s) and/or denial of 

coverage.  The foregoing provisions shall apply equally to any subcontractor(s).  
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This is a sample certificate. As applicable, upon contract award, obtain an original certificate from your insurance broker 
and submit. The City of New York and the Board of Education of the City School District of the City of New York must be 
included as additional insured, not merely as certificate holders. 

 
The Board of Education of the City School District of the City of New York and the City of New York, including 
their respective officials and employees are additional insured. 
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Certification by Insurance Broker Form 

CERTIFICATES OF INSURANCE 

Instructions to The New York City Board of Education 

 

All certificates of insurance (except certificates of insurance solely evidencing Workers’ Compensation Insurance, 

Employer’s Liability Insurance, and/or Disability Benefits Insurance) must be accompanied by one of the following:  

 

(1) The Certification by Insurance Broker or Agent on the following page setting forth the required information and 

signatures.  

 

- OR - 

 

(2) A copy of the complete insurance policy(ies) as certified by an authorized representative of the issuing insurance 

carrier. If any policy is not available at the time of submission, certified binders may be submitted until such time as the 

policy is available, at which time the Contractor shell submit a certified copy of the policy.  
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Certification by Insurance Broker Form (continued) 

NEW YORK CITY BOARD OF EDUCATION 
CERTIFICATION BY INSURANCE BROKER OR AGENT 
The undersigned insurance broker or agent represents to the New York City Board of Education and the City of New York 
that the attached Certificate of Insurance is accurate in all material respects.  
 
_______________________________________________________  
  [Name of broker or agent (typewritten)]. 
 
_______________________________________________________  
[Address of broker or agent (typewritten)]  
 
_______________________________________________________  
[Email address of broker or agent (typewritten)]  
 
_______________________________________________________  
[Phone number/Fax number of broker or agent (typewritten)]  
 
_______________________________________________________  
[Signature of authorized official, broker, or agent]  
 
_______________________________________________________  
[Name & title of authorized official, broker, or agent (typewritten)] 
State of ……………………….)  

) ss.:  
County of ……………………..)  
Sworn to before me this _____ day of ___________ 20___  
 
_____________________________________________________  
 

NOTARY PUBLIC FOR THE STATE OF ____________________ 
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PASSPort Online Disclosures, NYS Application for Authority, EFT  

PASSPort: All organizations intending to do business with the City of New York must complete an online disclosure process 

to be considered for a contract. In anticipation of awards, companies must create online accounts in the new Procurement 

and Sourcing Solutions Portal (PASSPort) and file all disclosure information (formerly known as Vendor Information 

Exchange System (VENDEX) Forms or Certificate of No Change). For additional information, email the PASSPort support 

team at help@mocs.nyc.gov.  

 

NYS Division of Corporation Registration/NYS Application for Authority enrollment through the NYS Division of 
Corporations, State Records and UCC via https://www.dos.ny.gov/corps/buscorp.html  
 

Enroll for Direct Deposit (“EFT”) Payments (Awarded vendor) via: https://www1.nyc.gov/site/finance/about/doing-
business-with-nyc-direct-deposit-program.page  
 

Pricing Sheet  

Complete Financial Submission sheet (Attachment F) 

 
Proposal 
· Proposal MUST be restricted to a maximum of 15 pages. 
· Proposals must clearly demonstrate the vendor’s meets DOE’s requirements. 
· When a Contractor submits resources for the project team, it will be assumed that those resources have agreed, prior to 
the Proposal submission, to perform the services. 
 

