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AUTHORIZED AGENCY CONTACT PERSONS 
 
 
Proposers are advised that the authorized agency contact persons for specific matters concerning 
this Request for Proposals are: 
 
Procurement RFP Content  
 
Ava B. Walker Nancy Russell  
Deputy Agency Chief Contracting Officer Project Director 
Office of Contract Procurement Planning, Research and Program Development 
Dept. of Youth & Community Development Dept. of Youth & Community Development 
Tel. (212) 442-5993 Tel. (212) 442-5914 
Fax (212) 676-8129 Fax (212) 676-8160 
E-mail: RFPquestions@dycd.nyc.gov E-mail: RFPquestions@dycd.nyc.gov
 
NOTE ON E-MAIL INQUIRIES: Proposers should enter “Immigrant Services RFP – PIN 
26007IMMIRFP” in the subject line of the e-mail. 
 
DYCD cannot guarantee a timely response to phoned-in and written questions regarding this RFP that are 
received less than one week prior to the RFP due date. 
 
Proposers should note that any telephone or written response that may constitute a change to the RFP will 
not be binding unless DYCD subsequently issues such a change as a written addendum to the RFP. 
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SECTION I – TIMETABLE 
 
 

A.       Release Date of this Request for Proposals: January 3, 2007 
 
 
B. Pre-Proposal Conference: 

 
Date: January 16, 2007 
 
Time: 10:00 AM – 12:00 PM 
 

Location: Department of Youth and Community Development 
2 Washington Street 

   Room 1980, 19th Floor  
   New York, NY 10004 
 

Attendance by proposers is optional but recommended by DYCD. Due to limited seating, DYCD 
requests that each organization send no more than one representative. 
 
 
C. Proposal Due Date and Time and Location:
 

Date: February 6, 2007 
Time: 2:00 PM 
Location: Hand deliver proposals to: Office of Contract Procurement 
      Attention:  Ava Walker,   
      Deputy Agency Chief Contracting Officer 
      156 William Street, 2nd Floor 
                 New York, NY 10038 

 
DYCD will not accept faxed or e-mailed proposals. 

 
Proposals received at this location after the proposal due date and time are late and will not be 
accepted, except as provided under New York City’s Procurement Policy Board Rules, Section 3-03 
(f)(5). 
 

 
D. Anticipated Contract Start Date: July 1, 2007 
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SECTION II - SUMMARY OF THE REQUEST FOR PROPOSALS 
 
A. Purpose of the RFP
 
In its capacity as the community action agency for New York City, the Department of Youth and 
Community Development (DYCD) is seeking appropriately qualified organizations to provide 
services to New York City’s immigrant residents. Today, more than ever, New York City is a city of 
immigrants. In 2000 New York City had 2.9 million foreign-born residents from a multitude of 
nations, a number unmatched by any other city.1 According to U.S. Census data, immigrants and their 
children make up two-thirds of New York City’s population and have caused the City’s population to 
grow in the last decade. The arrival of new New Yorkers is vital to the City’s civic, economic, and 
cultural well being. New York’s immigrants bring a vast array of talents and abilities and continue to 
enhance the vibrant multicultural society that defines New York City.  
 
DYCD supports a holistic, integrated family approach to assist immigrants in meeting the challenges 
that are associated with establishing themselves in unfamiliar surroundings.  Through this solicitation 
DYCD will fund programs that address legal issues, domestic violence, and general services to 
immigrant families. Since lawful immigration status is critical to achieving economic and social 
stability, DYCD will continue its Legal Assistance Program and supplement it with legal assistance 
to special youth populations. DYCD will build on its experience providing legal assistance to 
undocumented youth in foster care and will also provide services to unaccompanied immigrant youth. 
Immigrants are also in need of basic services in areas such as housing, health, employment, and 
education. DYCD will continue to address the unique needs of immigrant women through the 
Domestic Violence Program, thereby strengthening immigrant families.  Services for Immigrant 
Families will support programs that offer assistance in obtaining a wide range of benefits and 
services for all immigrants. The areas of service are further discussed below.  
 
Legal Assistance Program 
 
Obtaining permanent residency and/or U.S. citizenship gives immigrants full access to benefits and 
services and prevents them from having to rely on informal and/or unregulated structures. In 2004, 
537,151 people became naturalized U.S. citizens. Of those, the second largest group (66,234 
individuals) lived in New York City.2  An estimated 1.5 million lawful permanent residents (13 
percent of the national total) live in New York City.3 While many New Yorkers have successfully 
gained legal status, there are still an estimated 652,000 immigrants living illegally in New York 
City.4 Legal status supports immigrants’ interest in their communities and strengthens New York 
City’s neighborhoods. DYCD seeks to fund programs that will provide immigrants with effective 
legal assistance to gain legal status and the opportunity to participate fully in civic life. 
 
 
 

                                                 
1The New York City Department of City Planning, The Newest New Yorkers, 2000. 
2Nancy F. Rytina and Chunnong Saeger, Naturalization in the United States: 2004, June 2005.  
3Nancy F. Rytina, Estimates of the Legal Permanent Resident Population Eligible to Naturalize in 2004, Department of Homeland Security Office of 
Immigration Statistics, February 2006. 
4Andrew Beveridge, “Undocumented Immigrants,” Gotham Gazette, April 2006.  
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Legal Services for Immigrant Youth 
 
DYCD has identified two particular immigrant youth populations that would especially benefit from 
legal intervention: undocumented youth in foster care and unaccompanied immigrant youth, 
including victims of illegal trafficking.  Immigrant youth in New York City’s foster care system may 
be subject to deportation when they age out of foster care. In recognition of this situation, the federal 
government has made an exception in immigration law which permits juveniles in foster care to 
obtain permanent residency under the Special Immigrant Juvenile Status Program. DYCD seeks to 
assist undocumented youth in this effort, which will enable them to access all necessary resources 
and become more self-sufficient and full participants in their communities. 
 
Each year thousands of children enter the U.S. without their parents. Some are fleeing political 
unrest, parental abuse or neglect, or poverty; others arrive as the result of illegal sex or employment 
trafficking. Many are apprehended at the border or after they enter the country and placed in 
immigration proceedings in New York City. DYCD seeks to provide free legal services to assist 
these unaccompanied children to attain legal immigration status. 
 
Domestic Violence Program 
 
Shifts in gender and family roles may increase the likelihood that some immigrant women become 
victims of domestic violence. While domestic violence occurs within all socioeconomic classes, 
ethnic groups, and geographic areas, battered immigrant women have unique circumstances that 
increase the difficulty of leaving abusive relationships. These include limited access to social 
services, health services, the police, and employment opportunities due to limited English 
proficiency, fear of being reported and/or deported, and unfamiliarity with the new culture. DYCD 
seeks to support comprehensive violence intervention and prevention services for immigrant women 
including legal assistance, counseling, and access to benefits and services. 
 
Services for Immigrant Families 
 
Many immigrants arrive in New York City and successfully integrate into the fabric of New York 
City’s social and economic life without significant assistance from the public and nonprofit sectors. 
There are newcomers, however, who do not succeed easily due to their low levels of English 
proficiency, low educational attainment, and inadequate employment preparation. Legal and 
economic circumstances may separate immigrant parents from their children for long periods of time 
and create unique challenges when families are reunited. Youth, often the first to acquire English-
language skills, may find themselves in the role of “ambassador” for the family, negotiating systems 
and acting as translator, thus upsetting the typical parent/child relationship.  
 
Immigrant students must overcome many challenges to integrate into a new school system. Dropout 
rates and truancy among immigrant students are high. More than 40 percent of students in the New 
York City public school system have a home language other than English and 13 percent are English 
Language Learners (ELLs), defined as students who speak a language other than English at home and 
score below a state-designated level of proficiency in English upon entering the New York City 
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public school system.5  Parents of ELLs often have a lower level of English proficiency than their 
children, preventing them from participating in their children’s education. Parents and children need 
assistance to make full use of the available resources to enable students to succeed in school and 
make successful transitions to college and employment. 
 
DYCD seeks to provide immigrant families with the tools and resources to access education and 
employment, health care, and social services. 
 
B.  Service Options/Competitions 
  
There will be four service options with a separate competition for each. The service options are listed 
below. 
Option 1   Legal Assistance Program  
Option 2   Legal Services for Immigrant Youth  
Option 3  Domestic Violence Program  
Option 4  Services for Immigrant Families  
 
Proposers may propose to provide one or more service options, but must provide a complete and 
separate proposal for each service option proposed. For the Legal Services for Immigrant Youth 
service option, providers would be expected to provide services for both of the targeted youth 
populations, with at least one-third of enrollments being unaccompanied immigrant youth.  
 
C. Funding Levels and Costs 
 
The maximum available annual funding for all the contracts awarded from this RFP is $2,985,000.  
DYCD anticipates that annual funding and per participant costs for the upcoming RFP will be as 
follows. Please note that the funding allocations indicated in this RFP are contingent upon the 
availability of funds and subject to change. 
 

 
Service Option 

Cost/ 
Participant 

Annual Funding 
Allocation 

Option 1 
Legal Assistance Program 

 
$500-$650 

     
       $1,355,000 

Option 2 
Legal Services for Immigrant Youth  

 
$1250-$15006

 
$362,500 

Option 3 
Domestic Violence Program 

 
$2200-$25007

 
$690,000 

Option 4 
Services for Immigrant Families 

 
$500-$6508

 
$577,500 

 
                                                                          Total Annual Allocation 

 
$2,985,000 

                                                 
5New York City Department of Education, Division of Teaching and Learning, Office of English Language Learners, www.nycenet.edu. 
6 This rate may include application fees. 
7This rate reflects the assumption that there may be more than one family member in need of comprehensive services. 
8 This rate is per family and reflects the assumption that, while more than one family member may benefit from services provided, there will be one 
primary participant receiving services. 
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For each service option, DYCD has determined a maximum acceptable price per participant and a 
minimum below which a viable program cannot be provided. 
 
D. Geographic Areas to Be Served 
 
Proposers may serve resident immigrants in any geographic area within New York City. Proposers 
will receive greater consideration, however, if they propose services to one or more New York City 
community districts with a high level of need for immigrant services. These targeted community 
districts, which are listed below, have large numbers of newly arrived immigrants and persons with 
incomes below the federal poverty level. The method used to identify the targeted community 
districts is outlined in Appendix A of the RFP. 
 
BRONX      BROOKLYN      MANHATTAN      QUEENS      STATEN ISLAND 
 
Bronx 4 Brooklyn 1  Manhattan 3  Queens 1 Staten Island 1 
Bronx 5 Brooklyn 5  Manhattan 9  Queens 3 
Bronx 7 Brooklyn 11  Manhattan 11  Queens 4 
Bronx 9 Brooklyn 12  Manhattan 12  Queens 7 
  Brooklyn 14     Queens 12 

Brooklyn 15 
 
E. Anticipated Contract Term 
 
It is anticipated that the term of the contracts awarded from this RFP will be for three years, from 
July 1, 2007 to June 30, 2010.   
 
F. Anticipated Payment Structure
 
It is anticipated that the payment structure will be based on line-item budget reimbursement. 
 
G. Subcontracting and Consultants 
 
All subcontract and consultant agreements would be subject to prior DYCD approval. No more than 
30 percent of the total budget for any of the above service options may be allocated for such 
subcontracting and consulting services. 
 
H. Minimum Qualification Requirement
 
Proposers that fail to meet the following minimum qualification requirement will be determined to be 
nonresponsive and will be disqualified: 
 
The proposing agency shall be incorporated as a not-for-profit organization as documented by the 
Certificate of Incorporation or show proof of filing for such status with the New York State 
Department of State, as documented by a copy of the application, by the proposal submission due 
date indicated in this RFP. (Final contract award shall be contingent upon presentation of a copy of 
the exemption certificate.)  The use of a fiscal conduit is not permitted. 
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I.       Regulatory Requirements
 

Nondiscrimination. The contractor would provide services to all persons regardless of actual or 
perceived race, color, creed, national origin, alien or citizenship status, gender (including gender 
identity), sexual orientation, disability, marital status, arrest or conviction record, status as a victim of 
domestic violence, lawful occupation, and family status. 
 
Voter Registration and Health Insurance Options Plan. The contractor would provide nonpartisan 
voter registration opportunities for participants and their families in accordance with Local Law 29 
unless otherwise proscribed by federal law or regulation and participate in DYCD’s Public Health 
Insurance Options Plan in accordance with Local Law 1. Copies of these local laws are available 
upon request from DYCD. 
 
Liability Insurance. The contractor would maintain, at a minimum, the following insurance: 
 
• Commercial general liability insurance of $1 million per occurrence and $2 million aggregate; 
• Motor vehicle liability insurance of $5 million, if applicable. 

 
Therefore, the contractor would demonstrate the possession of necessary insurance coverage by 
providing an original certificate of insurance naming DYCD and the City of New York as additional 
insureds. DYCD will not release funds to any proposer awarded a contract until it has obtained the 
necessary insurance coverage. 
 
