Request for Proposals for Job Skills and Adult Education Basics
Program Delivery and Curriculum Development
Attachment 10: Template for Proposal Submission 

B.	JOB SKILLS PROGRAM: DESCRIPTION OF SERVICES SOUGHT AND REQUIREMENTS

B.3.	Selection Criteria and Requirements for Job Skills Program Delivery

	B.3.a.	Bidder Capability:  

Bidders are expected to describe their firm’s ability to deliver half-day, one-day, and multiple-day classes on dates, times, and locations mutually agreed to by the Partnership, consultant, and agency worksite. Program delivery occurs at various locations throughout New York State using course materials provided by the Partnership. Proposals are expected to describe the professional teaching expertise and qualifications of proposed staff assigned to the project. 

The proposal is expected to:

B.3.a.1)	Provide a comprehensive description of the bidder’s firm and its proposed staff indicating the ability to deliver the training programs for each course category being bid. Include a list of the bidder's proposed staff assigned to program delivery, describe their teaching experience, and provide resumes for proposed staff. Required

RESPONSE:



B.3.a.2)	Describe the bidder’s firm’s ability to deliver multiple classroom-based and webinar course offerings at various locations throughout New York State. If the bidder’s firm has geographic limitations, please provide these. Required 

RESPONSE:





It is desired that the proposal will:

B.3.a.3)	Provide evidence of experience consistent with excellence in service in teaching for the bidder’s firm, e.g., include awards, ratings, evaluations, or other evidence of distinction in the training field. Optional 

RESPONSE:
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	B.3.b.	Subject Matter Expertise (within the last 5 years): 

Bidders are expected to describe their staff’s knowledge of each course category in which they are bidding. 

The proposal is expected to:

B.3.b.1)	Provide a comprehensive description of proposed staff’s knowledge and qualifications to teach courses in each course category being bid. Required 

RESPONSE:



B.3.b.2)	Provide a description of relevant additional background and experience of the proposed staff in the course category being bid. Required 

RESPONSE:



B.3.b.3)	List the number of years or months of experience of the proposed staff for each course category being bid. Required 

RESPONSE:





	B.3.c.	Adult Learner Teaching Expertise (within the last 5 years): 

Bidders are expected to describe their proposed staff’s experience teaching adult learners in each category in which they are bidding. Bidders are expected to describe their staff’s knowledge and experience with instructional techniques including, but not limited to, use of case studies, role plays, small group discussion and facilitation, demonstrations, simulations, and direct lecture presentations.

The proposal is expected to:

B.3.c.1)	Describe each teacher’s experience working with adult learners in an educational environment. Required 

RESPONSE:



B.3.c.2)	Include a list of classroom-based and webinar courses delivered by proposed staff to adult learners for each course category being bid. Include specific instances of what, where, and when training delivery occurred. Required 

RESPONSE:



B.3.c.3)	Describe each teacher’s experience working with various learning styles and preferences, e.g., expertise in or use of multi-sensory, multi-modal and/or interactive teaching techniques. Required 

RESPONSE:



B.3.c.4)	List the proposed staff(s) years or months of relevant experience teaching adult learners for each course category being bid. Required 

RESPONSE:




	B.3.d.	Experience with Similar Employers and Employees (within the last 5 years):  

Bidders are requested to describe their experience in serving clients similar to New York State, e.g., other public employers; large, multi-site employers; unionized employee populations; or culturally diverse employee populations.

It is desired that the proposal will:

B.3.d.1)	List and describe educational program delivery experience with New York State government or other public employers. Optional

RESPONSE:



B.3.d.2)	List and describe educational program delivery experience with other large multi-site employers. Optional

RESPONSE:



B.3.d.3)	List and describe educational program delivery experience with other unionized employee populations deemed relevant. Optional

RESPONSE:





	B.3.e.	Use of Technology in Program Delivery:

B.3.e.1)	Bidders are expected to provide all appropriate equipment the Partnership deems necessary for classroom training, including hardware (laptop computers, speakers, and LCD projectors) and software (Microsoft Office version 2010 or greater). LCD projectors allow slide shows to be viewed by classroom participants. All equipment must be in good working order and meet any additional specifications identified by the Partnership in advance of program delivery. Required 

RESPONSE:



B.3.e.2)	Bidders are expected to be proficient in the use of all appropriate equipment and technology the Partnership deems necessary for classroom training, including the use of hardware, software, multi-media presentations and Internet navigation and use. Required 

RESPONSE:



B.3.e.3)	Bidders are expected to facilitate learning using appropriate technology in either webinar or classroom environments. Required 

RESPONSE:






B.5.	Selection Criteria and Requirements for Job Skills Program Curriculum Development

B.5.a.	Bidder Capability:  

Bidders are expected to describe their firm’s ability to develop and revise Job Skills program curricula for classroom-based instruction and webinars. Proposals are expected to describe the professional expertise and qualifications of proposed staff assigned to the project. 