Reference Form 

Provide a minimum of two (2) references. At least one reference must be from within the last 24 months. Those providing 

references must have first-hand knowledge of the vendor’s ability to perform the type of services requested in this 

solicitation. DOE will contact these references and document the results of these contacts. If the DOE cannot contact at 

least one (1) reference (after repeated attempts), the candidate will be made ineligible for evaluation / selection  

 Reference #1 Reference #2 

Name     

Company   

Title    

Phone Number   

Email    

Project Details    

 

  

mailto:help@mocs.nyc.gov
https://www.dos.ny.gov/corps/buscorp.html
https://www1.nyc.gov/site/finance/about/doing-business-with-nyc-direct-deposit-program.page
https://www1.nyc.gov/site/finance/about/doing-business-with-nyc-direct-deposit-program.page
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Tax Affirmation  

A F F I R M A T I O N 

The undersigned prospective awardee/contractor affirms and declares that said prospective awardee/contractor is not in 

arrears to the City of New York upon debt, contract or taxes and is not a defaulter, as surety or otherwise, upon obligation 

to the City of New York, and has not been declared not responsible, or disqualified, by any agency of the City of New York, 

nor is there any proceeding pending relating to the responsibility or qualification of the prospective awardee/contractor to 

receive public contracts.  

Full name of prospective awardee/contractor  

____________________________________________________________  

Address______________________________________________________  

City___________________State________________  

Zip_____________  

CHECK ONE AND INCLUDE APPROPRIATE NUMBER:  

( ) A Individual or Sole Proprietorship  

SOCIAL SECURITY NUMBER ________________________  

( ) B  Partnership, Joint Venture or other unincorporated organization  

Employer Identification Number ________________________  

( ) C  Corporation  

Employer Identification Number ________________________  

 

By:______________________________  

Signature  

     ______________________________  

Title  

(Must be signed by an officer or duly authorized representative.) 

If a corporation, place seal here:  

 

 

Under the Federal Privacy Act the furnishing of a Social Security Number by prospective awardees/contractor on City 

contracts is voluntary. Failure to provide a Social Security Number will not result in disqualification. Social Security Numbers 

will be used to identify prospective awardees/contractor to ensure their compliance with law and regulation and to assist the 

City in enforcement these laws and regulations. 
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Iran Divestment Act Compliance Rider 

NEW YORK CITY CONTRACTORS 

The Iran Divestment Act of 2012, effective as of April 12,2012, is codified at State Finance Law ("SFL") $165-a and 

General Municipal Law ("GML") $103-9. The lran Divestment Act, with certain exceptions prohibits municipalities, 

including the City' from entering into contracts with persons engaged in investment activities in the energy sector of Iran. 

Pursuant to the terms set forth in SFL $f65-a and GML $103-g, a person engages in 

investment activities in the energy sector of Iran if: 

 

(a) the person provides goods or services of twenty million dollars or more in the energy sector of lran, including a 

person that provides oil or liquefied natural gas tankers, or products used to construct or maintain pipelines used 

to transport oil or liquefied natural gas, for the energy sector of lran; or 

(b) The person is a financial institution that extends twenty million dollars or more in credit to another person' for 

forty-live days or more, if that person will use the credit to provide goods or services in the energy sector in Iran 

and is identified on a list created pursuant to paragraph (b) of subdivision three of Section 165-a of the State 

Finance Law and maintained by the Commissioner of the Office of General Services. 

 

A bid or proposal shall not be considered for award, nor shall any award be made where the bidder or proposer fails to 

submit a signed and verified bidder's certification. 

Each bidder or proposer must certify that it is not on the list of entities engaged in investment activities in Iran created 

pursuant to paragraph (b) of subdivision 3 of Section 165-a of the State Finance Law. In any case where the bidder or 

proposer cannot certify that they are not on such list, the bidder or proposer shall state and shall furnish with the bid or 

proposal a signed statement which sets forth in detail the reasons why such statement cannot be made. The City of New 

York may award a bid to a bidder who cannot make the certification on a case-by-case basis if: 

(1) The investment activities in lran were made before the effective date of this section (i.e., April l2r20l2) the 

investment activities in Iran have not been expanded or renewed after the effective date of this section and the 

person has adopted, publicized and is implementing a formal plan to cease the investment activities in lran and to 

refrain from engaging in any new investments in lran: or 

(2) The City makes a determination that the goods or services are necessary for the City to perform its functions 

and that, absent such an exemption, the City would be unable to obtain the goods or services for which the 

contract is offered. Such determination shall be made in writing and shall be a public document. 
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Iran Divestment Act Compliance Rider (continued) 