Staff Screening. All staff members, paid and volunteer, in programs serving participants less than 21 
years of age would be fingerprinted. The cost of fingerprinting may be included under “Other Costs” 
in the program budget. The contractor would use due diligence to determine whether any program 
staff member, paid or volunteer, has a criminal conviction record. If evidence of such history is 
found, the contractor would inform DYCD of the history and, in consultation with DYCD, would 
determine whether such history indicates a threat to program participants and, if appropriate, remove 
the staff member from the program. 
 
ADA.  Program facilities should be easily accessible to people with disabilities and should meet all 
requirements of the Americans with Disabilities Act. If they do not, DYCD-approved alternative 
measures, such as access to other suitable space, should be used to make activities accessible to 
persons with disabilities. 
 
Contract Payments. All payments to contractors shall be made as reimbursements of expenses 
pursuant to a budget approved by DYCD, and no payments shall be made nor funds applied to other 
uses. All contract payments are subject to audit. 
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SECTION III: SCOPE OF SERVICES 
 
A. Agency Goals and Objectives 
 
As the designated Community Action Agency in New York City, DYCD is the recipient of federal 
Community Services Block Grant funds, which are used to combat poverty and revitalize low-income 
communities by providing a range of human services and activities.  This RFP will fund community-
based organizations that offer such services to immigrants (foreign-born residents and their children). 
General goals for immigrant services programs funded through the Community Services Block Grant 
are to: 
 

assist immigrants to become more self-sufficient, • 
• 
• 

assist immigrants to strengthen their families and support systems, and 
assist immigrants to improve their living conditions. 

 
The specific goals and objectives of each service option are described below, under program design. 
 
B. Agency Assumptions Regarding Organizational Capability 
 
DYCD’s assumptions regarding the contractor organization are: 
 

• The Board of Directors would exercise active oversight of 
o program management, including regular reviews of executive compensation, 

audits, and financial controls, and 
o program operations and outcomes. 

 
• The contractor would be fiscally sound and capable of managing the program. 

 
C. Agency Assumptions Regarding Contractor Approach  
 
DYCD’s assumptions regarding which approach will best achieve its goals and objectives are: 

 
1. Program Design 

 
The contractor would design the program pursuant to the standards prescribed below for each 
service option which address program purpose; scope of services; target population; 
activities; staffing; and outcomes.  In addition, for each service option: 

 
• The contractor would use an asset/strength-based approach to help immigrants assess 

their needs and build on their strengths in order to reach their goals. 
 

• The contractor would include outreach, referral, and assistance; service coordination; 
and entitlement assistance as fundamental components of the proposed program.   
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• The contractor would provide advocacy to participants.  Advocacy includes 
intervening and negotiating through telephone calls; accompanying participants to 
housing court hearings, school suspension/truancy meetings, discrimination or 
entitlement hearings, administrative proceedings, and other meetings; and assisting 
participants in designing follow-up plans. 

 
a. Service Option 1 – Legal Assistance Program 
 

The specific goals of the Legal Assistance Program are to: 
 

• Provide legal and paralegal counseling, application assistance, and legal 
representation in connection with immigration benefits and steps to becoming a 
permanent resident, asylum, and/or U.S. citizen.  

 
• Address identified social service needs either directly or through referral. 

 
Program services would include free legal counseling in all areas related to 
immigration law; the preparation and filing of legal documents; representation at 
United States Citizenship and Immigration Services (USCIS) interviews and in 
immigration court; and translation, interpretation, and completion of legal and other 
administrative documents.  

 
Target Population 

 
Legal assistance services would be targeted to immigrants residing in New York City, 
regardless of age, gender, country of origin, and immigration status. 

 
Activities 

 
The contractor would provide each of the three service categories defined below.  
Translation services would be provided as needed. 

 
Paralegal Consultation is herein defined as assessment by a paralegal, under the 
supervision of an attorney, of an individual’s circumstances to determine eligibility for 
any benefit under the Immigration and Nationality Act.   
 
Application Assistance is herein defined as assisting an individual to complete an 
application for attainment of an immigration benefit.  This includes preparing the 
necessary application and supporting documentation to apply for lawful permanent 
resident status, asylum status, or U.S citizenship.   
 
Legal Representation is herein defined as appearance by a licensed attorney or Board 
of Immigration Appeals (BIA) accredited representative at administrative hearings or 
interviews before the USCIS, the Executive Office of Immigration Review (EOIR), 
and Board of Immigration Appeals. 
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DYCD assumes that all participants will receive a paralegal consultation, and some 
participants will go on to receive application assistance and/or legal representation. 
 
DYCD supports a holistic, integrated family approach to providing services to 
immigrants. Providing legal assistance often reveals that immigrants are also in need 
of services related to areas such as housing, health, employment, and education. 
Service would include assessment of social service needs and assistance in accessing 
needed benefits and services, which is reflected in the unit cost. 
 
Staffing 

 
A contractor for the Legal Assistance Program would have at least one attorney on 
staff or on retainer and at least one paralegal on staff. Program staff would also 
include a case manager who would conduct an assessment to determine social service 
needs to be provided either directly or through referral. 
 
Outcomes 

 
The contractor would measure each participant’s progress in achieving the applicable 
outcome cited below in terms of defined milestones, i.e., critical interim behaviors or 
steps intended to lead to successful achievement of each outcome.  The contractor 
would track and report milestone and outcome achievements to DYCD.  

 
• Participants will file all required papers to attain asylee status. 
• Participants will file all required papers to attain lawful permanent residence. 
• Participants will file all required papers to attain U.S. citizenship. 
 

b. Service Option 2 – Legal Services for Immigrant Youth  
 
The specific goals of the Legal Assistance for Immigrant Youth program are to: 
 
• Assist youth in the foster care system to apply for Special Immigrant Juvenile 

Status. 
 
• Assist unaccompanied immigrant youth to apply for lawful immigration status. 
 
Program services would include free legal counseling, application assistance, and 
legal representation.  
 
Target Population 
 
Services would be targeted to undocumented immigrant youth aged 5-20 who are 
living in foster homes or group homes and to unaccompanied youth under the age of 
21, including victims of illegal trafficking. Providers would be expected to provide 
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services for both of the targeted youth populations, with at least one-third of 
enrollments being unaccompanied immigrant youth. 
 
Activities 
 
The contractor would, pursuant to the terms of its contract, provide  the activities 
listed below that are essential to its program design and that would enable participants 
to meet the required outcome. See Appendix C for activity definitions. The contractor 
may also provide additional activities listed and described, respectively, in Appendix 
B and Appendix C. 
 
• Legal Assistance 
• Immigration Application Assistance 
• Translation Services 
 
Staffing 
 
A contractor would have at least one attorney on staff or on retainer and at least one 
paralegal on staff. 
 
Outcome 
 
The contractor would measure each participant’s progress in achieving the single 
required outcome cited below in terms of defined milestones, i.e., critical interim 
behaviors or steps intended to lead to successful achievement of each outcome.  The 
contractor would track and report milestone and outcome achievements to DYCD. 
 
• Youth will file all required papers to attain Special Immigrant Juvenile Status or 

other legal immigration status. 
 

c. Service Option 3 – Domestic Violence Program 
 

The specific goals of the Domestic Violence Program are to: 
 

• Provide services to immigrant women and their families directly and through 
referrals for domestic violence prevention and intervention and other services that 
help stabilize the family. 

 
• Assist eligible individuals to self-petition under the Violence Against Women Act 

(VAWA) or to utilize other options for legal immigration status. 
 

DYCD recognizes the need for a comprehensive, integrated family approach to 
violence intervention and prevention. Therefore, the contractor would provide services 
that may include crisis counseling; long-term counseling; and dissemination of 
information and referral to legal services, social service resources, and community 
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supports for victims of domestic violence. Programs would offer assistance to eligible 
individuals to self-petition under VAWA. VAWA allows individuals seeking to 
legalize status in the U.S. on their own without the knowledge or consent of their 
abusers. Programs may also assist individuals to seek legal immigration status by 
using other options available to victims of domestic violence. In addition, the 
contractor would ensure that the program would assist participants to identify and 
apply for benefits and provide translation and interpretation services.   
 
Target Population 

 
Services would be targeted to adult immigrant women and their families residing in 
New York City, regardless of country of origin and immigration status. 

 
Activities 

 
The contractor would, pursuant to the terms of its contract, provide the activities listed 
below that are essential to its program design and that would enable participants to 
meet the required outcomes. See Appendix C for activity definitions. The contractor 
may also provide additional activities listed and described, respectively, in Appendix 
B and Appendix C. 
 
• Domestic Violence Prevention/Intervention 
• Educational Workshops 
• Emergency Services 
• Group Counseling 
• Immigration Application Assistance 
• Individual/Family Counseling 
• Legal Assistance 
• Translation Services 
 
Staffing 
 
A contractor for the Domestic Violence Program would have at least one attorney on 
staff or on retainer and at least one paralegal on staff. Program staff would also 
include a case manager who would conduct an assessment to determine social service 
needs to be provided either directly or through referral. 
 
Outcomes 

 
The contractor would measure each participant’s progress in achieving the required 
outcome(s) cited below in terms of defined milestones, i.e., critical interim behaviors 
or steps intended to lead to successful achievement of each outcome.  The contractor 
would track and report milestone and outcome achievements to DYCD.  
 
• Participants will attain safe environments. 
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• Participants will file all required papers to legalize immigration status. 
 

d. Service Option 4 – Services for Immigrant Families 
 

The specific goals of the Services for Immigrant Families program are to: 
 
• Provide assistance and support to immigrant families to access government 

benefits and social services. 
 
• Provide information and support to immigrant youth and their parents to enable 

immigrant youth to succeed in school. 
 

Programs would provide assistance and support to immigrant families to access 
government benefits such as the Earned Income Tax Credit, nutrition assistance 
programs, and subsidized housing. Programs would also assist immigrants in 
workforce and small business service needs such as referral for job placement, job 
training, and small business development, and help them to locate appropriate 
childcare, after school programs, health services, English for Speakers of Other 
Languages (ESOL) classes, legal services, and other essential services.  

 
Services would include educational counseling and advocacy to provide information 
to immigrant youth and their parents on resources to enable immigrant youth to 
succeed in school. Areas would include transition from elementary school to middle 
school and from middle school to high school; rights of English Language Learners 
(ELLs); information on Department of Education programs for ELLs, including ELLs 
with special needs; information on the requirements for graduation and resources for 
college preparation, including information on financial aid. Programs would also 
provide strategies to assist parents to increase their level of participation in school and 
community events; access information on the DOE website; and access translation 
services.   
 
Programs would provide individual and group counseling and/or case management in 
the language of the immigrant population served. 
 
Target Population  

 
Services would be targeted to immigrant families residing in New York City, 
regardless of country of origin and immigration status. 

 
Activities 
 
The contractor would, pursuant to the terms of its contract, provide the activities listed 
below that are essential to its program design and that would enable participants to 
meet the required outcomes. See Appendix C for activity definitions. The contractor 
may also provide additional activities listed and described, respectively, in Appendix 
B and Appendix C. 
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• Access Services 
• Business Education 
• College Preparation 
• Educational Workshops 
• Education/Employment Counseling 
• Employment Assistance 
• Follow-up Consultations 
• Individual/Family Counseling 
• Group Counseling 
• Meetings with Parents 
• Meetings with School Representatives 
• Mentoring 
• Peer Counseling 
• Translation Services 

 
Staffing 

 
Staff would be qualified and appropriately trained and would include a case manager 
who would conduct an assessment to determine social service needs to be provided 
either directly or through referral. 

 
Outcome 

 
The contractor would measure each participant’s progress in achieving the required 
outcome cited below in terms of defined milestones, i.e., critical interim behaviors or 
steps intended to lead to successful achievement of each outcome. The contractor 
would track and report milestone and outcome achievements to DYCD. 

 
• Participants will obtain needed benefits and services identified in individual 

assessments. 
 

2. Contractor/Staff Qualifications 
 
• The contractor and key staff would have at least three years of successful 

experience within the past five years in providing relevant immigrant services to 
the proposed population. 

 
• If volunteers are utilized, the contractor would ensure that they are appropriately 

trained. 
 

• All program staff, including volunteers, would provide services in a manner 
sensitive to the characteristics of the target population. Whenever possible, 
services would be provided in the language spoken by the target population. 
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• The contractor would solicit periodic feedback from the immigrant community on 
its program and delivery of service. 

 
• The contractor would conduct due diligence to determine whether any program 

staff member or applicant, including any volunteer, has a criminal conviction 
history. Due diligence consists of asking employee applicants in written 
applications and interviews whether they have been convicted of a crime, in 
conducting thorough reference checks, and in investigating circumstances that 
suggest that an employee applicant or employee has a criminal conviction record.  
If evidence of such record is found, the contractor would determine the degree to 
which such history poses a threat to program participants, and if appropriate, 
remove the staff member from participation in the program. 

 
3. Program Facility 

 
• The program facility would be appropriate in size and design to adequately 

accommodate program staff, participants, and program services. 
 
• The contractor would ensure that the building and space in which staff and 

participants are housed and all facilities and equipment therein meet the local fire, 
health, and safety standards and comply with ADA standards. If facilities do not 
meet ADA standards, DYCD-approved alternative measures, such as access to 
other suitable space, would be used to make activities accessible to persons with 
disabilities. 

 
• The program facility would be easily accessible to New York City public 

transportation. 
 

