
 

WORKFORCE DEVELOPMENT CORPORATION (“WDC”)  

REQUEST FOR PROPOSALS RFP TITLE:  FIRST COURSE NYC 

APPRENTICESHIP TRAINING PROGRAM PIN: 2019WDC0006  

  

AUTHORIZED WDC CONTACT PERSON  

  

Proposers are advised that the Authorized WDC Contact Person for all matters concerning this Request for Proposals 

(“RFP”) is:   

  

Name: Chenelle Dennis   

Title: Deputy Director  

Mailing Address: Workforce Development Corporation   

110 William Street, 7th Floor   

New York, New York 10038   

Telephone #: 212-513-6437  

E-mail Address: CDennis@sbs.nyc.gov  

SECTION I – TIMETABLE  

A. Release Date of this RFP:  April 23, 2019     

Note: All questions and requests for additional information concerning this RFP should be directed to the Authorized WDC 

Contact Person above.  

 Questions Due Date:       May 7, 2019    

  

B. Proposal Due Date and Time:  

a. Date:  May 31, 2019     

b. Time:  5:00pm (EST)  

1. Responses must be submitted electronically by email, in either Adobe PDF or Microsoft Word, to Chenelle 

Dennis at CDennis@sbs.nyc.gov, with a copy to LSantiago@sbs.nyc.gov . If preferred, applicants may submit 

their information in hard copy to:  

  

Attn: Chenelle Dennis   

Deputy Director   

Workforce Development Corporation   

110 William Street, 7th Floor  

New York, New York 10038   

  

2. All responses to this RFP are to be prepared and submitted at the proposer’s expense. The WDC will not pay 

any costs incurred by proposers in connection with the preparation, submission, and evaluation of the RFP 

response.  

  

Note: The WDC will consider requests made to the Authorized WDC Contact Person to extend the Proposal Due 

Date and Time prescribed above.  However, unless the WDC issues a written addendum to this RFP which extends 
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the Proposal Due Date and Time for all proposers, the Proposal Due Date and Time prescribed above shall remain 

in effect.        

C. Anticipated Contract Start Date: August 2019    

SECTION II – SUMMARY OF THE REQUEST FOR PROPOSALS  

A. Organizational Background  

The NYC Food and Beverage Industry Partnership (“IP”) is housed at the Workforce Development Corporation (“WDC”). 

The WDC is an independent not-for-profit created by the City of New York (“City”) specifically for the purpose of assisting 

the City in developing and funding workforce initiatives and works closely with the City’s Department of Small Business 

Services (“SBS”) to contribute to the economic vitality of the City by promoting workforce development and job creation 

through public and private partnerships. The Industry Partnership seeks to address the food service and hospitality 

industry’s skills gaps and labor shortage by promoting training opportunities that will also open the door to greater upward 

mobility for workers; help small businesses navigate the regulatory environment; and monitor industry trends and define 

operational changes businesses can implement to meet various challenges.  

B. Context and Purpose of this Project  

In response to a steady demand by local food service and hospitality businesses for qualified back-of-the-house staff, 

specifically line cooks, the IP and the WDC are launching this First Course NYC training program. This Program targets New 

Yorkers who want to gain the technical culinary skills and professional experience in a kitchen setting required for attaining 

full-time employment as an entry-level line cook and starting a career in the food service and hospitality industry. This 

Program will serve as a sustainable model for local industry to provide foundational skills, attract new talent and refine 

internal onboarding and training to ensure a constant pipeline of qualified employees, equip participating business with 

human resources (“HR”) best practices, and open up new career pathways for New Yorkers in the growing food service 

and hospitality industry.  

We request proposals to develop and implement an effective, industry-informed apprenticeship training model that 

trains New Yorkers and connects them to quality line cook jobs with clear pathways to advancement and higher wages. 

It is the intention of this Training Program to meet the industry demand of employers who are reporting that they are 

facing a back-of-house (kitchen) labor shortage, specifically for line cooks. In addition, employers report candidates 

currently applying for open line cook positions often do not have even the minimum skills required for the position. This 

Training Program hopes to provide access to individuals who cannot afford to pursue a high-cost professional culinary 

certification.     

C. Project Overview  

The WDC is seeking an experienced organization to improve an existing curriculum (“Curriculum”) for an industry 

informed, entry-level line cook training program (“Training Program”), which will include classroom-based culinary skills, 

job preparedness skill work-based learning and structured on-the-job training component with employer partners. We 

intend to deliver this Program in two successive cohorts to a minimum of twenty-five (25) qualified and eligible participants 

(“Participants”) in each cohort. It is anticipated that the Training Program will be approximately fourteen (14) weeks in 

duration, including eight (8) weeks of full-time paid classroom-based culinary training and hands-on, experiential technical 

skills training followed by six (6) weeks of full-time paid on-the-job training with employer partners. It is expected that the 

total classroom and technical training will not exceed two hundred and eighty (280) total hours and the work based 
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learning will not exceed two hundred and ten (210) total hours. The Training Program will also incorporate an HR building 

component for employer partners and unique supportive services tailored to each trainee to contribute to the successful 

Training Program.   