The proposal is expected to:

B.5.a.1)	Provide a comprehensive description of the bidder’s firm and the proposed curriculum development staff indicating the ability to develop courses for each course category being bid. Include a list of the bidder's proposed staff assigned to curriculum development, describe their curriculum development experience, and provide resumes for proposed staff. Required 

RESPONSE:



B.5.a.2)	Describe the bidder’s firm’s ability to develop course curricula for classroom-based instruction and webinars. Required 

RESPONSE:



It is desired that the proposal will: 

B.5.a.3)	Provide evidence of experience consistent with excellence in service in curriculum development for the bidder’s firm, e.g., include awards, ratings, evaluations, or other evidence of distinction. Optional

RESPONSE:





	B.5.b.	Subject Matter Expertise (within the last 5 years): 

Bidders are expected to describe their curriculum development staff’s knowledge of each course category in which they are bidding. 

The proposal is expected to:

B.5.b.1)	Provide a comprehensive description of proposed staff’s knowledge and qualifications to develop courses in each course category being bid. Required  

RESPONSE:



B.5.b.2)	Provide a description of relevant additional background and experience of the proposed staff in the course category being bid. Required 

RESPONSE:



B.5.b.3)	List the number of years or months of experience of the proposed staff for each course category being bid. Required 

RESPONSE:





	B.5.c.	Curriculum Development Expertise (within the last 5 years):  

Bidders are expected to describe their proposed curriculum development staff’s experience in designing courses in each course category in which they are bidding. 

The proposal is expected to:

B.5.c.1)	Describe each proposed curriculum developer’s experience in designing courses in each course category being bid. Required 

RESPONSE:



B.5.c.2)	Describe previously completed work that reflects knowledge and experience of the principles of sound curriculum design and development. Required 

RESPONSE:



B.5.c.3)	Include a list of classroom-based and webinar courses for each course category being bid that were developed by proposed curriculum development staff for adult learners. Include specific instances of what, where, and when curriculum development occurred. Required 

RESPONSE:



The proposal must:

B.5.c.4)	Provide one (1) sample of curriculum in hard copy and one (1) copy on CD ROM that the bidder’s firm has developed for each course category being bid. Mandatory Requirement

RESPONSE:




	B.5.d.	Adult Learner Expertise (within the last 5 years): 

Bidders are expected to describe their proposed staff’s knowledge and experience with developing high-quality, learner-centered curriculum for adult learner audiences.

The proposal is expected to:

B.5.d.1)	Describe relevant course development expertise of proposed staff for classroom education and teaching for adult learners. Required

RESPONSE:




B.5.d.2)	Describe relevant experience for proposed staff in developing education and teaching programs for adult learners for delivery via webinar. Required

RESPONSE:




B.5.d.3)	Describe each proposed curriculum developer’s experience working with various learning styles and preferences, e.g., expertise in or use of multi-sensory, multi-modal and/or interactive teaching techniques. Required

RESPONSE:



B.5.d.4)	List the proposed staff(s) years or months of relevant experience in developing curricula for adult learners for each course category being bid. Required

RESPONSE:





B.5.e.	Experience with Similar Employers and Employees (within the last 5 years):  

Bidders are requested to describe their proposed staff’s experience in serving clients similar to New York State, e.g., other public employers; large, multi-site employers; unionized employee populations; and culturally diverse employee populations.

It is desired that the proposal will:

B.5.e.1)	List and describe curriculum development experience within New York State government or other public employers. Optional

RESPONSE:




B.5.e.2)	List and describe curriculum development experience with other large multi-site employers. Optional

RESPONSE:



B.5.e.3)	List and describe curriculum development experience with other unionized employee populations deemed relevant. Optional

RESPONSE:






C.3.	Selection Criteria and Requirements for Adult Education Basics (AEB) Program Delivery

C.3.a.	Bidder Capability:  

Bidders are expected to describe their firm’s ability to deliver half-day, one-day, and multiple-day classes on dates, times, and locations mutually agreed to by the Partnership, consultant, and agency worksite. Program delivery occurs at various locations throughout New York State using course materials provided by the Partnership. Proposals are expected to describe the professional teaching expertise and qualifications of proposed staff assigned to the project. 