4.         Community Linkages 
 

The contractor would establish linkages with appropriate community organizations, 
government agencies, and other service providers to help participants achieve program 
outcomes through supportive services such as counseling, housing, medical, and job 
training and placement that are not directly provided by the program. 
 

5. In-Kind Contributions and Funding from Other Sources 
 

The contractor would provide in-kind contributions and funding from other sources to 
enhance the proposed program. 
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SECTION IV: FORMAT AND CONTENT OF THE PROPOSAL 
 
Instructions: Proposers should provide all information requested in the format indicated 
below: 
 

• The proposal should be typed on both sides of 8 ½” x 11” white paper. 
• The City of New York requests that all proposals be submitted on paper with no less than 

30 percent post consumer material content, i.e., the minimum recovered fiber content level 
for reprographic papers recommended by the United States Environmental Protection 
Agency (for any changes to that standard, please consult: http.www.epa.gov/ 
epg/products/printing.htm).  

• Lines should be double-spaced with 1” margins, using Times New Roman, 12-point 
font size. 

• Pages should be numbered and include a header or footer identifying the proposer. 
• Proposals should preferably not exceed 17 pages (excluding requested 

attachments). 
• The proposal should include a Table of Contents. 
 
Note: Failure to comply with any of these instructions will not make the proposal 
nonresponsive. 
 

A. Proposal Format
 
1. Proposal Summary Form 
 
The Proposal Summary Form (Attachment 1) transmits the proposer’s Proposal Package to 
DYCD.  It should be completed, signed, and dated by an authorized representative of the 
proposing organization. 
 
2. Program Proposal 
 
The program proposal is a clear, concise narrative that addresses the following: 
 

a. Experience (Preferable page limit: 3 pages, excluding requested attachments) 
 

1) Describe the proposer’s successful relevant experience within the past five years 
working with immigrant populations in general and the specific immigration 
population being proposed. 
 

2) Describe the proposer’s relevant successful experience within the past five years 
providing the specific services for the service option being proposed. 
 

3) Describe the proposer’s experience within the past five years providing services in 
the proposed geographic service area(s). 
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4) Attach a job description for each key administrative and program staff position, 
including qualifications that will be required. Include resumes for personnel 
already identified for positions. Job descriptions and resumes should specifically 
address the following: 

 
• the experience of key staff within the past five years providing services to 

immigrant populations in general and to the specific immigrant population 
being proposed. 

 
• the appropriateness of staff skills, knowledge, and training for providing the 

proposed services. 
 

b. Organizational Capability (Preferable page limit: 2 pages, excluding requested 
attachments) 
 
Demonstrate the proposer’s organizational (i.e., programmatic, managerial, and 
financial) capability to carry out the program described in Section III – Scope of 
Services of the RFP. Specifically: 
 
1) Describe how the proposing organization’s Board of Directors will be involved in 

the proposed program. 
 
2) Demonstrate successful joint efforts with other organizations and agencies 

providing immigrant services. 
 
3) Demonstrate the proposing organization’s capacity to integrate the proposed 

program into its overall operations.  Attach an organizational chart showing the 
proposer’s organization and the proposed program.  Describe how the proposed 
program and program staff will relate to the overall organization. 

 
4) Describe the proposing organization’s internal monitoring system and demonstrate 

how it is effectively used to identify program, personnel, and fiscal issues.  
Describe the organization’s corrective action procedures. 

 
5) Demonstrate that program staff has access to computers and the Internet. 
 
6) Attach a copy of the most recent financial audit of the organization conducted by a 

certified public accountant, indicating the period covered, OR, if no audit has been 
performed, the most recent financial statement, indicating the period covered and 
an explanation of why no audited financial statement is available. Financial audits 
covering time completely prior to calendar year 2004 will not be accepted as 
fulfilling this requirement. 

 
7) If the proposer is registered as a charitable organization in New York State, attach 

a copy of the latest Form CHAR 500 and its required attachments filed with the 
New York State Attorney General Charities bureau. 
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8) State whether or not the organization is required to file with the federal Office of 

Management and Budget pursuant to Circular A-133 and, if so, attach a copy of 
the latest report filed with that office, indicating the period covered. 

 
9) List at least two relevant funding references, including the name of the funding 

organization and the name, title, and telephone number of a contact person at the 
funding organization. If there are no funding sources other than DYCD, other 
relevant references may be listed. 

  
10) Indicate whether or not the proposer has submitted more than one Immigrant 

Services proposal.  If yes, indicate how many proposals were submitted and the 
total number of participants the proposer intends to serve across all programs.  If 
no, indicate the total number of participants the proposer intends to serve in the 
program that is the subject of this proposal.  In either case, demonstrate the 
organization’s capability to successfully serve the intended number of 
participants. 

 
c.  Proposed Approach (Preferable page limit: 10 pages, excluding requested attachments) 
 
Describe in detail how the proposer will provide the proposed program and demonstrate 
that the proposed program approach will fulfill DYCD’s program goals and objectives in 
Section III – Scope of Services of the RFP.  Specifically, address each of the following: 
 

Geographic Area(s) To Be Served/Target Population(s) 
 
1) Identify the geographic area(s) in which services will be provided. 
 
2) Identify the immigrant population(s) to be served and indicate the number of 

participants to be served in each. In addition: 
 

In addition: 
 
• For Service Option 1 – Legal Assistance Program, identify the number of 

participants who, in addition to receiving paralegal consultations, will also 
receive application assistance, legal representation, or both. 

 
• For Service Option 2 – Legal Services for Immigrant Youth, identify the 

number of youth to be served in each of the two service categories: services to 
undocumented youth in foster care and unaccompanied youth. 

 
3) Identify and demonstrate the strengths and needs of each immigrant population to 

be served.  Discuss assumptions regarding each immigrant population and the 
services proposed. 
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4) Describe and demonstrate the effectiveness of the outreach methods that will be 
utilized to reach the immigrant population(s). 

 
Program Facility 

 
1) Indicate the location of the proposed program facility(ies). 
 
2) Describe the program facility(ies) and demonstrate that it is appropriate to 

adequately accommodate all program activities. 
 
3) Demonstrate that the building and space in which staff and participants will be 

housed and all facilities and equipment therein meet the local fire, health, and 
safety standards. Demonstrate that the facility will meet ADA standards or that 
alternative measures will make program activities accessible to persons with 
disabilities. 

 
4) Demonstrate that the facility(ies) will be easily accessible by public 

transportation. 
 
Program Design 

 
1) Describe and demonstrate the effectiveness of the overall design of the proposed 

program. 
 

2) Indicate the start date and end date for the proposed program.  Indicate the number 
of weeks, days of the week, and hours of the day (e.g., 9:00 a.m.–5:00 p.m.) the 
program will operate.  Also indicate the projected number of participants to be 
served annually and the average number of daily participants in the program. 

 
3) Demonstrate the need for the proposed level of service to be provided. 

 
4) Indicate the proposed program’s activities and outcomes.  (Refer to the applicable 

lists of activities and outcomes for the proposed service option included in Section 
III — Scope of Services.)  Include the following information: 

 
Activities should be indicated by the code number (found in Appendix B) and 
name of the planned activity.  In addition, provide the following information 
for each activity: how often the activity will be provided, i.e., hours per day, 
days per week, and weeks per year.  Also, specify the number of participants 
that will participate in the planned activity. 
 
Outcomes should be indicated by the name of the planned outcome.  For each 
outcome, indicate the number of participants that will achieve the outcome. 

 
5) Identify program milestones (i.e., critical interim behaviors or steps intended to 

lead to successful achievement of each outcome) and associated indicators (i.e., 
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measurements indicating that the milestone has been reached) to be utilized in 
tracking each participant’s progress in achieving the outcome(s).  For example, the 
milestones could correspond to the following three steps for each participant: 1. 
Participates in assessment and attends first session, 2. Indicates motivation and 
begins making progress, and 3. Makes substantial progress in achieving aims and 
goals. Note that the proposer defines the milestones and associated indicators. 

 
6) Demonstrate that the selected activities of the proposed program are designed to 

achieve proposed milestones and selected outcome(s). 
 

7) Describe and demonstrate the effectiveness of the method(s) that will be used to 
solicit periodic input from the immigrant community regarding the program. 

 
Staffing 

 
1) Describe the salaried and non-salaried, if any, staff positions that will be utilized 

to provide the proposed program and demonstrate that such staffing is sufficient to 
help participants achieve the proposed program milestones and outcome(s). 

 
2) Demonstrate that all individuals who will be part of the program will provide the 

services in a manner that is sensitive to the characteristics of the target immigrant 
population. 

 
Community Linkages 

 
1) Describe the proposing organization’s proposed linkages with community groups, 

City agencies, and other service providers that are relevant to the proposed service 
option. 

 
In addition, for Service Option #1 – Legal Assistance Program, state whether or 
not the proposer intends to outstation legal service personnel. 

 
2) Demonstrate how utilization of the proposed community linkages will be effective 

in helping participants achieve the proposed program milestones and outcome(s). 
 

3) Complete and attach Attachment 2, Linkage Agreement Form, for each linkage 
described above, including, if applicable, for the organization at which legal 
service personnel will be outstationed. 

 
 

3. Price Proposal 
 

The Price Proposal should include each of the following for providing the Scope of Services 
described in Section III of this RFP: 

 
a. The proposed total offering price. 
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b. The proposed line item budget, including in-kind contributions and other funding.  

Complete the attached Budget Forms (Attachment 3). 
 

c. The proposed rate per participant to be served annually. 
 

d. Budget Justification  (Preferable page limit: 2 pages) 
 

• Justify how requested funds will be used to achieve program outcomes.  
Proposers should ensure that the budget and budget justification are consistent 
with the proposed program. 

 
• Identify the source of in-kind and/or cash contributions. Indicate the amount 

and state how the in-kind and/or cash contributions will be used to enhance the 
proposed program. 

 
• Document the source and amount of each in-kind and/or cash contribution by 

submitting a Letter of Intent from the Chairperson or Executive Director of 
each in-kind and/or cash contribution source. 
 

4. Acknowledgement of Addenda 
 
The Acknowledgement of Addenda (Attachment 4) serves as the proposer’s 
acknowledgement of the receipt of addenda to this RFP which may have been issued by 
DYCD prior to the Proposal Due Date and Time.  The proposer should complete this 
acknowledgement as instructed on the form. 
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B. Proposal Package Contents (Checklist) 
 
The Proposal Package should contain the following materials.  Proposers should utilize this section 
as a checklist to assure completeness prior to submitting their proposals to DYCD. 
 

1. The proposal package should include one original set and four (4) duplicate sets of the 
documents listed below in the following order: 
 
• Proposal Summary Form (Attachment 1) 
• Certificate of Incorporation as a not-for-profit organization or proof of filing for 

such status with the Secretary of State. 
• Table of Contents 
• Program Proposal 

-  Narrative 
-  Organizational Chart  
-  References for the Proposer and, if applicable, each Subcontractor 
-  Resumes and/or Descriptions of Qualifications for Key Staff Positions 
-  Audit Report or Certified Financial Statement or a statement as to why no 
    report or statement is available 
-   If applicable, Form CHAR 500 and its required attachments 
-  Linkage Agreement Form(s) (Attachment 2) 

• Price Proposal 
-  Narrative 
-  Budget Forms (Attachment 3) 
-  Letter(s) of Intent 

• Acknowledgment of Addenda (Attachment 4) 
• Certification Regarding Client Abuse/Neglect (Attachment 5) 
 

2. For each proposal submitted, enclose the documents listed above in a sealed envelope 
and hand delivered to Ava B. Walker, Deputy Agency Chief Contracting Officer, Office 
of Contract Procurement.  Label the envelope with the proposer’s name and address, 
“Immigrant Services RFP,” “PIN 26007IMMIRFP,” the geographic area(s) and service 
options being proposed, and the name and telephone number of the proposer’s contact 
person. 
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SECTION V: PROPOSAL EVALUATION AND CONTRACT AWARD PROCEDURES 
 
A. Evaluation Procedures 
 
All proposals accepted by DYCD will be reviewed to determine whether they are responsive or 
nonresponsive to the requirements of this RFP.  Proposals which DYCD determines to be 
nonresponsive will not be further considered.  DYCD’s Evaluation Committee will evaluate and rate 
all remaining proposals based on the Evaluation Criteria prescribed below.  DYCD reserves the right 
to conduct site visits, to conduct interviews, or to request that proposers make presentations, as 
deemed applicable and appropriate. Although DYCD may conduct discussions with proposers 
submitting acceptable proposals, it reserves the right to award contracts on the basis of initial 
proposals received, without discussions; therefore, the proposer’s initial proposal should contain its 
best programmatic and price terms. 
 