As stated, the Contractor is responsible for enhancing the existing Curriculum, for the delivery of the full Training Program 

and for the integration of supportive services.  In this RFP, components of the Program can be subcontracted out, including 

the HR-building component for employer partners. The Contractor is responsible for overall program management, 

including ongoing coordination with the WDC, coordination of final assessment and enrollment of Participants, oversight 

of the on-the-job training, and administrative and reporting requirements.   

It is anticipated that the Training Program will be delivered as two (2) successive cohorts of twenty-five (25) Participants 

each for a total of fifty (50) participants. It is anticipated that both cohorts will start within a six-month period of one 

another.  

D. Anticipated Contract Term  

It is anticipated that the term of the contract awarded from this RFP will be twelve (12) months with a renewal option at 

the WDC’s sole discretion for additional periods not exceeding three years, commencing upon Contractor’s receipt of a 

written notice to proceed from the WDC. The WDC reserves the right, prior to contract award and renewal contract 

execution, to determine the length of the initial contract term and each option to renew, if any.   

  

E. Anticipated Available Funding  

It is anticipated that the maximum available funding for the contract awarded from this RFP will be $540,000. The funding 

allocation and final contract amount is dependent upon the availability and appropriation of funds and is subject to 

change. In addition, the WDC reserves the right to modify the funding allocation in the best interests of the WDC.   

  

F. Anticipated Payment Structure  

It is anticipated that the payment structure of the contract awarded from this RFP will be a combination of line-item 

reimbursements and performance-based payments tied to job outcomes. However, the WDC reserves the right to select 

any payment structure that is in the WDC’s best interest. WDC will endeavor to accommodate reasonable requests for 

payment structures that incorporate work performed and the Contractor’s allocation, dedication and expenditure of 

resources. Work performed by the Contractor beyond the scope of this solicitation and the resulting contract award, will 

not be compensated without WDC’s prior approval.   

  

G. Minimum Qualification Requirements  

Below are the Minimum Qualification Requirements for this solicitation. Proposals that fail to meet any of these 

requirements may be found non-responsive and rejected.  

• Proposer(s) has been in operation for at least one (1) year.  

• Proposer(s) has two (2) years of experience providing culinary training or related services in the last ten years.   

• Proposer(s) has two (2) years of experience working collaboratively with organizations or businesses in 

multistakeholder partnerships.   
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If submitting a joint application, all organizations must be in operation for at least two (2) years. However, the other 

experience requirements can be met by the combination of experience between multiple organizations.  

H. Accreditation, Registration, Licensing, and/or Approval  

  

The selected Contractor must comply with any applicable accreditation, registration, licensing, and/or approval 

requirements, including without limitation, to the New York State Education Department.    

SECTION III – SCOPE OF SERVICES  

A. WDC’s Goals and Objectives for this RFP  

The  IP and the WDC’s goals and objectives for this solicitation are to award one contract to a qualified Contractor to 

deliver this Training Program, including modifying and enhancing an existing Curriculum, assessing and enrolling 

Participants, delivering the Training Program, supporting the coordination of employer partners, the integration of 

supportive services for participants, securing a facility for the training, delivery of HR-building component to employer 

partners and meeting reporting and administrative requirements of the IP and the WDC. If a prospective Contractor cannot 

provide all of the aforementioned services, the WDC expects that the Contractor will subcontract out specific program 

elements.   

The WDC expects the Training Program to lead to the following outcomes:  

1. Two (2) successive cohorts of twenty-five (25) for a total of fifty (50) qualified and competitively selected 

Participants enrolled in the Training Program. The IP and the WDC will be responsible for outreach and recruitment 

and initial eligibility screening and assessment.   

2. At least ninety (90) percent of enrolled Participants complete the Training Program, with completion defined as 

at least ninety (90) percent attendance of classroom-based training and work-based learning hours as well as 

passage of any Training Program assessments of learning acquisition and acquisition of the New York City’s Food 

Handler Certification.   

3. At least seventy-five (75) percent of graduating Training Program Participants attach to full-time employment as 

a line cook or related position at $16 per hour and a minimum of thirty (35) hours per week within sixty (60) days 

of Training Program completion. This will be achieved in coordination with the IP and the WDC.  

  

B. Contractor Responsibilities  

The Contractor(s) is expected to be responsible for the following services, activities, and deliverables during the contract 

term:   

1. Program Management. Managing the Training Program, including delivery of the Training Program and all 

of the related services, activities, and deliverables set forth here, to a total of fifty (50) Participants in two 

successive cohorts.  