RESPONSE:



The proposal is expected to:

C.3.a.1)	Provide a comprehensive description of the bidder’s firm and its proposed staff indicating the ability to deliver the training programs for each course category being bid. Include a list of the bidder's proposed staff assigned to program delivery, describe their teaching experience, and provide resumes for proposed staff. Required 

RESPONSE:



C.3.a.2)	Describe the bidder’s firm’s ability to deliver multiple classroom-based and webinar course offerings at various locations throughout New York State. If the bidder’s firm has geographic limitations, please provide these. Required 

RESPONSE:





It is desired that the proposal will:

C.3.a.3)	Provide evidence of experience consistent with excellence in service in teaching for the bidder’s firm, e.g., include awards, ratings, evaluations, or other evidence of distinction in the training field. Optional

RESPONSE:



	C.3.b.	Subject Matter Expertise (within the last 5 years): 

Bidders are expected to describe their staff’s knowledge of each course category in which they are bidding. 

The proposal is expected to:

C.3.b.1)	Provide a comprehensive description of proposed staff’s knowledge and qualifications to teach courses in each course category being bid. Required 

RESPONSE:



C.3.b.2)	Provide a description of relevant additional background and experience of the proposed staff in the course category being bid. Required 

RESPONSE:



C.3.b.3)	List the number of years or months of experience of the proposed staff for each course category being bid. Required 

RESPONSE:





	C.3.c.	Adult Learner Teaching Expertise (within the last 5 years): 

Bidders are expected to describe their proposed staff’s experience teaching adult learners in each category in which they are bidding. Bidders are expected to describe their staff’s knowledge and experience with instructional techniques including, but not limited to, use of case studies, role plays, small group discussion and facilitation, demonstrations, simulations, and direct lecture presentations.

The proposal is expected to:

C.3.c.1)	Describe each teacher’s experience working with adult learners in an educational environment. Required 

RESPONSE:



C.3.c.2)	Include a list of classroom-based and webinar courses delivered by proposed staff to adult learners for each course category being bid. Include specific instances of what, where, and when training delivery occurred. Required 

RESPONSE:



C.3.c.3)	Describe each teacher’s experience working with various learning styles and preferences, e.g., expertise in or use of multi-sensory, multi-modal and/or interactive teaching techniques. Required 

RESPONSE:



C.3.c.4)	List the proposed staff(s) years or months of relevant experience teaching adult learners for each course category being bid. Required 

RESPONSE:





	C.3.d.	Experience with Similar Employers and Employees (within the last 5 years):  

Bidders are requested to describe their experience in serving clients similar to New York State, e.g., other public employers; large, multi-site employers; unionized employee populations; or culturally diverse employee populations.

It is desired that the proposal will:

C.3.d.1)	List and describe educational program delivery experience with New York State government or other public employers. Optional

RESPONSE:



C.3.d.2)	List and describe educational program delivery experience with other large multi-site employers. Optional

RESPONSE:



C.3.d.3)	List and describe educational program delivery experience with other unionized employee populations deemed relevant. Optional

RESPONSE:





C.3.e.	Use of Technology in Program Delivery:
  
C.3.e.1)	Bidders are expected to provide all appropriate equipment the Partnership deems necessary for classroom training, including hardware (laptop computers, speakers, and LCD projectors) and software (Microsoft Office version 2010 or greater). LCD projectors allow slideshows to be viewed by classroom participants. All equipment must be in good working order and meet any additional specifications identified by the Partnership in advance of program delivery. Required 

RESPONSE:




C.3.e.2)	Bidders are expected to be proficient in the use of all appropriate equipment and technology the Partnership deems necessary for classroom training, including the use of hardware, software, multi-media presentations and Internet navigation and use. Required 

RESPONSE:



C.3.e.3)	Bidders are expected to facilitate learning using appropriate technology in either webinar or classroom environments. Required 

RESPONSE:






	C.5.	Selection Criteria and Requirements for Adult Education Basics (AEB) Curriculum Development

C.5.a.	Bidder Capability:  

Bidders are expected to describe their firm’s ability to develop and revise AEB program curricula for classroom-based instruction and webinars. Proposals are expected to describe the professional expertise and qualifications of proposed staff assigned to the project. 