B. Evaluation Criteria 
 
• Demonstrated quantity and quality of successful relevant experience 30% 
• Demonstrated level of organizational capability 20% 
• Quality of proposed program approach 50% 
 
C. Basis for Contract Award 
 
Contracts will be awarded to the responsible proposers whose proposals are determined to be the 
most advantageous to the City, taking into consideration the price and such other factors as are set 
forth in this RFP, including geographic distribution of programs in each service option by and within 
boroughs, services to targeted community districts, program diversity, and service to a diverse range 
of immigrant groups to ensure that immigrants are provided adequate services based upon an 
identified level of need.  In the case that a proposer is eligible for award in more than one service 
option, DYCD reserves the right to determine, based on the proposer’s demonstrated organizational 
capability and the best interests of the City, how many and for which service options(s) the proposer 
will be awarded a contract.  DYCD also reserves the right to award less than the full amount of 
funding requested by proposers and to modify the allocations of funds among service options. 
Contract award will be subject to the following: 
 

1. Demonstration that the proposer is/will be by the contract start date incorporated as a not-for-
profit, as documented by a copy of the Certificate of Incorporation, if not previously 
demonstrated. 
 

2. In keeping with the New York City Comptroller’s mandate that all contractors have the 
proper insurance, as indicated in Part II General Provisions Governing Contracts with 
Directly and Indirectly Funded Contract Agencies, demonstration of the possession of 
necessary insurance coverage by providing a certificate of insurance. 

 
3. Timely completion of contracts between the agency and the selected proposer. 
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SECTION VI . GENERAL INFORMATION TO PROPOSERS

A. Gomolaints. The New York City Comptroller is charged with the audit of contracts in New York City. Any proposer who believes that
there has been unfaimess, favoritism or impropriety in the proposal process should inform the Comptroller, Office of Contract
Administration, 1 Cenhe Street, 10n Floor, New York, NY 10007; the telephone number is (2'12) 669-3000. ln addition, the New York
City Department of Investigation should be informed of such complaints at its Investigations Division, 80 Maiden Lane, New York, NY
10038; the telephone number is (212) 825-5959.

B. Overall Provisions. This Request for Proposals and the resulting contract award(s), if any, unless otherwise stated, are subject to
all applicable provisions of New York State Law, the New York City Administrative Code, New York City Charter, and New York City
Procurement Policy Board (PPB) Rules. A copy of the PPB Rules may be obtained by accessing the City's website at nyc.gov/ppb.

G, Appllcable Laws. This Request for Proposals 6nd the resulting contract award(s), if any, unless othenvise stated, are subject to all
applicable provisions of New York State Law, the New York City Administrative Code, New York City Charter and New York City
Procurement Policy Board (PPB) Rules. A copy of the PPB Rules may be obtained by contacting The Mayor's Office of Contracts at
(212)788-7820.

D. General Contract Provisions. Contracts shall be subject to New York City's general contract provisions, in substantially the form
that they appear in 'Appendix A-General Provisions Goveming Contracts for Consultants, Professional and Technical Services" or, if the
Agency utilizes other than the formal Appendix A, in substantially the form that they appear in the Agency's general contract provisions. A
copy of the applicable document is available through the Authorized Agency Contact Person.

E. Gontract Award. Contract award is subject to each of the following applicable conditions and any others that may apply: New York
City Fair Share Criteria; New York City MacBride Principles Law; submission by the proposer of the requisite New York City Department
of Business Services/Division of Labor Services Employment Report and certification by that office; submission by the proposer of the
requisite VENDEX Questionnaires/Certilicates of No Change and review of the information contained therein by the New York City
Department of Investigation; all other required oversight approvals; applicable provisions of federal, state and local laws and executive
orders requiring affrmative action and equal employment opportunity; and Section 6-108.1 of the New York City Administrative Code
relating to the Local Based Enterprises program and its implementation rules.

F. Proooser Appeal Riqhts. Pursuant to New York City's Procurement Policy Board Rules, proposers have the right to appeal Agency
non-responsiveness determinations and Agency non-responsibility determinations and to protest an Agency's determination regarding the
solicitation or award of a contract.

G. Multi-Year Contracts. Multi-year contracts are subject to modification or cancellation if adequate funds are not appropriated to the
Agency to support continuation of performance in any City fiscal year succeeding the first fiscal year and/or if the contractor's
performance is not satisfactory. The Agency will notifu the contractor as soon as is practicable that the funds are, or are not, available for
the continuation of the multi-year contract for each succeeding City fiscal year. In the event of cancellation, the contractor will be
reimbursed for those costs, if any, which are so provided for in the contract.

H. Promot Pavment Policv. Pursuant to the New York City's Procurement Policy Board Rules, it is the policy of the City to process
contract payments efficiently and expeditiously.

l. Prices lrrevocable. Prices proposed by the proposer shall be irevocable until contract award, unless the proposal is withdrawn.
Proposals may only be withdrawn by submitting a written request to the Agency prior to contract award but after the expiration of g0 days
after the opening of proposals. This shall not limit the discretion of the Agency to request proposers to revise proposed prices through
the submission of best and final offers and/or the conduct of negotiations.

J . Proposers should give specific aftention to the identification of those
portions of their they deem to be confidential, proprietary information or trade secrets and provide any justification of why
such materials, upon request, should not be disclosed by the City. Such infurmation must be easily separable from the non-confidential
sections of the proposal. All information not so identified may be disclosed by the City.

K. RFP PostoonemenUcancellation. The Agency reserves the right to postpone or cancel tnis RFP, in whole or in part, and to reject
all proposals.

L. Proposer Costs. Proposers will not be reimbursed for any costs incuned to prepare proposals.

- -
this Request for Proposals will not directly result in the

Agency Chief Date

I
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APPENDIX A 
 
 
 
TARGETED COMMUNITY DISTRICTS 
 
IMMIGRANT SERVICES 
REQUEST FOR PROPOSALS PIN: 26007IMMIRFP 
 
 
The listing below shows the targeted community districts for the Immigrant Services RFP. Targeted 
community districts are those with a high level of need for immigration-related services. Greater 
consideration will be given to those proposers that propose to serve the immigrants in these 
community districts. 
 
The method used to identify the targeted community districts is based upon an index of need.  The 
index uses the number of foreign-born persons who arrived between 1990 and 2000 (recent 
immigrants) and the number of persons residing in households with incomes below the federal 
poverty guidelines (low-income residents). The index of need was calculated for each community 
district in New York City using the following formula:9

 
Index of Need = .5 × Number of recent immigrants + .5 × Number of low-income residents 
 
The community districts in each borough were ranked in descending order according to their index of 
need.  In each borough, the community districts that ranked in the top 1/3 of the listing are designated 
the “targeted community districts.”  They are listed below. 
 
 
BRONX  BROOKLYN MANHATTAN QUEENS STATEN ISLAND 
 
Bronx 4       Brooklyn 1            Manhattan 3          Queens 1        Staten Island 1 
Bronx 5       Brooklyn 5          Manhattan 9             Queens 3 
Bronx 7       Brooklyn 11         Manhattan 11            Queens 4 
Bronx 9       Brooklyn 12          Manhattan 12            Queens 7 
       Brooklyn 14                                            Queens 12 
                   Brooklyn 15                                              
  
 

                                                 
9 Source of Data: NYC Department of City Planning, 2000 U.S. Census. 
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APPENDIX B
 
 

PROGRAM ACTIVITIES AND CODES 
Program activities for the four service options of the Immigrant Services RFP are in bold lettering. 
Proposers may select additional activities, but activities must be justified. 

 
Individual/Family Counseling  001 Drawing/Painting 412 
Group Counseling 002 Writing 413 
Educational/Employment Counseling 003 Photography 414 
Peer Counseling 004 Independent Living Skills Training 501 
Mentoring 005 Parent Skills Training 502 
Meetings with School Representatives 006 Parent Support Group 503 
Meetings with Parents 007 Day-Care/Preschool Education 504 
Academic Enhancement 101 Health/Nutrition Instruction 505 
Homework Help 102 Teen Pregnancy Prevention and Parenting 506 
Tutoring 103 Substance Abuse Prevention 507 
General Education Development (GED) 104 First Aid/CPR Instruction 508 
Adult Basic Education (ABE) 105 HIV/AIDS Awareness Education 509 
English for Speakers of Other Languages (ESOL) 106 Sexuality Awareness  510 
Basic Education in Native Language (BENL) 107 Domestic Violence Prevention/Intervention 511 
College Preparation 108 Transportation Services 601 
Educational Workshops 109 Respite Services 602 
Seminars 110 Access Services  603 
Follow-up Consultations 111 Senior Social, Cultural, and Recreational Services 604 
Community Meeting Presentations 112 Telephone Reassurance 605 
Leadership Skills Building 201 Homebound Services 606 
Multicultural Education and Awareness 202 Friendly Visiting 607 
Mediation/Conflict Resolution Training 203 Legal Assistance 701 
Intergenerational Interaction 204 Translation Services 702 
Community Service 205 Immigration Application Assistance 703 
Job Readiness Skills 301 Civics/Government 704 
Employment Assistance 302 Other Educational Instruction 705 
Vocational Training 303 Individual/Family Housing Assistance 706 
Internships 304 Emergency Services 707 
On-the-Job Training 305 Family Budgeting and Consumer Education 708 
Labor-related Technology 306 Youth Social, Cultural, and Recreational Services 709 
Teen Lounge 401 Housing Management 801 
Athletics 402 Home Repairs and Renovation 802 
Martial Arts 403 Housing Relocation Assistance 803 
Games 404 Group Organizing 804 
Clubs 405 Cooperative Buyers’ Club 805 
Arts and Crafts 406 Tenant/Landlord Relations 806 
Dance 407 Tenant/Block Associations 807 
Video Production 408 Tax Assistance 808 
Music 409 Business Education 809 
Drama 410 Other Special Activities 901 
Ceramics/Pottery 411   
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APPENDIX C
 
 

PROGRAM ACTIVITY DEFINITIONS 
 
Academic Enhancement 101 
Provide group academic assistance or instruction including developing lesson plans in specific 
subject areas such as reading, math, English, history, science, and computers along with a method of 
assessing the progress of each participant; administer a periodic assessment and an appropriate post-
test to establish the level of academic improvement; conduct workshops on how to develop good 
study habits and set educational and career goals; instruct participants on student rights and 
responsibilities. 

Access Services  603 
Provide information, referral, and assistance including information and explanation in areas such as 
government benefits, housing, general social services, transportation, educational programs, 
childcare, nutrition assistance programs, and health services.  Referral consists of arranging 
appointments on behalf of participants with the appropriate service providers.  Assistance includes a 
needs assessment interview and prescreening for eligibility for benefit or service programs, 
completing application forms, translation services, making telephone calls and writing letters on 
behalf of the participants.  
 
Adult Basic Education (ABE) 105 
Provide or sponsor adult basic education classes for participants, including providing instruction by a 
New York City Department of Education teacher or other qualified instructor in areas of writing, 
reading, and/or math and administering of a pre-test, periodic assessments, and a post-test to each 
enrolled participant.  Upon completion of the objectives, the contract agency will refer participants to 
GED preparation classes or other adult education programs, or promote them to other classes offered 
by the contract agency. 
 
Arts and Crafts 406 
Provide recreational arts and crafts activities to youth in a group setting.  Activities should promote 
artistic, social, and/or cognitive development. 
 
Athletics 402 
Provide instruction and organized activities (exercise, games, sports leagues) in sports such as soccer, 
basketball, track and field, baseball, volleyball, etc.  Emphasis should be placed on promoting 
teamwork and accountability and enhancing social skills among participants. 
 
Basic Education in Native Language (BENL) 107 
Refer to Adult Basic Education (105); definition is the same, but classes are conducted in the 
participant’s native language. 
 
 
 
 

IMMIGRANT SERVICES RFP – PIN 26007IMMIRFP 29



Business Education 809 
Provide participants with information regarding low-cost business loans; assist participants in 
strategic planning, assessing neighborhood needs and securing private and government investments; 
hold training sessions in starting and managing a business. 
 
Ceramics/Pottery 411 
Provide instruction in the techniques of making ceramic objects to youth in a group setting. 
 
Civics/Government 704 
Provide or sponsor instruction in civics/government to enable immigrants and refugees to participate 
more fully and knowledgeably in the civic affairs of their communities.  Help them become U.S. 
citizens by preparing them to meet USCIS citizenship requirements in both English language 
proficiency and knowledge of American history and government. 
 
Clubs 405 
Sponsor clubs organized around particular interests such as chess, photography, video production, 
writing, quilting, music, etc. 
 
College Preparation 108 
Provide participants with listings of colleges and scholarship opportunities, information on college fairs 
and visitations.  Arrange meetings with college representatives and assist in filling out college, 
scholarship, and financial aid applications.  Also, assist participants in writing college essays and 
preparing for SAT I, SAT II, Regents exams, and college entrance exams. 
 
Community Meeting Presentations 
Presentation and dissemination of information to a diverse group of individuals from a specific 
community. 
 
Community Service 205 
Provide and supervise volunteer service for participants to foster the spirit of volunteerism, build 
citizenship, and enhance community pride.  Community service projects typically provide benefits to 
the immediate physical and/or social environment.  Community service projects may incorporate 
community surveys, assessments of local needs, and neighborhood beautification.  Participants may 
also volunteer to provide family services, elder care, tutoring, recreational services, and/or cultural 
activities. The community service projects may be linked with local schools, churches, social service 
organizations, and community-based organizations.  I n addition, projects, especially those targeting 
youth, may be designed to impart leadership skills. 
 
Cooperative Buyers’ Club 805 
Assist participants in establishing cooperative buyers’ club and/or assist participants in purchasing 
high quality goods at wholesale prices through group buying. 
 