2. Participant Eligibility. Collaborate with the New York City Workforce1 Career Centers on outreach and 

recruitment. The Contractor is expected to be charged with creation of an assessment of candidates 

deemed eligible by the IP and the WDC. The Contractor is expected to assess candidates who have 

previously been screened by the IP and the WDC as well as the City’s network for Workforce1 Career 

Centers and the participating employer partners to meet the following eligibility and assessment criteria:   
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o At least 18 years of age; o A New York City resident;   

o Authorized to work in the United States;  o Candidates do not 

need their high school diploma or equivalency to be eligible;  o 

Demonstrated basic reading and math literacy;  o Demonstrated 

marked interest, requisite characteristics & enthusiasm for the 

restaurant industry.  

  

3. Curriculum Enhancement. The Contractor is expected to modify and enhance an existing curriculum for 

the Training Program Curriculum. The Curriculum should include two hundred eighty (280) hours, or eight 

weeks, of a combination of classroom-based education and experiential kitchen-based technical training, 

including all core, transferable occupational skills and job preparedness skills for restaurant line cooks. In 

addition, curriculum is expected to include preparation and testing for the New York City Food Handler 

Certification. The Contractor is not expected to be responsible for the content and delivery of the on-the-

job training portion of the Training Program but should oversee its progress as previously described. Each 

employer partner will be expected to submit a proposed training plan that is customized to their own 

business and needs. The Curriculum should include the following key elements and content:   

  

o Key Elements. The Modified Curriculum should be, at minimum:  

 Action Oriented: The Modified Curriculum should teach Participants practical knowledge about 

the food service and hospitality industry and relevant comprehensive core transferable technical 

skills that can be utilized immediately in the work-based learning portion of the Training Program. 

Further, the instructional model employed will be expected to provide Participants the 

opportunity to practice what they learn to assist in retention of the information during the 

classroom-based and work-based learning portions of the full Training Program.   

 Rigorous:  The experiential training component of the program should be designed and delivered 

in such a way as to closely mimic the rigorous, demanding work environments that are an inherent 

part of the restaurant industry.   The training should incorporate the same demands in time 

management, attention to detail, physical stamina, stress level & organizational skill as are 

required in professional kitchens to ensure all participants are fully prepared for the OJT 

component with their employers.  

 Tailored for best practices: The Modified Curriculum should be specific to learning styles best 

suited for targeted participants. This may include interactive activities and experiential learning 

that may be accomplished through group discussions and/or exercises, role-playing, in-class 

simulations, relevant projects, case studies, and class presentations.   

 Industry-Informed: The Modified Curriculum will be reviewed and approved by the IP and the 

WDC and potentially other professionals in the food service and hospitality industry. Feedback 

should be incorporated prior to delivery of the Curriculum.  Existing curriculum is available to any 

Proposer upon request to review for full understanding of required modification and 

enhancement.  

  

o Content. The Modified Curriculum, including the additional modules, should include, at minimum:  
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 Introduction to the Training Program;   

 Complete overview of the food service and hospitality industry;  

 Basics of working in a professional kitchen;  

 Overview of kitchen positions and career advancement pathways in the aforementioned 

industries;   

 Preparation and testing for the New York City’s Food Handlers Certification. The Contractor should 

include relevant instructional resources or testing fees required;   

 Common culinary language and terms, and methods of communication;  

 Kitchen hygiene, safety and first aid;  

 Foundational culinary skills;   

 Salads, soups, and sauces;   

 Meat butchery (chicken, pork, and lamb);   

 Fish and shellfish;   

 Foundational Cooking techniques; and   

 Pastry and bakery principles and basics.   

 Week 8 final dinner plan and preparation incorporating all skills learned.  

 Scheduled guest cook/chef lectures, presentations or classes to augment curriculum.  

  

o Materials: The accompanying Curriculum materials should include, at minimum:   

 A syllabus to be used in the facilitation of the Curriculum along with a detailed Curriculum outline 

identifying Curriculum topics, learning objectives, instructional strategy, including hours and 

content, and assessments to measure Participant learning acquisition;   

 Associated presentation decks and other visuals, including content and applied practice activities, 

to be used in the facilitation of the Curriculum;   

 Detailed facilitator manual that includes talking points and guidance for supporting instructors in 

delivering the Curriculum. This is only expected if the Contractor is creating a modified or 

enhanced Curriculum as part of the contract; and  

 Participant resource packets to complement all Curriculum activities and additional reference 

materials expanding the Curriculum content.   

  

4. Final Participant Assessment and Enrollment. The IP and the WDC will lead outreach and recruitment 

which includes scheduling and management of orientation sessions, screening for eligibility, first 

assessment for the Training Program, and employer partner interviews prior to the Contractor’s final 

assessment. The Contractor will be expected to develop and utilize a fair and reasonable interview tool and 

rubric (or other assessment process approved by the WDC) that focuses on the unique qualifications and 

general competencies required for line cooks in order to identify and enroll the most qualified Participants 

in the Training Program. The interview tool and rubric should be based on industry input and knowledge 

of the target population and must be submitted to the IP and the WDC for approval and feedback prior to 

the start of interviews. While the Contractor is not expected to lead outreach and recruitment, the 

Contractor may support these activities by directing candidates or partner organizations with interested 

candidates and collaborating with the WDC to support the outreach, recruitment and selection of 

candidates.   
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5. Training Delivery. The Contractor is expected to manage the delivery of the modified Curriculum as 

described in the previous section by qualified primary and ancillary instructors. The contractor will be 

expected to support the instructor(s) to ensure the quality of the Curriculum delivery and achievement of 

the expected learning objectives by observing and refining Curriculum instruction in real-time. The 

Contractor will be expected to establish a policy for attendance and monitoring progress of each trainee.  