BIDDER'S CERTIFICATION OF COMPLIANCE WITH 

IRAN DIVESTMENT ACT 

Pursuant to General Municipal Law §103-9, which generally prohibits the City from entering into contracts with persons 

engaged in investment activities in the energy sector of Iran, the bidder/proposer submits the following certification: 

[Please Check One] 

BIDDER'S CERTIFICATION 

  By submission of this bid or proposal, each bidder/proposer and each person signing on behalf of any 

bidder/proposer certifies, and in the case of a joint bid each party thereto certifies as to its own organization, under penalty 

of perjury, that to the best of its knowledge and belief, that each bidder/proposer is not on the list created pursuant to 

paragraph (b) of subdivision 3 of Section 165-a of the State Finance Law. 

  I am unable to certify that my name and the name of the bidder/proposer DOE’s does not appear on the list 

created pursuant to paragraph (b) of subdivision 3 of Section 165-a of the State Finance Law. I have attached a signed 

statement setting forth in detail why I cannot certify. 

Dated:  _______________, New York 

_______________, 20 

SIGNATURE ____________________________ 
 
NAME ________________________________ 
 
TITLE    ________________________________ 

 

State of ……………………….)  
) ss.:  

County of ……………………..)  
Sworn to before me this _____ day of ___________ 20___  
 
____________________________________________________  
 

NOTARY PUBLIC FOR THE STATE OF ____________________ 
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Doing Business Data Form 

Complete and Attach Doing Business Data Form, which can be downloaded from: 
Doing-business-data-form-Standard.PDF 

For more information about NYC Doing Business Accountability, please visit the link below: 

Information Link: 

https://www.nyc.gov/site/mocs/opportunities/dba.page 

 

Sample:  

 

https://www.nyc.gov/assets/oath/downloads/pdf/Doing-business-data-form-Standard.PDF
https://www.nyc.gov/site/mocs/opportunities/dba.page


21 

EQUAL EMPLOYMENT OPPORTUNITIES “WORKFORCE PROFILE FORM”: 
 

  
Awardees who seek to do business with the Department of Education on contracts above $100,000 must 

have in place an acceptable written Equal Opportunity Policy Statement and/or Affirmative Action Plan (AAP).  If 
such a plan is not already on file with the Office of Equal Opportunity (OEO). Vendor/contractor’s proposal may 
be deemed unresponsive and rejected if an Affirmative Action Plan is not received within twelve (12) calendar 
days from the date of potential award notification.  

   
1. Vendors with less than 50 employees submit only an Equal Opportunity Policy Statement and 
Workforce Profile Form (visual below).    

  
2. Vendors with 50 or more employees, you must submit an Affirmative Action Plan and Workforce 
Profile Form (below). The Affirmative Action Plan should address:   

•  Policy Statement  
•  Purpose of Plan  
•  Overall Implementation of Policy  
•  Administrative Responsibility  
•  Role of Equal Employment Opportunity  
•  Workforce Analysis Including Salaries  
•  Hiring Procedures and Standards  
•  Training for Job Advancement  
•  Underutilization  
•  Employment Goals and Timetables  
•  Sexual Harassment Prevention Policy  
•  Disabled Veterans Policy  
•  Vietnam Era Veterans Policy  
•  Other Applicable Statutes and Regulations  
•  OFCCP Audits  
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Complete and Attach W9 (New Vendors, only), which can be downloaded from:   

o https://comptroller.nyc.gov/services/for-businesses/nyc-comptrollers-office-vendor-forms-w9-and-w8/ 
o Example can be seen below 

 

 
  

https://comptroller.nyc.gov/services/for-businesses/nyc-comptrollers-office-vendor-forms-w9-and-w8/
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IRS 147C Letter, which can be requested from the Internal Revenue Service (IRS): 

 

• Example can be seen below: 
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Attach NYC Department of Small Business Services (SBS) MWBE Certificate: 
 

• M/WBE Certification MUST be maintained/not expires 6 months after the submission date. 

• Example can be seen below 
 

 
 

 

 

 

 

 

 

 

 

 

 

 