Dance 407 
Provide instruction in movement, modern dance, ballet, tap, etc. to youth in a group setting.  Sponsor 
activities such as improvisations, performances, trips to other performances.  Activities should 
promote artistic and social development. 
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Day Care/Preschool Education 504 
Provide a classroom environment to youngsters, including age-appropriate activities that promote 
social, cultural, and educational development. Activities can include making collages, painting, water 
and sand playing, table games, role-playing, group activities, and field trips Must secure all licenses 
required to operate this program. 
 
Domestic Violence Prevention/Intervention 511 
Provide knowledge and teach skills for violence prevention.  Provide outreach and direct services to 
individuals and families who are victims or potential victims of domestic violence. 
 
Drama 410 
Provide instruction in acting techniques, sound design, set production, and/or lighting to youth in a 
group setting.  Promote organized activities such as improvisations, performances, set production, 
theater trips. 
 
Drawing/Painting 412 
Provide instruction in the techniques of drawing/and or painting to youth in a group setting.  Promote 
organized activities such as art shows, trips to museums. 
 
Educational/Employment Counseling 003 
Assist participants in the assessment of their educational and/or career goals; assist participants in the 
process of self-evaluation and future planning. 
 
Educational Workshops 109 
Plan, organize, and conduct instruction covering one topic in depth and following a curriculum 
outline.  Designated topic areas could include leadership skills training; alternatives to drug use and 
violence; AIDS awareness, mental health awareness; multicultural awareness; performing arts; 
pre/postnatal care; child rearing; housing issues; economic development; entitlement assistance; 
immigration services, procedures and/or legislation; and job-readiness skills. 
 
Emergency Services 707 
Provide emergency services to individuals and families in one or more of the following areas: 
clothing, food, and shelter. 
 
Employment Assistance 302 
Provide employment assistance to individuals, including assessing each participant’s employment 
readiness and providing help in areas such as job development, job placement, and job retention. 
 
English for Speakers of Other Languages (ESOL) 106 
Conduct or sponsor English for Speakers of Other Languages classes to enable participants to read, 
write, and/or speak English.  Administer a pre-test, periodic assessments, and post-test to all enrolled 
participants. 
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Family Budgeting and Consumer Education 708 
Provide instruction in learning how to budget income to meet bills and daily and emergency needs 
(food, clothing, shelter), inform participants about their rights as consumers, and provide credit 
counseling. 
 
First Aid/CPR Instruction 508 
Provide instruction in emergency first aid procedures and/or cardio-pulmonary resuscitation (CPR). 
 
Follow-up Consultations 111 
Brief telephone or small meeting consultations with particular participants as a follow-up to 
workshops, community meetings, or seminars. 
 
Friendly Visiting 607 
Make friendly visits to the homebound in order to provide them with social and emotional support. 
 
Games 404 
Provide opportunity for enhancement of social and cognitive skills through games such as chess, 
checkers, cards, board games, etc. 
 
General Education Development (GED) 104 
Conduct or sponsor course for participants preparing for the General Education Development 
examination which is administered by the New York State Department of Education. Consists of 
classroom instruction in the subject areas of reading, math, writing, science, and social studies, 
provided by a New York City Department of Education teacher or other qualified instructor. Also 
includes administering a pre-test, periodic assessment in each subject area, and a practice GED post-
test to all enrolled participants. 
 
Group Counseling 002 
Provide counseling to groups in planned sessions dealing with issues such as substance abuse and all 
types of psychological, mental, emotional, and physical abuse and/or violence; involve participants in 
the process of self-evaluation and assist participants in examining available solutions. 
 
Group Organizing 804 
Help organize and assist neighborhood organizations designed to empower neighborhood residents, 
assist the groups in developing group purpose, objectives, and strategies.  Assist the groups in 
developing the structural and legal basis of their groups; provide training on the functions and 
objectives of group members; and instruct the groups on how to impact local and state decision-
making and secure government support. 
 
Health/Nutrition Instruction 505 
Provide instruction in mental and physical health and nutrition-related issues, including instruction 
on substance abuse, physical fitness, chronic illnesses, pre/postnatal care, emotional well-being and 
mental health awareness; utilize healthcare providers to conduct diagnostic tests such as blood 
pressure readings and blood tests.  Emphasis should be placed on the awareness of immunization and 
prevention of tuberculosis, HIV-AIDS, and STDs and deal with other health concerns such as stress, 
hypertension, vision, hearing, lead poisoning, hygiene, and asthma.  
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HIV/AIDS Awareness Education 509 
Provide information regarding AIDS with emphasis on preventive measures, HIV and AIDS test 
centers, and treatment and counseling services for individuals who are HIV positive and/or in 
treatment for AIDS-related illnesses. 
 
Home Repairs and Renovation 802 
Provide home renovation and repairs as needed in the homes of individuals/families.  This is a direct 
service. 
 
Homebound Services 606 
Provide support services to the homebound, including light housekeeping chores, shopping and small 
errands, escort services, meal preparation, and personal grooming. 
 
Homework Help 102 

Provide supervision of and assistance with daily homework assignments. 
 
Housing Management 801 
Provide housing management services to individuals, including residents of city-owned buildings 
under the Special Projects Program.  Monitor the collection of rents from the tenants residing in these 
buildings, contact tenants to investigate reasons for late or nonpayment of rental fee, and provide 
appropriate intervention assistance to these tenants. 
 
Housing Relocation Assistance 803 

Provide relocation assistance to individuals residing in buildings that are targeted for demolition or 
are sites for urban renewal. 
 
Immigration Application Assistance 703 
Provide assistance to enable immigrants to apply for permanent residency, Special Immigrant 
Juvenile Status and/or citizenship. Assistance may include screening immigrants for eligibility, 
filling out applications, preparing applications for submission to the United States Citizenship and 
Immigration Services (USCIS), assessing applicants’ needs and referring to appropriate English for 
Speakers of Other Languages (ESOL) or U.S history instructional programs, advocating on behalf of 
applicants as needed, and following up on applicants’ status. 
 
Independent Living Skills Training 501 
Provide workshops and other services that focus on skills building and preparation for or promotion 
of independent and responsible living including, but not limited to, stress management, birth 
control/safe sex practices, healthy relationships, cooking/nutrition, establishing credit/money 
management, assertive communication, positive social skills, and substance abuse awareness and 
prevention. 
 
Individual/Family Counseling 001 
Provide counseling to individuals/families in planned sessions dealing with issues such as substance 
abuse and all types of psychological, mental, emotional, and physical abuse and/or violence; involve 
participants in the process of self-evaluation and assist participants in examining available solutions. 
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Individual/Family Housing Assistance 706 
Provide services to individuals and families including assistance in completing application forms for 
tenancy in New York City Housing or Section 8 housing, rent increase exemptions for senior 
citizens, homeowners’ loan programs under HPD or HUD, rent stabilization; provide housing 
advocacy in the areas of housing code violation complaints, dispossession, and evictions. 
 
Intergenerational Interaction 204 
Foster the interaction between seniors working for youth programs and youth working for senior 
programs.  The interaction would include social, recreational, cultural, and educational activities such 
as mentoring relationships, running errands, and tutoring.  The interaction can be group or individual 
and occur in an organizational or home setting. 
 
Internships 304 
Sponsor and/or provide assistance with placement in internships or volunteer positions for the 
purpose of employment skills development. Provide follow-up activities such as workshops for 
participants to give and receive feedback on their work experiences. 
 
Job-Readiness Skills 301 
Provide employment assistance to participants, including assessing each participant’s employment 
readiness and providing help in areas such as resume preparation, interview techniques, job 
applications, job search skills, and job retention skills, e.g., appropriate workplace conduct, work 
habits, and time management skills; provide information on labor market trends. 
 
Labor-Related Technology 306 
Provide instruction in software applications current in the workplace, e.g., Microsoft Word, Excel, 
PowerPoint, Access, etc.  Introduce participants to various Internet browsers and search engines. If a 
job readiness program partners with local businesses the agency should incorporate, when possible, 
technology related to the job offering (e.g., graphic design, typing, etc.). 
 
Leadership Skills Building 201 
Provide practical, hands-on experiences geared to developing skills and potential. Leadership skills 
include communication, critical thinking, problem solving, conflict resolution, team building, public 
speaking, values clarification, project planning, supervising others, conducting meetings, and 
consensus building. Hands-on experience may include such areas as planning and implementing teen 
conferences, youth advisory councils, and/or committees; performances and other artistic 
presentations; community service projects; team research projects; peer mentoring; and peer tutoring.  
 
Legal Assistance 701 
Free legal assistance by a staff attorney or paralegal working under the supervision of a staff attorney, 
including preparation and filing of legal papers in administrative proceedings and civil disputes; 
advocating for rights, benefits, and entitlements; and representing participants in court and at 
administrative hearings and appeals. 
 
Martial Arts 403 
Provide and instruction and organized activity in the arts of self-defense such as karate, tai kwan do, 
kick boxing. Emphasis should be placed on physical fitness and self-discipline. 

IMMIGRANT SERVICES RFP – PIN 26007IMMIRFP 34



Mediation/Conflict Resolution Training 203 
Provide basic learning steps in negotiation and understanding and identifying sources of conflict; 
recognizing and respecting differences in race, culture, ethnicity, class, age, and gender; using 
conflict resolution skills to enhance interpersonal interaction; applying conflict resolution skills to 
increase control of anger and/or aggression; learning to utilize neutral language and recognizing 
implication of nonverbal communication. 
 
Meetings with Parents 007 
Schedule meetings between staff and parents of enrolled children to discuss issues related to each 
child’s progress, development, and /or areas in need of improvement. 
 
Meetings with School Representatives 006 

Schedule meetings between CBO staff and school representatives and, if available, parents of 
enrolled children to discuss issues related to each child’s progress, development, and/or areas in need 
of improvement. 
 
Mentoring 005 
Foster one-to-one relationships for the purpose of motivating young people to stay in school and 
make successful transitions to adulthood. Mentors may be other youth or adults serving as positive 
role models and able to establish a one-to-one relationship with a young person.  A mentoring 
program should include exposing young people to new educational, cultural, and social experiences; 
introducing young people to the mentors’ careers and workplaces; assisting young people in the 
exploration of career opportunities and college preparation; and reinforcing positive behavior, 
attitudes, and ambitions. 
 
Multicultural Education and Awareness 202 
Provide various ethnic groups with an approach to learning that incorporates sharing the riches of 
their heritage and the heritage of others.  Provide a supportive setting to explore effective ways of 
responding to actions based on biases, prejudices, and stereotyping.  Strategies can include 
workshops, performing arts, mentoring, history and culture of various ethnic groups, mediation and 
conflict resolution. 
 
Music 409 
Provide instruction in music theory, instrumental music, and/or vocal music to youth in a group 
setting. Promote organized activities such as band, chorus, performances, trips to other performances.  
Activities should promote artistic, social, and cognitive development. 
 
On-the-Job Training 05 
Provide and/or sponsor employment skills development through actual work experiences at a work 
site or sites. 
 
Other Educational Instruction 705 
Provide civics, computer, or other specific instruction, not otherwise defined, to enable participants 
to prepare for citizenship, employment, or other competency; administer pre-tests, periodic 
assessments, and post-tests to all enrolled participants. 

IMMIGRANT SERVICES RFP – PIN 26007IMMIRFP 35



Other Special Activities 901 
Provide special activity (ies) described in contract such as focused neighborhood improvement 
projects, surveys, newsletters, publications, street fairs, and concerts.  Where possible, recipients of 
services should be included in planning and implementation of the projects. 
 
Parent Skills Training 502 
Conduct parenting/child-rearing workshops on topics related to issues of understanding children as 
they progress through various developmental stages; provide practical and useful instruction in the 
art of parenting. 
 
Parent Support Group 503 
Provide opportunity for parents to meet regularly to gain support from one another through 
discussion of issues of mutual concern related to child development, health and safety, discipline, 
education, etc.  
 
Peer Counseling 004 
Provide youth with interaction and socialization with other youth to discuss common problems and 
solutions, to establish common goals, and to provide support and guidance to one another. 
 
Photography 414 
Provide instruction in the techniques of still photography to youth in a group setting.  Promote 
organized activities such as shows and trips to museums. 
 
Respite Services 602 
Provide temporary alternative care for youth or older adult in order to relieve primary caregiver from 
responsibilities of caring for participants who are suffering from debilitating physical and/or 
cognitive conditions.  The respite may be provided in the home of the participant or in a group setting 
designed to meet the needs of the participant. 
 
Seminars 110 
Classroom instruction that is more intensive, i.e., longer sessions and fewer participants, than a 
workshop and that covers more than one topic. 
 
Senior Social, Cultural, and Recreational Services 604 
Provide social, cultural, and recreational activities to seniors in a group setting which may include 
games, exercise classes, arts and crafts, cultural and recreational trips, birthday parties, and informal 
discussion groups. 
 