In addition, training delivery must be led by an individual (whether on staff or a sub-contractor) 

with a minimum of five (5) years of experience in a full-service restaurant kitchen. 

6. Supportive Services Integration. The Contractor is expected to integrate supportive services throughout 

the Training Program. This may include individual service referrals, metro-cards, and one-on-one coaching, 

if appropriate and needed. The Contractor is expected to support the trainee holistically to ensure that 

each trainee has the tools to succeed during the training and afterwards.      

  

7. Program Schedule. The Contractor is expected to provide a Training Program schedule that includes full-

time scheduling of Participants to mimic actual industry shift work most prevalent in the restaurant 

industry.  

  

8. Program Facilities. The Contractor is expected to deliver the classroom-based component and hands-on 

technical skills component of the Training Program from a facility mutually agreed upon by the Contractor, 

the IP, and the WDC in advance of the start of the first Training Program cohort.  Proposed facilities are 

expected to be able to accommodate at least twenty-five (25) Participants at any given time, be accessible 

by public transportation and be available throughout the duration of the Training Program and term of the 

contract. The proposed facility must be compliant with the Americans with Disabilities Act (ADA) at the 

time training commences. The work-based learning portion of the Training Program is expected to take 

place at individual employer partner sites.  

9. Employment Connection. The hope is that participating employers move graduates into open line cook 

positions in the employer’s kitchens, however, should this not be possible, the Contractor is expected to 

connect graduating Participants to full-time employment with other qualified local employers. The 

Contractor will be expected to have the primary responsibility for these activities, but the IP and the WDC 

will engage the City’s Workforce1 Career Centers as well as additional employers to support. This includes 

connection to line cook or related jobs that earn at least $16 per hour at a minimum of thirty (35) hours 

per week within ninety (90) days of program completion. The Contractor is also expected to validate these 

hires. During the On-the-Job Training implementation phase of this program, employer partners will be 

responsible for delivering the paystubs and the timesheets of the Participants to the IP and the WDC for 

wage reimbursement.  

10. Employer Partner and Participant Matching for Work-Based Learning, Including On-the-Job Training. The 

IP and the WDC have engaged employers in the restaurant industry to serve as employer partners during 

the on-the-job training portion of the Training Program. The IP and the WDC expect to schedule and lead 

employer partner interviews with candidates prior to the Contractor’s final assessment and enrollment of 

Participants. The contractor will be expected to support the WDC and IP during the selection and placement 

process.  In addition, depending on funding availability, the Contractor may be expected to be responsible 

for compensating each trainee before the employer partners hire each apprentice via a stipend that will 
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be reimbursed by the WDC.  If appropriate funding for stipends are made available, stipends are expected 

to be made in accordance with applicable funding source requirements.  

  

11. HR-Building Component for Employer Partners.  It is critical that all program participants are connected 

with and hired by employers who are equipped to provide structured onboarding, training, and mentoring 

to program participants. In reality, most restaurants in New York City do not have robust, structured human 

resource practices currently embedded into their business models. It is the WDC’s intention to support 

each employer partner with the development of HR practices to not only improve the program’s on-the-

job training component, but to create sustainable change that will strengthen the business’ ability to attract 

and retain qualified talent. The Contractor or Subcontractor will be expected to work directly with 

employer partners and their management/ supervisory staffs prior to, and throughout, the OJT component 

to reinforce these important HR best practices.   The goal of this component is to embed sustainable HR 

system processes into each restaurant partner. This goal is expected to be accomplished via an in-depth 

understanding of each business’ internal talent management challenges, workshops to support those 

challenges, and on-site meetings with trainees and their supervisors.   

  

12. Staffing. The Contractor is expected to allocate the following staff to this Training Program, at minimum:   

  

a. Instructor(s). The Instructor is expected to, at minimum:  

1) Work with the IP and the WDC to modify and finalize the Curriculum;   

2) Deliver the Curriculum to at least fifty (50) qualified and eligible Participants in two successive 

cohorts;   

3) Develop and administer assessments within the Curriculum to measure Participant learning 

acquisition;   

4) Provide remediation support to Participants needing help in keeping pace with learning 

acquisition milestones as determined by the aforementioned assessments; and  

5) Meet with the Contractor on a regular basis during the eight (8) weeks of classroom and 

technical skills training to relay updates on Participant progress.  