The proposal is expected to:

C.5.a.1)	Provide a comprehensive description of the bidder’s firm and the proposed curriculum development staff indicating the ability to develop courses for each course category being bid. Include a list of the bidder's proposed staff assigned to curriculum development, describe their curriculum development experience, and provide resumes for proposed staff. Required 

RESPONSE:



C.5.a.2)	Describe the bidder’s firm’s ability to develop course curricula for classroom-based instruction and webinars. Required 

RESPONSE:



It is desired that the proposal will: 

C.5.a.3)	Provide evidence of experience consistent with excellence in service in curriculum development for the bidder’s firm, e.g., include awards, ratings, evaluations, or other evidence of distinction. Optional

RESPONSE:






C.5.b.	Subject Matter Expertise (within the last 5 years): 

Bidders are expected to describe their curriculum development staff’s knowledge of each course category in which they are bidding. 

The proposal is expected to:

C.5.b.1)	Provide a comprehensive description of proposed staff’s knowledge and qualifications to develop courses in each course category being bid. Required 

RESPONSE:



C.5.b.2)	Provide a description of relevant additional background and experience of the proposed staff in the course category being bid. Required 

RESPONSE:



C.5.b.3)	List the number of years or months of experience of the proposed staff for each course category being bid. Required 

RESPONSE:





	C.5.c.	Curriculum Development Expertise (within the last 5 years):  

Bidders are expected to describe their proposed curriculum development staff’s experience in designing courses in each course category in which they are bidding.

The proposal is expected to:

C.5.c.1)	Describe each proposed curriculum developer’s experience in designing courses in each course category being bid. Required

RESPONSE:





C.5.c.2)	Describe previously completed work that reflects knowledge and experience of the principles of sound curriculum design and development. Required

RESPONSE:



C.5.c.3)	Include a list of classroom-based and webinar courses for each course category being bid that were developed by proposed curriculum development staff for adult learners. Include specific instances of what, where, and when curriculum development occurred. Required 

RESPONSE:



	The proposal must: 
	
C.5.c.4)	Provide one (1) sample of curriculum in hard copy and one (1) copy on CD ROM that the bidder’s firm has developed for each course category being bid. Mandatory Requirement

RESPONSE:


	C.5.d.	Adult Learner Expertise (within the last 5 years): 

Bidders are expected to describe their proposed staff’s knowledge and experience with developing high-quality, learner-centered curriculum for adult learner audiences.

The proposal is expected to:

C.5.d.1)	Describe relevant course development expertise of proposed staff for classroom education and teaching for adult learners. Required

RESPONSE:



C.5.d.2)	Describe relevant experience for proposed staff in developing education and teaching programs for adult learners for delivery via webinar. Required

RESPONSE:



C.5.d.3)	Describe each proposed curriculum developer’s experience working with various learning styles and preferences, e.g., expertise in or use of multi-sensory, multi-modal and/or interactive teaching techniques. Required

RESPONSE:



C.5.d.4)	List the proposed staff(s) years or months of relevant experience in developing curricula for adult learners for each course category being bid. Required

RESPONSE:





	C.5.e.	Experience with Similar Employers and Employees (within the last 5 years):  

Bidders are requested to describe their proposed staff’s experience in serving clients similar to New York State, e.g., other public employers; large, multi-site employers; unionized employee populations; culturally diverse employee populations.

It is desired that the proposal will:

C.5.e.1)	List and describe curriculum development experience within New York State government or other public employers. Optional

RESPONSE:



C.5.e.2)	List and describe curriculum development experience with other large multi-site employers. Optional

RESPONSE:





C.5.e.3)	List and describe curriculum development experience with other unionized employee populations deemed relevant. Optional

RESPONSE:







F.	PROPOSAL REQUIREMENTS

	F.2.	Technical Proposal

F.2.a.	Summary of Services Being Bid

The project summary should outline significant features of the proposal, summarize the bidder’s overall experience, and include a brief description of any related activities currently being provided by the bidder to New York State.