Sexuality Awareness 510 
Provide age-appropriate instruction on the anatomy of the female and male bodies.  Provide youth 
with the opportunity to discuss issues related to dating, relationships, sexual identity, safe sex, 
pregnancy, and other sexual issues to enable them to make age-appropriate choices and promote 
healthy growth and development 
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Substance Abuse Prevention 507 
Provide individual, family, group, and peer counseling for those affected by substance abuse. Make 
referrals to treatment centers and programs and support individuals and families to access appropriate 
assistance.  Provide information on early identification of substance abuse problems and the 
associated physical, emotional, and social risks.  Provide information about and encourage 
involvement in drug-free activities. 
 
Tax Assistance 808 
Provide participants with assistance in completing tax returns and clarify issues relating to taxes.  
Assist households eligible for Earned Income Tax Credit. 
 
Teen Lounge 401 
Provide organized space and time for teens to socialize and discuss issues of mutual interest. 
 
Teen Pregnancy Prevention and Parenting 506 
Provide guidance and support to teens to encourage pregnancy prevention, family planning, and the 
proper use of contraceptives. Provide parenting classes to teen parents on prenatal through infant 
nutrition, development, safety, and caretaking to foster delivery and care of healthy babies.  Assist 
teen parents in setting and attaining educational, employment, and social goals.  
 
Telephone Reassurance 605 
Make telephone calls to individuals who are homebound in order to maintain friendly contact and 
perform intake assessments of continuing or additional services needed by the participants. 
 

Tenant/Block Associations 807 

Provide housing assistance to tenant and/or block associations, including organizing new tenant 
associations through the coordination of initial meetings and membership drives; providing technical 
assistance in developing the constitution and by-laws and holding elections of officers Provide 
technical assistance in advocacy and mediation techniques and group organizing skills to established 
tenant and/or block associations in such areas as tenant/landlord rights and liabilities, tenants’ 
responsibilities in the community, housing regulations, building security, housing management 
programs, and current issues in housing. 
 
Tenant/Landlord Relations 806 
Provide assistance acting as liaison, when necessary, in areas of tenant/landlord relations, and/or 
negotiations in matters of rent increases, apartment repairs, utilities, dispossession, and evictions. 
 
Translation Services 702 
Assist participants in translating, interpreting, and filling out legal and other administrative 
documents. 
 
Transportation Services 601 
Provide transportation services to ambulatory/handicapped/frail senior citizens, including 
transportation services to scheduled appointments for entitlement benefits, hospitals, doctors, dentist 
appointments, shopping centers, recreational/excursion trips, and senior centers and programs. 
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Tutoring 103 

Provide one-on-one academic assistance or instruction in specific subject areas such as reading, math, 
English, history, science, and computers along with a method of assessing the progress of each 
participant. Administer period assessment to establish the level of academic improvement. 
 
Video Production 408 
Provide opportunities for youth to develop technical and artistic skills related to video production. 
 
Vocational Training 303 
Provide vocational training to individuals, including instruction and practical experience in 
designated occupation(s). 
 
Writing 413 
Provide instruction in the techniques of creative and/or expository writing to youth in a group setting.  
Activities might include creating journals, writing poems, essays, or short stories, writing scripts.  
Promote organized activities such as poetry readings or planning collaborations with drama or video 
students. 
 
Youth, Social, Cultural, and Recreational Services 709 
Provide recreational activities to youth in a group setting which may include games, team sports, 
cultural activities, arts and crafts, cultural/recreational trips, informal discussion groups.  These 
activities should promote cultural and educational development. 
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PROPOSAL SUMMARY FORM 
IMMIGRANT SERVICES RFP PIN # 26007IMMIRFP 

 
Proposer Name: __________________________________________________________________________________ 
 
Address: __________________________________________________________________________________ 
 
 __________________________________________________________________________________ 
 City  State Zip Code 
Tax Identification #: ____________________________ 
 
Proposer’s Contact Person:_________________________________________________________________________ 
 
Title: _________________________________________________ Telephone #: (        )__________________________ 
 
Fax No. ___________________________________ E-mail Address: ________________________________________ 
 
Proposer’s Authorized Representative:__________________________________ Title:_________________________  
 
Signature: _______________________________________________________ Date: ___________________________ 
 
Proposer Compliance  with Minimum Qualification Requirement (Check below, as applicable.) 

  Proposer is a not-for-profit organization incorporated entity in New York State.  (Attach a copy of the certificate.)     
Or            

  Proposer has proof of filing with the Secretary of State for such status by the proposal submission due date indicated      
in this RFP.  (Attach a copy of the application.) 

 
Proposed Service Option  

Check one Service Option ONLY. 
Organizations may propose programs under more than one service option, but a separate and complete proposal must be 
submitted for each service option proposed. 
 

 #1 – Legal Assistance Program                       #3 – Domestic Violence Program 
 

 #2 – Legal Services for Immigrant Youth       #4 – Services for Immigrant Families 
 

Proposed Service Area(s) 
Check the Service Area (A, B, or C) that applies and if B, check all the applicable boroughs; if C, check all the applicable targeted 
CDs and list other CDs. 
 

     A.  Citywide    
 

     B.  Boroughwide:    Bronx       Brooklyn        Manhattan       Queens      Staten Island 
 

     C.  Selected CDs: 
 

Bronx:              CDs      4       5        7       9    Other CDs _____________________________ 
 
Brooklyn:         CDs      1       5        11      12       14      15    Other CDs _____________________ 
  
Manhattan:      CDs      3       9        11      12   Other CDs _______________________ 
   
Queens:           CDs      1       3        4        7        12   Other CDs ____________________ 
  

              Staten Island:  CD        1   Other CDs _________________  

 

ATTACHMENT 1
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Primary Immigrant Group(s) to be Served (list no more than three):__________________________________________ 
 
_________________________________________________________________________________________________  
 
Program Costs and Resources:   
 
a. Total annual DYCD funding request        
 $_______________________ 
 
b. Annual cash contributions    � YES  � NO 
 (DYCD does not require cash contributions.)  If YES, indicate amount  
 $_______________________ 
 
c. In-kind contributions proposed  � YES  � NO 
 (DYCD does not require in-kind contributions.)  If YES, indicate amount  $_______________________ 
 
d. Total annual program cost (Sum of a+b+c)       
 $_______________________ 
 
 
Service Information: 
 
Proposed Annual Enrollment: _______  Annual DYCD Funding Per Participant: ________ 

(= total annual DYCD funding request  ÷ proposed annual enrollment) 
 

For the Legal Assistance Program, specify how many participants will receive the following services:  
 

Paralegal Consultations Only:       _____ 
Paralegal Consultations plus Application Assistance:      _____ 
Paralegal Consultations plus Legal Representation:     _____ 
Paralegal Consultations plus Application Assistance and Legal Representation:  _____ 

 
 Total (= Proposed Annual Enrollment)      _____ 
 

For Legal Services for Immigrant Youth, specify the number and percent of participants who will be served in 
each of the following service categories: 
        #     % 
Undocumented Youth in Foster Care: _____ _____ 
Unaccompanied Youth:   _____ _____ 
 
Total (=Proposed Annual Enrollment) _____ 100% 
 

Proposer has submitted additional proposals in response to this RFP.  � Yes    � No        
 
If yes, how many? _______   
 
 
Is the proposal printed on both sides, on recycled paper containing the minimum percentage of recovered fiber content as 
requested by the City in the instructions to this solicitation? 
 

  Yes    No     
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Program Site Address(es) for this Proposal  Number of Sites for this Proposal: ___________ 
 
 
Site Name #1:  __________________________________________________________________________________ 
 
Address:  __________________________________________________________________________________ 
 
  __________________________________________________________________________________ 
 City State Zip Code 
 
Site Name #2:  __________________________________________________________________________________ 
 
Address:  __________________________________________________________________________________ 
 
  __________________________________________________________________________________ 
 City State Zip Code 
 
Site Name #3:  __________________________________________________________________________________ 
 
Address:  __________________________________________________________________________________ 
 
  __________________________________________________________________________________ 
 City State Zip Code 
 
Site Name #4:  __________________________________________________________________________________ 
 
Address:  __________________________________________________________________________________ 
 
  __________________________________________________________________________________ 
 City State Zip Code 
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ATTACHMENT 2
 

 
 
LINKAGE AGREEMENT FORM 
 
 Proposer: _______________________________________________ PIN #: 26007IMMIRFP 
 
Service Option (Check only one):  #1 - Legal Assistance Program 
  

 #2 - Legal Services for Immigrant Youth 
 

 #3 - Domestic Violence Program 
 

 #4 – Services for Immigrant Families 
 
INSTRUCTIONS: This agreement is a demonstration of a commitment to integrate service delivery through working 
relationships with other organizations.  It is not a consultant agreement. Provide one Linkage Agreement Form for each 
organization with which you will be working.  Duplicate this form as needed. 
 
Pursuant to the proposal submitted by __________________________________in response to the Immigrant Services  
 (Proposer Organization) 
Request for Proposals from the Department of Youth and Community Development, the proposer, if funded, will 
establish programmatic linkages with ______________________________in the form and manner described below.
  
                                                       (Linked Organization) 
 
In the space provided below, describe the proposed programmatic linkage, including how referrals and follow-up services 
for individuals will be maintained. 
 
 
 
 
 
 
 
 
 
 
 
Proposer Organization: Linked Organization: 
 
_______________________________________  _______________________________________ 
Authorized Representative Authorized Representative  
_______________________________________ _______________________________________ 
Title Title 
_______________________________________ _______________________________________ 
Signature Work Address 
_______________________________________ _______________________________________ 
Date Work Telephone Number 
 _______________________________________ 
 Signature 

 _______________________________________ 
 Date 
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 Department of Youth and Community Development
REQUEST FOR PROPOSAL 

PIN: 26007IMMIRFP
PROGRAM BUDGET SUMMARY

Form Revised 12/06                     

Proposer's Name

Address:

Tel #: Fax #: E-mail: 

Ex. Director Tel #: E-mail: 

Fiscal Officer: Tel #: E-mail: 

EIN: SUI #:

Operating Period: Through:

(Column A+B=C)
A B C

TOTAL FUNDING IN KIND / CASH TOTAL
Account Code

PERSONNEL SERVICES REQUEST CONTRIBUTION PROGRAM COST

1100  Salaries and Wages
1200  Fringe Benefits*
1300  Central Insurance Program (CIP) ** 

TOTAL PERSONNEL SERVICES
NON STAFF SERVICES

2100  Consultants 
2200  Sub-Contractors
2300  Stipends
2400  Vendors

TOTAL NON-STAFF SERVICES
OTHER THAN PERSONNEL SERVICES

3100  Consumable Supplies
3200  Equipment Purchases
3300  Equipment  Other
3400  Space Rental 
3500  Travel
3600  Utilities & Telephone
3700  Other Operational Costs 
3900  Fiscal Agent Services

TOTAL OTHER THAN PERSONNEL SERVICES

TOTAL COST
* The maximum rate is 30%; and the minimum rate is 7.65% of the total salaries.
** CIP rate is 4.50% of total budget for insurance coverage

Page 1 of 4

ATTACHMENT 3
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Department of Youth and Community Development
Proposed RFP budget

SALARIES AND WAGES SUPPORT SHEET

Full Time Employees Only

# Of 
Pos. Title Code         *** Pos

        *** Pos

ition/Title 
 # of 

Months Annual Salary
% Applied to 

DYCD Total DYCD Cost

Sub-Total

Part Time Employees Only

# Of 
Pos.

Title Code ition/Title Hourly Rate Total Hours for 
Budget Period

Total Amount Part 
Time Staff

Sub-Total

Total Budgeted Salaries

                                                       * Note: Part Tme employees must work less than 35  hours per week                                 

Page 2 of 4
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Department of Youth and Community Development 

Proposed RFP budget FUNDING 

Acct Code REQUESTED

FRINGE BENEFITS

1200 FRINGE BENEFITS 

FICA  @ 7.65%, Unemployment Insurance, Medical,

Workers' Compensation , Disability, Life insurance, & Pension.

The maximum fringe benefit rate is 30%; and the minimum rate is 7.65% of the total salaries.

If under the Fiscal Agent, the minimum fringe benefit rate is 12.65% of the total salaries.

1300

Central Insurance Package 4.5 % of Total Budgeted Amount

General Liability, Workers' Compensation, 
Disability, Special Accident, and Property 
Insurance are covered under the DYCD Central 
Insurance Program.

NON STAFF SERVICESS

2100  CONSULTANTS  (Total) (Total of all Consultants)
Description  and amount for each Consultant(If additional space is required submit attachments)

2200  SUB-CONTRACTORS  (Total) (Total of all Consultants)
Description and amount for each Sub-Contractor (If additional space is required submit attachments)

2300  STIPENDS (Total)
Description (If additional space is required submit attachments)

2400  VENDORS (Total)
Description (If additional space is required submit attachments)

Page 3 of 4

 CENTRAL INSURANCE PROGRAM (CIP)
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FUNDING
REQUESTED

Acct Code

OTHER THAN PERSONNEL SERVICES

3100  C O N S U M A B L E  S U P P L I E S
Office , Program and Maintenance Supplies

3200 E Q U I P M E N T   P U R C H A S E S *
*Attach description or itemized equipment list.  
Copiers, Computers, Printers, and Furniture Etc.