  

b. Coordinator. The Coordinator is expected to, at minimum:   

1) Serve as the official point-of-contact for the IP and the WDC and conduct regular check-ins to 

ensure services, activities, deliverables and related performance expectations are met;   

2) Oversee coordination and communication with the Instructor and Coach as well as with the 

IP and the WDC to ensure effective ongoing delivery of the Training Program;   

3) Provide logistical support for the Training Program, including, but not limited to, securing 

facilities, communicating Training Program schedules and details, overseeing the seamless 

integration of classroom-based training, work-based learning and on-the-job training, 

monitoring, evaluating, and reporting on the Training Program progress to ensure all 

performance expectations are met;   

4) Work with the IP and the WDC to implement a rigorous final assessment for Participant 

enrollment and employer partner and Participant matching for the work-based learning 

portion of the Training Program;   
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5) Work with the IP and the WDC to support employers in aggregating and submitting all relevant 

paperwork and documentation on Participants in order to be fully reimbursed for serving as 

an employer partner; and   

6) Support graduating Participants in connecting to IP and WDC identified job opportunities and 

Contractor identified job opportunities that meet employment thresholds. This includes 

validation of these positions with either an employer verification letter or pay stub.  

c. Career Coach. The Career Coach is expected to, at minimum:   

1) Be available for and contribute to all regular check-ins to ensure that the appropriate 

supportive services are being provided to Participants;   

2) Support Participants through all parts of the Training Program. The primary goal of the Career 

Coach is to assist in removing barriers that may impede Participants from succeeding in the 

Training Program and successfully connecting graduating Participants to full-time 

employment;   

3) By the end of the first week, meet individually with each Participant to complete individual 

assessments to identify strengths and anticipated challenges to success and create a plan of 

action aimed at providing the support services needed for the Participant to overcome those 

barriers;   

4) Throughout the Training Program, meet at least three (3) times with each Participant and 

additionally, as needed, with Participants identified to be at risk and/or identified as needing 

additional supports by the Instructor, the Coordinator, or employer partner. These meetings 

are expected to take place outside of instruction and ensure the appropriate supports are in 

place via service referrals, linkages, or other resources; and  

5) Develop strong community-based organization referral sources, linkages, and other resources 

that can be used to provide additional support services to Participants and address barriers to 

Training Program participation and completion;   

6) Support the development of each candidate’s professional identity by incorporating 

workshops that develop trainees work ethic, communication skills, time management and self-

confidence so that candidates can be successful in the workplace.   

d. Reporting and Administrative Responsibilities. The Contractor is expected to:   

1) Cooperate with the IP and the WDC in meeting all administrative obligations identified in this 

solicitation and resulting contract award;   

2) Conduct program eligibility screening, collect relevant documentation, and register all 

Trainees prior to the start of training by using and submitting to the WDC a “Customer 

Information Form,” or another standard capture mechanism to be specified by the WDC;  

3) Establish a WDC-approved monitoring and evaluation process to track each trainee’s 

attendance, progress and skill attainment during and at the conclusion of the respective 

training;  

4) Work with the WDC to embed evaluation processes into the training model to determine the 

efficacy of the Program;   

5) Track, analyze, and communicate candidate performance on final assessment and enrollment 

and submit final roster and work-based learning employer placements;   
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6) Track, analyze, and communicate learning acquisition and general progress of Participants 

toward completion within the Training Program as defined by Training Program assessments, 

certification passage, and attendance. This includes both the classroom and work-based 

learning training portions of the Training Program;   

7) Track, analyze, and communicate supportive service utilization by Participants and associated 

learnings;   

8) Track, analyze, and communicate employment outcomes, including wage, hours, and 

verification sources post-Training Program;   

9) Submit monthly and final dashboard and narratives that aggregate required data and analysis 

as well as highlight successes and challenges and propose recommendations for future 

cohorts. The IP and the WDC will supply a template for these reports;   

10) Participate in weekly check-in calls with the IP and the WDC and a minimum of six (6) in person 

meetings to discuss Training Program progress, including challenges and successes;   

11) Gather Instructor, employer partner, and Participant feedback via surveys and focus groups 

at the end of the Training Program. The IP and the WDC will supply a template for these 

surveys;   

12) Engage in and support regular site visits by the IP and the WDC; and  

13) Communicate or provide information in real-time as reasonably requested by the WDC.  

  

e. Administrative Requirements  

1) Cooperate with the WDC in meeting all administrative obligations identified in this solicitation 

and the resulting contract.  

2) Maintain an administrative office during the Term of the resulting contract, which will meet 

all of the administration and management requirements required by this RFP and the resulting 

contract award.  

3) Facilitate WDC contact with Trainees for periodic focus groups and/or conversations.  

4) Facilitate WDC contact with industry partners and hiring contacts for feedback on Trainee 

performance and opportunities for improvement.  