RESPONSE:



F.2.b.	References

Provide a list of other clients for whom the bidder has provided similar services or performed similar activities. Bidders must provide four (4) references with whom the bidder has provided similar services or performed similar activities within the past three to five years and who can attest to the bidder’s qualifications, by listing the organization name, address, contact person, email address and telephone number. These four (4) references should reflect the desired bidder expertise as indicated below. The references will be used in the initial screening of bids. It is recommended that you confirm contact information for the references and inform them that failure to timely respond to the Partnership with respect to this RFP may cause your proposal to be eliminated from consideration. References will be contacted by phone or e-mail Monday through Friday between 9 a.m. and 4 p.m. Each reference will be asked to respond to a series of pre-determined questions regarding the quality of the services provided, the bidder’s responsiveness and bidder’s flexibility. Reference checks will be scored on a pass or fail basis. It is a mandatory requirement that bidders must pass two (2) reference checks in order for their bids to be further reviewed and rated. Bids will be rejected as non-responsive if references are not provided. Mandatory Requirement

RESPONSE:





F.2.c.	Service Description

Provide a thorough and detailed description of the services to be provided for each deliverable outlined in Parts B and C, Description of Services Sought and Requirements, using the Template for Proposal Submission (Attachment 10). 

Provide a detailed listing of courses delivered or developed. Include the course names and dates of delivery or development.

Clearly state and specifically identify in your proposal any subcontractors, subcontracts, or business partners that are to be used to deliver any of the services contained in this RFP. Describe the subcontractor’s experience, how the relationship will work, and how seamless service will be provided.

RESPONSE:



	F.2.d.	Bidder Expertise and Philosophy

Demonstrate relevant experience and expertise of the bidder’s firm and its ability to provide the services being sought through this RFP, along with a philosophy and processes congruent with excellence in service and formal recognition for industry leadership. 

RESPONSE:



	F.2.e.	Staff Expertise

Describe the qualifications and expertise of key personnel who will be assigned to this project. Include resumes of proposed program delivery and curriculum development staff. Provide the number of the firm’s administrative staff who will support the delivery of services.

RESPONSE:






	F.2.f.	Samples

Bidder’s must provide one (1) sample of curriculum in hard copy and one (1) copy on CD ROM that the bidder’s firm has developed for each course category being bid if submitting proposal(s) for curriculum development. Clearly label each sample with the bidder’s firm’s name and the course category. Mandatory Requirement

RESPONSE:



	F.2.g.	Required Forms and Other Agreements

	F.2.g.1)	Application for Competitively Bid Contract - GOER Form # ADM-28

Bidders are required to complete GOER Form # ADM-28, Application for Competitively Bid Contract, which includes certification by the bidder that all information provided with respect to State Finance Law Sections 139-j and 139-k is complete, true and accurate. 

This form also includes a statement indicating the bidder’s willingness to enter into a contractual agreement, which will include those terms and conditions as set forth in “Appendix A, Standard Clauses for New York State Contracts” (Attachment 2). Therefore, an official authorized to commit the company to a contract must sign this form.

GOER Form # ADM-28 is located at http://goer.ny.gov/vendor-info/index.cfm.

RESPONSE:






	F.2.g.2)	Vendor Responsibility Questionnaire 
	
New York State Procurement Law requires that state agencies award contracts only to responsible vendors. GOER 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, see the VendRep System instructions available at http://www.osc.state.ny.us/vendrep/vendor_index.htm or go directly to the VendRep System online at www.osc.state.ny.us/vendrep. 

Vendors must provide their New York State Vendor Identification Number when enrolling. To request assignment of a Vendor ID or for VendRep System assistance, contact the Office of the State Comptroller’s Help Desk at 866-370-4672 or 518-408-4672 or by email at ciohelpdesk@osc.state.ny.us. 

Vendors opting to complete and submit a paper questionnaire can obtain the appropriate questionnaire from the VendRep website www.osc.state.ny.us/vendrep or may contact GOER or the Office of the State Comptroller’s Help Desk for a copy of the paper form. The questionnaire is also available at http://goer.ny.gov/vendor-info/index.cfm.

Bidders should acknowledge either online or paper filing of the Vendor Responsibility Questionnaire as part of their Application for Competitively Bid Contract, GOER Form # ADM-28 – question #11. 

RESPONSE:






	F.2.g.3)	Certification of Registration to Collect Sales and Compensating Use Tax by Certain State Contractors, Affiliates and Subcontractors – Contractor Certification Form, ST-220-TD and Contractor Certification to a Covered Agency Form, ST-220-CA. 

Bidders are required to complete and submit directly to the New York State Department of Taxation and Finance (DTF), Contractor Certification Form ST-220-TD. Unless the information upon which the ST-220-TD is based changes, this form only needs to be filed once with DTF. If the information changes for the contractor, its affiliate(s), or its subcontractor(s), a new form ST-220-TD must be filed with DTF.
	