3300 EQUIPMENT OTHER
Maintenance, Repairs, Rentals, & Computer Software

3400 SPACE   RENTAL  (Total of Lines 3410 & 3420)

3410   Public School 

3420   Rent  / Other

3500 T R A V E L
Staff Travel , Bus Trips, Other

3600 TOTAL UTILITIES AND TELEPHONE

3700 OTHER OPERATIONAL COSTS  (Total of Lines 3710 & 3720)
Postage,  Admission tickets, Printing and Publications 
Bank Charges, Training and Conferences, Audit Fee, Internet Fee
Food and Refreshments, Participant Costs, and Liability Ins, Etc.

3710    Other Costs
   

3720    Indirect Costs  * %

3900 FISCAL AGENT SERVICES
See Fee Scale on Budget Instructions

* Maximum rate is 10% of Total Budget.

Please note: All highlighted fields (Blue) are calculated automatically and cannot be changed manually.

Page 4 of 4

Department of Youth and Community Development 
Proposed RFP budget
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DYCD Title Codes 
       
AA ADMINISTRATIVE ASSISTANT    
AB ASSISTANT BOOKKEEPER    
AC ACCOUNT SPECIALIST    
AD ADMINISTRATOR     
AE ASSISTANT EXECUTIVE DIRECTOR   
AI ARTISTIC INSTRUCTOR    
AP AFTER SCHOOL PROGRAM DIRECTOR   
AR ART SPECIALIST – ARTS PARTNER   
AS ACTIVITY SPECIALIST    
AT ATTENDANT     
AX ACTOR      
BA BA CASE PLANNER     
BK BOOKKEEPER     
BM BUDGET MANAGER     
BS BILINGUAL SPECIALIST    
CA COACHES     
CC CHILD CARE PROVIDER    
CI CAMP INSTRUCTOR     
CK COOK      
CL CLERK      
CM CONTRACT MANAGER    
CO COUNSELOR     
CP CASE PLANNER     
CR COORDINATOR     
CS COUNSELING SPECIALIST    
CT CONTROLLER     
CU CUSTODIAN     
CW CASE WORKER     
CZ COMPUTER SPECIALIST    
DC DRUG COUNSELOR     
DD DEPUTY DIRECTOR     
DE DIRECTOR     
DF DIRECTOR OF FINANCE    
DI DANCE INSTRUCTOR    
DP DIRECTOR OF PERSONNEL    
DR DOCTOR      
DS DEVELOPMENT SPECIALIST    
DT DIRECTOR OF PROGRAM AND JOB DEVELOPMENT 
DV DRIVER      
EA EDUCATIONAL ADVISOR    
EC EDUCATION COORDINATOR (TEACHER LICENSE)  
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DYCD Title Codes (Continued) 
       
ED EXECUTIVE DIRECTOR    
EI EDITOR      
EP EXHIBITION PREPARER    
ES EMPLOYMENT/EDUCATION SPECIALIST   
FA FACILITATOR     
FC FAMILY COUNSELOR    
FD FOSTER CARE DIRECTOR    
FO FISCAL OFFICER     
FW FAMILY WORKER     
GL GROUP LEADER     
GW GROUP WORKER     
HC HEALTH COUNSELOR    
HM HOUSE MANAGER     
HP HOUSE PARENT     
HS HOUSING/HOMELESS SPECIALIST   
IC IMMIGRATION COORDINATOR    
IN INSTRUCTOR     
IS IMMIGRATION SPECIALIST    
JA JANITOR      
JC JUVENILE COORDINATOR    
JD JOB DEVELOPER     
JR JOB READINESS COUNSELOR   
LA LITERARY ARTIST     
LC LATCHKEY COORDINATOR    
LD LEADERSHIP DEVELOPMENT SPECIALIST  
LG LIFEGUARD     
LS LEADERSHIP SPECIALIST    
MA MAINTENANCE     
MC MEDIATOR COUNSELOR    
ME MENTOR      
MI MUSIC INSTRUCTOR    
MS MSW CASE PLANNER    
OM OFFICE MANAGER     
OW OUTREACH WORKER    
PA PROGRAM DIRECTOR ASSISTANT   
PB PHYSICIAN’S ASSISTANT    
PC PROGRAM COORDINATOR    
PD PROGRAM DIRECTOR    
PE PARENT AIDE     
PJ PROJECT COORDINATOR    
PL PARALEGAL     
PM PROGRAM DIRECTOR (MD LICENSE)   
PO DIRECTOR OF PROGRAM OPERATIONS   
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DYCD Title Codes (Continued) 
 
PR PROGRAM AIDE     
PS PROGRAM SUPERVISOR    
PT PROGRAM DIRECTOR (TEACHER LICENSE)  
RC RECEPTIONIST     
RD REGIONAL DIRECTOR    
RE RELIEF      
RN REGISTERED NURSE    
RR RECREATION COORDINATOR    
RS RECREATION SPECIALIST    
SA STAFF ATTORNEY     
SC SERVICES COORDINATOR    
SE SECRETARY     
SF ADMINISTRATIVE SECRETARY   
SG SECURITY GUARD     
SI SHOP INSTRUCTOR     
SN SENIOR ACCOUNTANT    
SS SUMMER STAFF     
ST STREET WORKER     
SU SUPERVISOR     
SW SOCIAL WORKER (M.S.W.)    
TA TEACHER AIDE     
TE TEACHER (TEACHER LICENSE)   
TH THERAPIST     
TL TEAM LEADER     
TM TRAINING MONITOR     
TS TRAINING SPECIALIST    
TU TUTOR      
TY TYPIST/TEACHER AIDE    
UD UNIT DIRECTOR     
UH URBAN HOUSING SPECIALIST    
VA VISUAL ARTIST     
VC VOLUNTEER COORDINATOR    
WF WORKSHOP FACILITATOR    
WI WRITING INSTRUCTOR    
WL WORKSHOP LEADER    
WS WATER SAFETY INSTRUCTOR    
YC YOUTH COUNSELOR    
YE YOUTH EMPLOYMENT COORDINATOR   
YW YOUTH WORKER     

 
 
 
 
 
 
 

IMMIGRANT SERVICES RFP – PIN 26007IMMIRFP 49



 

ATTACHMENT 3
 

    
 
 

 
RFP BUDGET INSTRUCTIONS 

 
BUDGET FACE SHEET IDENTIFYING INFORMATION – Page 1 of 4 

 
To assist with proper completion of the budget, DYCD has made the budget forms available for 
download (in Microsoft Excel and the Instructions in Microsoft Word) on the DYCD Website:  
www.nyc.gov/dycd  
 

Indicate the official name of your organization, address, e-mail, telephone number and fax 
number. 

• 

• The Executive Director is the person responsible for this proposal, or in charge of the overall 
agency. Please include his/her e-mail and telephone numbers. 

• The Fiscal Officer is the person responsible for preparing the financial documents for this 
contract, i.e., the Comptroller, Bookkeeper and/or Accountant. Please include his/her e-mail 
and telephone numbers. 

• Federal Employer Identification Number (EIN): Indicate the proposer’s EIN #.     
(A copy of any official IRS document reflecting the Federal Employer Identification Number 
will be required before entering into contract with your organization.) 

• State Unemployment Insurance Number (SUI): A number appearing on all correspondence 
relating to State Unemployment Insurance.  It is obtainable through the New York State 
Department of Labor (1-888-899-8810). 

• Operating Period: The first 12 month period of your proposed contract should coincide with 
the dates that activities operate within the budget. 

 
The budget is divided into three columns: A. Total Funding Request, B. In-Kind/Cash 
Contributions and C. Total Program Cost.  
 

A. Total Funding Request Budget Column is the funding requested from DYCD. 
B. In-Kind/Cash Contribution Column is the dollar value of all resources (cash, services, space, 

and equipment) applied to the proposed program, but not included in the funding requested 
from DYCD. 

C. Total Program Cost Column is the Grand Total of the proposed budget (Columns A + B).  
 
BUDGET SUMMARY BY THE BUDGET CATEGORIES 

 
To complete the remainder of Page 1 of the budget, first complete Pages 2, 3, and 4 as described 
below. For proposers completing the budget electronically, the appropriate totals for each budget 
category will automatically transfer into the corresponding box on Page 1. 
 
For the In-Kind/Cash Contribution column, you must enter the amount contributed for each category 
on Page 1, where applicable.    
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I. BUDGET SALARIES AND WAGES SUPPORT SHEET- Page 2of 4 
 
1100  The Salaries are divided in two categories:   
 

Category 1 Full Time employees: Persons who work 35 hours or more per week  
Category 2 Part Time employees: Persons who work less than 35 hours per week 
 
All required information should be entered on the budget, including all personnel, Full-Time 
(35 hours or more) and Part-Time (less than 35 hours), who will receive a salary from this 
program. For Full-Time employees, enter the title, salary, number of positions within the title 
and percent of salary that will be allocated to this contract. For Part-Time staff, enter the title, 
hourly wage rate, number of positions number of annual hours on the program per position, 
and the percent of the wages that will be allocated to this program. 

 
Helpful Hints  

To calculate the annual salary for FY 2008 multiply the hourly rate by 1827 hours per year (35 
hours per week). 

To calculate the number of hours per year multiply the number of hours worked per day by the 
number of days per year. (FY 2008=261 days)  

To calculate the annual salary for FY 2008, multiply the hourly rate by 2088 hours per year 
(40 hours per week).  

 
The minimum wage is $7.15 effective January 1, 2007.  This is subject to change.  Part Time 
salaries should be calculated by consolidating same titles with the maximum hourly rate. The 
Sub-Total of all salaries should be calculated and transferred to Page 1, Salaries and Wages 
(1100) both boxes. 

 
II. FRINGE BENEFITS – Page 3 of 4 
 

  1200     Fringe Benefits must include FICA. Charges to Fringe Benefits may also include 
unemployment insurance, worker’s compensation, disability, pension, life insurance and 
medical coverage as per your policies. Enter the Fringe Benefit rate as indicated on the budget 
summary page. Fringe rates must not be less than 7.65% or exceed 30% of total salaries. If the 
contractor uses the Fiscal Agent, the minimum rate for Fringe Benefits is 12.65%.   

1300 Central Insurance Program (CIP): Proposers without general liability insurance at the time 
of selection have the option of purchasing insurance through CIP or other sources. CIP 
includes general liability, special accident, property insurance (equipment), worker’s 
compensation and disability, at a cost of 4.5% of the total program cost. CIP only covers 
DYCD- funded programs and activities. All funded programs must have general liability 
insurance of $1 million, with a certificate naming DYCD and the City of New York as 
additional insureds, if they do not participate in CIP. 

 
CONSULTANTS/SUBCONTRACT0RS/STIPENDS/VENDORS  
 
2100 Consultant:  An independent individual with professional and/or technical skills retained to 

perform specific tasks or complete projects related to the program that cannot be accomplished 
by regular staff.  Consultant cannot be a salaried employee.   

2200 Subcontractor: An independent entity retained to perform program services. A 
subcontract will be part of the DYCD contract and will be registered with the NYC 
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Comptroller. Each Subcontractor’s EIN# must be listed on the subcontract and on its 
budget. 

2300 Stipend: An incentive allowance ONLY for the benefit of a participant and/or client. 
2400     Vendor: An independent business entity retained to provide non-program services. 

Examples: Cleaning Services, Security and Accounting Services. 
 
OTHER THAN PERSONNEL SERVICES (OTPS) - Page 4 of 4 
 
3100 Consumable Supplies: Supplies that are not lasting or permanent in nature, such as office, 

program and/or maintenance supplies. 
3200 Equipment Purchase: Purchase of equipment that is durable or permanent, such as furniture, 

printers, calculators, telephones, computers. All equipment and/or furniture purchased with 
DYCD funds at a cost of $200 or more become the property of The City of New York/DYCD.  
If the program is terminated, all such items must be returned to DYCD.  Indicate items being 
purchased.   

3300 Equipment Other: The rental, lease, repair and maintenance of office/programmatic 
equipment utilized in the program's operation. This category also includes Computer 
Software. 

3400 Space Rental: This category is separated into two subcategories (3410 and 3420). 
 
3410 Public School:  Opening fees and room rentals paid to the Department of Education 

(DOE).   
3420 Rent/Other: All other rent paid by a program for all sites utilized by that program.  It 

also includes all related charges associated with the use of the site such as minor 
repairs and maintenance costs.  No renovation or construction projects can be 
budgeted or paid for with DYCD program funds. After being selected, all contractors 
charging for rent are required to submit a Space Rental - Cost Allocation Plan.  In 
addition, you will be required to submit a copy of your lease, DOE permit and/or 
month to month rental agreement at the time of the budget submission. 

 
3500 Travel: Local travel (i.e., bus and subway fares) by the employees of the program to and from 

sites that are being used for day-to-day programmatic functions.  Expenditures for employees 
who use their personal automobile for business are reimbursed a maximum of $0.35 per mile 
plus tolls. Charge to this account all participant related travel, such as bus trips and local 
travel. 

3600 Utilities and Telephone: Self-explanatory.  
3700 Other Operational Costs: This category is separated into two subcategories (3710 and 3720). 
 

3710     Other Costs:  Items such as postage, printing and publications, subscriptions, internet 
fees, etc. Also include any other operating costs that cannot be classified in any other 
category. In addition, include costs associated with and for the benefit of the 
participants such as food, refreshments, entrance fees, awards, T-shirts, uniforms, and 
sporting equipment. This category also includes general liability insurance for 
contractors not in the Central Insurance Program.   