  

C. Work Product License  

Any and all materials created under any contract that is entered into as a result of this solicitation (the “Work Product”) 

are the exclusive property of WDC. WDC may use any Work Product prepared by the Contractors in such manner, for such 

purposes, and as often as WDC may deem advisable, in whole, in part or in modified form, in all formats now known or 

hereafter to become known, without further employment of or additional compensation to the Contractors. The 

Contractors shall not use, transmit, display, publish or otherwise license such Work Product without WDC’s prior written 

consent. The Work Product shall be considered “work-made-for-hire” within the meaning and purview of Section 101 of 

the United States Copyright Act, 17 U.S.C. § 101, and WDC is the copyright owner thereof and of all aspects, elements and 

components thereof in which copyright protection might subsist. To the extent that the Work Product does not qualify as 

a “work-made-for-hire,” the Contractor hereby irrevocably transfers, assigns and conveys exclusive copyright ownership 

in and to the Work Product to WDC, free and clear of any liens, claims or other encumbrances. The Contractors shall retain 

no copyright or other intellectual property interest in the Work Product.   
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NOTE: This section of the solicitation DOES NOT include any materials created by the successful proposer or Contractor 

prior to entering into the agreement with the WDC. Note, however, that the winning proposer will be required to provide 

the WDC an irrevocable, world-wide, royalty-free, non-exclusive, sub-licensable, license to reproduce, translate, publish, 

use, make derivative works, distribute and dispose of, for governmental purposes, any pre-existing reports, documents, 

data, photographs, deliverables, and/or other pre-existing materials delivered under any contract that is entered into as 

a result of this solicitation.  

SECTION IV – FORMAT AND CONTENT OF THE PROPOSAL  

Instructions: Proposers should provide all information required in the format below. Proposals submitted in hard copy 

should be printed on both sides of portrait 8 ½" by 11” paper, using Times New Roman font style and a 12-point font size. 

Pages should be paginated. If submitted electronically, Program Proposal and Price proposal should be submitted in either 

PDF or Word format and attached to a single email (further delivery details are below).    

  

The proposal will be evaluated on the basis of its content, not length. Failure to comply with any of these instructions will 

not make the proposal non-responsive.  

  

1. Proposal Format  

  

a. Proposal Cover Sheet (Attachment A)  

The Proposal Cover Sheet (Attachment A) transmits the proposer’s Proposal Package to the IP and the WDC. It should be 

completed, signed and dated by an authorized representative of the proposer.  If the proposal is being submitted by a 

joint venture, include a Proposal Cover Sheet for each entity that is a party to the joint venture. b. Training Program 

Proposal  

The Program Proposal is a clear, concise narrative which addresses the following:  

i. Experience  

1. Describe the successful relevant experience of the proposer, each proposed subcontractor, if 

any, and the proposed key staff in providing the work described in Section III of this RFP.  

Specifically, proposals should address Proposer(s) experience in the areas described in the 

Minimum Requirements sections of this solicitation, including specifying completion, skills 

gains, and employment outcomes for past education and training programs.  

2. In addition, attach a resume for each key staff position. If staff will be hired, please include a 

description of the job qualifications that the position will require.  

ii. Organizational Capacity  

1. Describe the proposer’s organizational, technical, managerial, and financial capacity to 

provide the work described in Section III.  Specifically, proposals should address the following:  

a. Demonstrate the proposer has sufficient resources, including financial and human 

resources, to begin the Program by the expected contract start date. Demonstrate 

the proposer has sufficient resources, including financial and human resources, to 
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cover costs between each reimbursement payment. Note: Reimbursements occur on 

a 30-60-day period.  

b. List the Contractor’s current project(s) and any future training or trainings the 

Contractor and key staff are committed to for the duration of this contract.  

2. In addition:  

a. Attach a chart showing where, or an explanation of how, the proposed services fill fit 

into the proposer’s organization.  

b. Attach a copy of the proposer’s latest audit report or certified financial statement, or 

a statement as to why no report or statement is available.  

c. Attach proof that the business has been in operation for at least two (2) years.  

iii. Proposed Approach  

1. Describe in detail how the proposer will provide the work described in Section III of this RFP 

and demonstrate that the proposer’s proposed approach will fulfill the IP and the WDC’s goals 

and objectives.  Specifically, proposals should address the following:  

a. Proposed curriculum development or modification plan;   

b. Proposed staffing structure for the Training Program;  

c. Proposed schedule for the Training Program;  

d. Proposed Project Timeline;  

e. Proposed plan for supportive services;  

f. Proposed communication structure with employer partners;  

g. Proposed post-Training Program employment connection and verification plan;   

h. Anticipated equipment and materials required for the Program.  