Bidders are required to complete and submit to GOER the Contractor Certification to a Covered Agency Form, ST-220-CA, certifying that the contractor filed the ST-220-TD with DTF. Failure to make either of these filings may render a bidder non-responsive and non-responsible. Bidders shall take the necessary steps to provide properly certified forms within a timely manner to ensure compliance with the law.

General information on this requirement, including links to Publication 223, Questions and Answers Concerning Tax Law Section 5-a, and Forms ST-220-TD and ST-220-CA, can be obtained on the DTF Website at www.tax.ny.gov and are also available at http://goer.ny.gov/vendor-info/index.cfm. 

RESPONSE:







	F.2.g.4)	Non-Collusive Bidding Certificate Required by Section 139-d of the State Finance Law - GOER Form # ADM-320
	 
Bidders are required to complete the Non-Collusive Bidding Certification, GOER Form # ADM-320, located at http://goer.ny.gov/vendor-info/index.cfm. 

Refer to Appendix A – Standard Clauses for NYS Contracts which is attached to the RFP as (Attachment 2), for additional information concerning this requirement.


RESPONSE:




	F.2.g.5)	Nondiscrimination in Employment in Northern Ireland: Macbride Fair Employment Principles Certification - GOER Form # ADM-321

Bidders are required to complete the Nondiscrimination in Employment in Northern Ireland: Macbride Fair Employment Principles Certification, GOER Form # ADM-321, located at http://goer.ny.gov/vendor-info/index.cfm. Refer to Appendix A – Standard Clauses for NYS Contracts, which is attached to the RFP as (Attachment 2), for additional information concerning this requirement.  

RESPONSE:







	F.2.g.6)	Confidentiality and Nondisclosure Agreement - GOER Form # ADM-319

Bidders are required to complete the Confidentiality and Nondisclosure Agreement, GOER Form # ADM-319, located at http://goer.ny.gov/vendor-info/index.cfm.

RESPONSE:





	F.2.g.7)	Contractor’s MWBE Utilization Plan - GOER Form # ADM-145 

Bidders are required to complete the Contractor’s MWBE Utilization Plan, GOER Form # ADM-145 located at http://goer.ny.gov/vendor-info/index.cfm. Refer to Section D – Minority and Women Business Enterprise and Equal Employment Opportunity for additional information concerning this requirement. 

RESPONSE:





	F.2.g.8)	Equal Employment Opportunity Staffing Plan - GOER Form # ADM-311

Bidders are required to complete the Equal Employment Opportunity Staffing Plan, GOER Form # ADM-311, for the anticipated work force to be utilized on the contract. The form is located at http://goer.ny.gov/vendor-info/index.cfm.

RESPONSE:







	F.2.g.9)	MWBE and EEO Policy Statement - GOER Form # ADM-315

Bidders are required to provide a MWBE and EEO Policy Statement. If Bidder does not have an existing EEO policy statement, they may provide GOER’s MWBE and EEO Policy Statement, GOER Form # ADM-315, available at http://goer.ny.gov/vendor-info/index.cfm.

RESPONSE:




F.2.g.10) 	MWBE Waiver Request Form - GOER Form # ADM-149 (if applicable)

Bidders are required to complete the MWBE Waiver Request Form, GOER Form # ADM-149, for a partial or total waiver of MWBE participation goals if the 30% MWBE participation goals established for this contract are not achievable.

RESPONSE:






	F.3.	Cost Proposal

The Cost Proposal must be submitted separate from the Technical Proposal. The rates for services must be established on the Contractor Cost Information, GOER Form # ADM-30 (Attachment 8) located at http://goer.ny.gov/vendor-info/index.cfm. 

Bidders should provide one daily rate per program (Job Skills and/or Adult Education Basics) and per function (Program Delivery and/or Curriculum Development) based on an eight (8) hour day. To further clarify, for the program (Job Skills and/or Adult Education Basics) there should be only one daily rate provided for all course categories related to Program Delivery and only one daily rate for all course categories related to Curriculum Development. Bidders should refer to the Time Allotment for Completion of Curriculum Development Projects, Attachment 11, when completing their Cost Proposal for Curriculum Development. Additionally, if bidding on both the Job Skills Program (Part B) and the Adult Education Basics Program (Part C) only one ADM-30 should be submitted.

The daily rate must include all non-personal services and indirect costs. Travel expenses will be reimbursed for costs actually incurred at rates established for New York State employees as described in GOER’s Travel and Lodging Reimbursement Policy for Consultants (Attachment 4).
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