 Please note regarding audit costs, DYCD will accept a portion of your audit fees for 
Fiscal Year 2008. If your organization receives additional funding besides that from 
DYCD, you may only include DYCD’s proportionate share.  The proportionate share 
should be calculated by dividing the total DYCD budget by the agency’s total budget 
and applying that percentage to the total audit cost. You must submit an Audit Cost 
Allocation Plan with your budget.  
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3720 Indirect Cost:  The purpose of Indirect Cost is to capture overhead costs incurred by 
a contractor operating several programs. The following guides are to be used to 
request Indirect Cost: 
• A detailed justification and/or an analysis from a CPA or Audit detailing how the 

rate was determined must be provided. 
• The maximum allowable rate is 10% of the total budget. 

 
3900 Fiscal Agent Services: All contractors now have the option of purchasing the services of the 

Fiscal Agent. A contractor may also be required by DYCD to have its funds administered by 
the Fiscal Agent.  An agency that chooses or is mandated to utilize the Fiscal Agent must have 
all DYCD contracts administered by the Fiscal Agent. The following is a brief description of 
services that will be offered by the Fiscal Agent: 
• Establish financial records 
• Maintain and report on available budget balance 
• Verify invoices 
• Provide payroll services and personnel reporting 
• Be responsible for the timely filing and payments of employment related taxes. 
• Maintain an Accounts Payable and Ledger system in accordance with generally accepted 

accounting practices and procedures. 
 

Fiscal Agent services will be charged from your total budgeted amount at this scale: 
 

Budget $ Value  Fiscal Agent Services Fee 
$0 - $25,000    $1,200 
$25,001 - $50,000   $3,500 
$50,001 - $$100,000   $5,100 
$100,001 - $250,000   $7,100 
Over $250,001               $10,000 
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ATTACHMENT 4
 

 
 

ACKNOWLEDGEMENT OF ADDENDA 
 
Proposer: ___________________________________________  PIN #: 260007IMMIRFP  

 
Service Option: (Check only one.) 
 
  Legal Assistance Program  Legal Services for Immigrant Youth  
   
   Domestic Violence Program   Services for Immigrant Families 
  
 Proposed Service Area: (Check all that apply.) 
 

 Bronx   Brooklyn  Manhattan  Queens   Staten Island  Citywide 
 
 
DIRECTIONS: COMPLETE PART I OR PART II, WHICHEVER IS APPLICABLE. 
 
PART I: Listed below are the dates of issuance for each addendum received in connection 

with this RFP: 
 

ADDENDUM #1    DATED: ____________________________, 20____ 
 

ADDENDUM #2    DATED: ____________________________, 20____ 
 

ADDENDUM #3    DATED: ____________________________, 20____ 
 

ADDENDUM #4    DATED: ____________________________, 20____ 
 

ADDENDUM #5    DATED: ____________________________, 20____ 
 

ADDENDUM #6    DATED: ____________________________, 20____ 
 

ADDENDUM #7    DATED: ____________________________, 20____ 
 
 
 
PART II: ______ NO ADDENDUM WAS RECEIVED IN CONNECTION WITH THIS RFP. 
 

DATE _____/____/____ 
 
PROPOSER (NAME): _______________________________________________________ 
 
PROPOSER (SIGNATURE): _________________________________________________ 
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ATTACHMENT 5
 

 
 
 

CERTIFICATION REGARDING SUBSTANTIATED CASES OF  
CLIENT ABUSE OR NEGLECT 

 
 
Immigrant Services RFP                                Pin #26007IMMIRFP 
 
 
The City requires each organization with which it contracts for the provision of human client services to: 1) 
certify that no substantiated case of client abuse or neglect by any employee of the organization (including a 
foster parent, if applicable) occurred during the latest 12 month period; OR 2) disclose each such substantiated 
case and provide a brief description of the case, the date of occurrence, the level of severity, and the case 
disposition, including an explanation of the action taken against the offender(s) and, if applicable, the 
organization. Complete the form below to certify, or disclose, as applicable. 
 
 
 

This is to certify that no substantiated case of client abuse or neglect by any employee (including 
foster parents) of the organization named below has occurred during the latest 12 month period. 

 
 
 

This is to disclose that ______ case(s) of client abuse or neglect by an employee(s) of the organization 
named below was/were substantiated as having occurred during the latest 12-month period. An 
attachment to this form provides for each substantiated case: a brief description of the case, the date of 
occurrence, level of severity, and the case disposition, including an explanation of the action taken 
against the offender(s) and, if applicable, the organization. 

 
 
 
Name of Organization (Print) _____________________________________________________ 
 
Name of Authorized Representative (Print) _________________________________________ 
 
Title of Authorized Representative (Print) _________________________________________ 
 
Signature of Authorized Representative ___________________________________________ 
 
Date _____/_____/_____ 
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DEPARTMENT OF YOUTH AND COMMUNITY 
DEVELOPMENT  
OFFICE OF PROCUREMENT 
156 WILLIAM  STREET 
NEW YORK, NEW YORK 10038 
TELEPHONE: (212) 442-5982  FAX: (212) 676-8129 
 
JEANNE B. MULLGRAV   
Commissioner                             
 

 
 
        January 19, 2007 
 
 
        ADDENDUM #2 
 

Re: Immigrant Services 
Request for Proposals 
PIN: 26007IMMIRFP 

 
 

Dear Prospective Proposer: 
 

Pursuant to Sections 3-02 (i) and 3-03 (f) (2) of the Procurement Policy Board (PPB) Rules, the 
Department of Youth and Community Development (DYCD) is issuing Addendum #2 to the 
Immigrant Services Request for Proposals (RFP) PIN # 26007IMMIRFP. 

 
ADDENDUM ITEMS 

 
1. Cover Sheet: The Web site address in the paragraph at the bottom of the page is amended as 

follows: 
 

www.nyc.gov/dycd
 

2. Revised Table of Contents, page 2: The RFP is amended to include an Attachment 6 – 
Corporate Governance Certification.  Attachment 6 should be completed and submitted with 
the proposal package. 

 
3. Section II – Summary of the Request for Proposals, page 7, B, Service Options/ Competitions: 

The final sentence is amended to read as follows: 
 
For the Legal Services for Immigrant Youth service option, providers would be expected to 
provide services for one or both of the targeted youth populations. 
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4. Section II – Summary of the Request for Proposals, page 8, D, Geographic Areas To Be Served: 
The second sentence is amended to read as follows: 

 
Proposers are encouraged, however, to propose services to one or more New York City 
community districts with a high level of need for immigrant services. 

 
5. Section II – Summary of the Request for Proposals, page 9, H, Minimum Qualification 

Requirement: The next to last sentence of the second paragraph is amended to read as follows:  
 

(Final contract award shall be contingent upon presentation of a copy of the Certificate of 
Incorporation.) 

 
6. Section II – Summary of the Request for Proposals, page 9, I, Regulatory Requirements, Voter 

Registration and Health Insurance Options Plan: This section is amended to add a new paragraph 
under “Voter Registration and Health Insurance Options Plan” which reads as follow: 

 
Pursuant to Section 9918(b)(2)(C) of Chapter 106 of Title 42, United States Code Service [42 
USCS §9918(b)(2)(C)], programs, such as the programs under this Immigrant Services RFP, 
funded through the use of Community Services Block Grant funds, are prohibited from 
engaging in any voter registration activity.  

 
7. Section III – Scope of Services, page 11, C1a, Service Option 1 – Legal Assistance Program: The 

first bullet is amended to read as follows: 
 

• Provide legal and paralegal counseling, application assistance, and legal representation in 
connection with immigration benefits and steps to becoming a permanent resident, asylee, 
and/or U.S. citizen. 

 
8. Section III – Scope of Services, page 12, C1b, Service Option 2 – Legal Services for Immigrant 

Youth, Target Population: The final sentence is amended to read as follows: 
 

Providers would be expected to provide services for one or both of the targeted youth 
populations.  

 
9. Section III – Scope of Services, page 16, C2, Contractor/Staff Qualifications: The RFP is 

amended to add the following bullet that reads as follows: 
 

• A contractor for the Legal Assistance Program, Legal Services for Immigrant Youth, 
and the Domestic Violence Program would have at least one attorney on staff or on 
retainer and at least one paralegal on staff. A paralegal would have at least two years of 
experience within the last five years in the area of immigration law. Experience is defined 
as knowledge and demonstrated application of the Immigration and Nationality Act. 
Alternatively, a paralegal would have a degree from a paralegal studies program 
approved by the American Association for Paralegal Education (AAfPE). 
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10. Section IV, Format and Content of the Proposal, pages 19-20, A2b, Organizational Capability: 
This section is amended as follows:  Item 8 has been deleted and Item 6 has been amended to read 
as follows: 

 
Organizations required to file an audit in accordance with federal office of 
Management and Budget Circular A-133 must attach a copy of the most recent audit 
so filed. Organizations not required to file an A-133 audit must attach a copy of the 
most recent financial audit conducted by a certified public accountant, indicating the 
period covered; OR, if no audit has been performed, attach the most recent financial 
statement, indicating the period covered, explaining why no audited financial 
statement is available. In every case the audit or financial statement must be for the 
fiscal or calendar year 2005 or later. 

 
11. Section II – Scope of Services, page 24, B, Proposal Package Contents (Checklist): Item 1 is 

amended to read as follows: 
 

1. The proposal package should include one original set and four (4) duplicate sets of the 
documents listed below in the following order: 
 
• Proposal Summary Form (Attachment 1) 
• Certificate of Incorporation as a not-for-profit organization or proof of filing for 

such status with the Secretary of State. 
• Table of Contents 
• Program Proposal 

-  Narrative 
-  Organizational Chart  
-  References for the Proposer and, if applicable, each Subcontractor 
-  Resumes and/or Descriptions of Qualifications for Key Staff Positions 
-  Audit Report or Certified Financial Statement or a statement as to why no 
    report or statement is available 
-   If applicable, Form CHAR 500 and its required attachments 
-  Linkage Agreement Form(s) (Attachment 2) 

• Price Proposal 
-  Narrative 
-  Budget Forms (Attachment 3) (Revised 01-19-07) 
-  Letter(s) of Intent 

• Acknowledgment of Addenda (Attachment 4) 
• Certification Regarding Client Abuse/Neglect (Attachment 5) 
• Corporate Governance Certification (Attachment 6) 

 
12. Appendix A, Targeted Community Districts, page 27: The last sentence of the first paragraph is 

amended as follows: 
 

Proposers are encouraged to propose to serve the immigrants in these community districts. 
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13. Attachment 3. Budget Forms/Budget Instructions: The Budget Forms, pages 43-46 of
Attachment 3 have been amended and are attached (Attachment 3 - Revised 01-19-07). They
have also been posted on DYCD's Website. The budget instructions remain the same.

14. Attachment 6" Corporate Governance Certification, has been added and is attached.
If you have any questions regarding this addendum, please contact DYCD at
RFPquestions@dycd.nyc.gov with "Immigrant RFP - PIN 26007IMMIRFP" in the subject line of
the e-mail or telephone Nancy Russell at (212) 442-5914.If you have any questions regarding the
procurement process, please contact Ava B. Walker at(212) 442-9961.

Patricia Chabla
Agency Chief Contracting Officer

I



 I.  

ATTACHMENT 6
 

 
 
 

CORPORATE GOVERNANCE CERTIFICATION  

Immigrant Services RFP       PIN 260007IMMIRFP 
To enter into a contract with DYCD, each organization must certify that its organizational capability is 
sufficient to support the services it has contracted to provide. To certify, complete the form below, including 
the attached list of the members of the Board of Directors, with the name, title, address, telephone number, and 
e-mail address of each member.  
 
I, _______________________________________________, am the Chairperson of the Board of  
 
___________________________________________ (“Proposer”), a not-for-profit organization that has 
proposed to provide certain youth or community development services. I hereby certify that the Proposer: 
 

1. Is governed by a Board of Directors, whose names and addresses are fully and accurately set forth on 
the attached list. 

 
2. Maintains its corporate books and records, including minutes of each meeting, at the Proposer address 

stated on the Proposal Summary Form (Attachment 1 to this RFP). 
 
3. Has held in the past 12 months ______________meetings of the Board of Directors at which a quorum 

was present. 
 

4. Reviews, at least annually, at a meeting of the Board of Directors and has reviewed in the past 12 
months each of the following topics: 

a. Executive compensation 
b. Internal controls, including financial controls 
c. Audits 
d. Program operations and outcomes 

 
Name of Organization (Print)  
 
_____________________________________________________ 
 
Name of Board Chairperson (Print) 
 
 _________________________________________ 
 
Signature of Board Chairperson 
 
___________________________________________ 
 
Sworn to before me this ______ day of _____________________, 20__. 
 
______________________________ 
NOTARY PUBLIC 
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BOARD OF DIRECTORS  
 
Name of Organization: _________________________________________________  
 

Board Member Name Board Position Business Address/Phone E-Mail Address 

    

    

    

    

    

    
 

    

    

    

    

    

    

    

(Attach additional pages if needed) 
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