Note: The IP and the WDC’s assumptions regarding the proposer’s approach represent what the IP and the WDC believes 

to be most likely to achieve its goals and objectives. However, proposers are encouraged to propose an approach that 

they believe will most likely achieve the IP and the WDC’s goals and objectives. Proposers may also propose more than 

one approach. However, if an alternative approach affects other areas of the proposal such as experience, organizational 

capability or price, that alternative approach should be submitted as a complete and separate proposal providing all the 

information specified in Section IV of this RFP.  

c. Price Proposal (Attachment C)  

For the purposes of comparison, Proposers are required to complete and submit the Price Proposal Attachment 

(Attachment C). However, proposers are also encouraged to propose innovative payment structures. The IP and the 

WDC reserves the right to select any payment structure that is in the WDC’s best interest. d. Project Timeline  

Anticipated start date: September 16, 2019    

Note: The Contractor(s) must be able to begin immediately upon receipt of a written notice to proceed from the 

Council and the WDC.  

e. Acknowledgment of Addenda (Attachment D)   
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The Acknowledgment of Addenda Form (Attachment D) serves as the proposer’s acknowledgment of the receipt 

of addenda to this RFP which may have been issued by the IP and the WDC prior to the Proposal Due Date and 

Time, as set forth in Section I(B), above. The proposer should complete this form as instructed on the form.  

  

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 proposal to the IP and the WDC.  

IF SUBMITTED IN HARD COPY:   

1. A sealed inner envelope labeled “Program Proposal,” containing one (1) original and two (2) duplicates of the 

documents listed below and in the following order:   

a. Proposal Cover Sheet (Attachment A)  

b. Program Proposal (Attachment B)  

i. Narrative  

ii. References for the Proposer and, if applicable, each Subcontractor  

iii. Resumes and/or Description of Qualifications for instructors and key Staff Positions iv. 

Organizational Chart  

v. Proof of Business of doing business for more than two years  

vi. Audit report or Certified Financial Statement or a statement as to why no report or statement is 

available  

c. Acknowledgement of Addenda Form (Attachment D)  

  

2. A separate sealed inner envelope labeled “Price Proposal” containing one (1) original and two (2) duplicates of 

the Price Proposal Form.   

a. Price Proposal Form (Attachment C)  

  

3. A separate sealed outer envelope, enclosing the all of the above-referenced sealed inner envelopes. The sealed 

outer envelope should have two (2) labels containing:   

a. The Proposer’s name and address, the Title and PIN of this RFP and the name and telephone number of 

the Proposer’s Contact Person  

b. The name, title and address of the Authorized WDC Contact Person  

  

IF SUBMITTED ELECTRONICALLY   

1. One PDF or Word document labeled “Program Proposal [Proposer Organization Name]”   

a. Proposal Cover Sheet (Attachment A)  

b. Program Proposal (Attachment B)  

i. Narrative  

ii. References for the Proposer and, if applicable, each Subcontractor  

iii. Resumes and/or Description of Qualifications for instructors and key Staff Positions iv. 

Organizational Chart  
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v. Proof of Business of doing business for more than two years  

vi. Audit report or Certified Financial Statement or a statement as to why no report or statement is 

available  

c. Acknowledgement of Addenda Form (Attachment D)  

2. A separate sealed inner envelope labeled “Price Proposal” containing one (1) original and two (2) duplicates of 

the Price Proposal Form.   

a. Price Proposal Form (Attachment C)  

3. One email with previous two files attached, which includes:  

a. A subject line with the following format: Title of RFP, RFP Pin #  

b. A message in the body of the email noting the Proposer’s name and address, the Title, and PIN of this RFP 

and the name and telephone number of the Proposer’s Contact Person.  

c. CDennis@sbs.nyc.gov in the recipient (“To”) field, and LSantiago@sbs.nyc.gov in the “cc” field.  

  

SECTION V – PROPOSAL EVALUATION AND CONTRACT AWARD PROCEDURES  

  

A. Evaluation Procedures   

  

All proposals accepted by the WDC will be reviewed to determine whether they are responsive or non-responsive to the 

requisites of this RFP. Proposals that are determined by the WDC to be non-responsive will be rejected. The WDC’s 

Evaluation Committee will evaluate and rate all remaining proposals based on the Evaluation Criteria prescribed below. 

The WDC reserves the right to conduct site visits and/or interviews and/or to request that proposers make presentations 

and/or demonstrations, as the WDC deems applicable and appropriate. Although discussions may be conducted with 

proposers submitting acceptable proposals, the WDC 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   

  

Awards will be made to the highest overall scores.  The criteria for evaluation and weight assigned are set forth 

below.   

* Demonstrated quantity and quality of successful relevant experience. 30%   

* Demonstrated level of organizational capability. 30%   

* Quality of proposed approach. 40%   

  

C. Basis for Contract Award. A contract will be awarded to the responsible proposer(s) whose proposal is determined to 

be the most advantageous to the WDC, taking into consideration the price and such other factors or criteria which are 

set forth in this RFP. Contract award shall be subject to the timely completion of contract negotiations between the 

WDC and the selected proposer(s). The WDC shall rank proposers by technical merit, and the price proposal of ONLY 

the highest technically ranked firms will be opened and reviewed by the WDC to determine whether such price 

proposal(s) is responsive. The WDC may request best and final offers (BAFOs) and will then consider price by negotiating 

a fair and reasonable price with the highest technically ranked proposer(s). In the event that such a fee is not successfully 
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negotiated, the WDC may conclude such negotiations, and enter into negotiations with the next highest technically 

ranked proposer, as necessary.   

  

D. Confidential, Proprietary Information or Trade Secrets. Proposers should give specific attention to the identification of 

those portions of their proposals that 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 information must be 

easily separable from the non-confidential sections of the proposal. All information not so identified may be disclosed 

by the  

City.   

  

E. RFP Postponement/Cancellation. The WDC reserves the right to postpone or cancel this RFP, in whole or in part, and 

to reject all proposals.   

  

F. Proposer Costs. Proposers will not be reimbursed for any costs incurred to prepare proposals.   

  

G. Applicable Laws. This Request for Proposals and the resulting contract award, if any, unless otherwise  stated, are 

subject to all applicable provisions of New York State Law, the New York City Charter and Administrative Code, the Rules 

of the City of New York. In addition, contract award is subject to applicable provisions of federal, state and local laws 

and executive orders, including those requiring affirmative action and equal employment opportunity.   

  

H. General Contract Provisions. Contracts shall be subject to the WDC’s general contract provisions, in substantially the 

form that they appear in the attached “Appendix A—Standard Terms and Conditions” or, if the WDC utilizes other than 

the formal Appendix A, in substantially the form that they appear in the WDC’s general contract provisions. Copies of 

the applicable documents are available through the Authorized WDC Contact Person.   

  

I. Prices Irrevocable. Prices proposed by the proposer shall be irrevocable until contract award, unless the proposal is 

withdrawn. Proposals may only be withdrawn by submitting a written request to the WDC prior to contract award.  This 

shall not limit the discretion of the WDC to request proposers to revise proposed prices through the submission of best 

and final offers and/or the conduct of negotiations.  

    

ATTACHMENT A 

PROPOSAL COVER SHEET  

RFP TITLE:   

PIN:  

Proposer:   

Name:         _____________________________________________________________________________  

Address:      ______________________________________________________________________________  

______________________________________________________________________________  
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Tax Identification #:   ________________________________  

Years in Operation  _________________________________  

  

Proposer’s Contact Person:  

Name:    ______________________________________________________________________________ Title:   

______________________________________________________________________________  

Telephone #:     _________________________________  

Email Address:             

  

Proposer’s Authorized Representative:  

Name:      ____________________________________________________________________________  

Title:        ____________________________________________________________________________  

Signature:     ____________________________________________________________________________     

Date:      ___________________________________  

If submitted in hard copy, is the response printed on both sides, on recycled paper containing the minimum percentage of 

recovered fiber content as requested by the WDC in the instructions to this solicitation?    

        

    Yes       No  



 

ATTACHMENT B  

  

PROGRAM PROPOSAL (PROPOSED APPROACH)  

  

  

  

The Program Proposal (Proposed Approach) is a clear, concise narrative. Refer to Section IV (Program Proposal) for 

guidance about what should be included in this section.   

  

Describe in detail how the proposer will provide the work described in Section III of this RFP and demonstrate that the 

proposer’s proposed approach will fulfill the WDC’s goals and objectives.   

  

  

The “Proposed Approach” description submitted by each proposer should not exceed four (4) pages in length.   
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ATTACHMENT C  

  

PRICE PROPOSAL FORM  

  

TOTAL PRICE:       $ _______________  

TOTAL PRICE IN WORDS:   

                            

Budget      

Personnel      

OTPS      

Training Facility      

Apprentice Stipends     

HR-Building Component for Employer Partners     

Total      

Cost Per Participant      

  

  

                   
                         

Printed Name of Proposer    

  

  

  

       Signature of Proposer  

 PLEASE COMPLETE ITEMIZED BUDGET ON NEXT PAGE  

  

Please Note:  In case of discrepancies between the price in words and the price in figures, the price in words will be 

considered the price.  
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ATTACHMENT C  (Continued)  

PROPOSER’S ITEMIZED PRICE PROPOSAL  

Personnel Services: Please provide a line-by-line price proposal of Personnel Services (PS) costs in the table below.   

         Note: The format below is for reference only. Please add lines as needed.  

  

# of  

Staff  

Job Title  Name of Employee(s)  Wage/Hr  

Or   

Salary/Yr  

Hours  % of 

Time*  

Cost to 

Contract  

              

              

              

              

              

              

              

              

              

              

              

              

  Total Wages        

  Fringe @ __%          
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  Total Personnel Costs        

  

*Put 100% if the employee is working solely on this project and will have no conflicting priorities.  

Other Than Personnel Services: Please provide a line-by-line price proposal of Other Than Personnel Services (OTPS) 

costs in the table below. Note: The pre-populated items listed in the table below are not exhaustive and proposers are 

expected to list each OTPS cost for the Program on separate lines. The format below is for reference only. Please add 

lines as needed.  

  

Expense   Cost to Contract  Notes (duration, number of 

items, etc.)  

Hardware/Equipment       

Software        

Furniture       

Training Materials       

Insurance (Bonding & Liability)       

Other OTPS Costs (identify)       

       

       

       

 Total OTPS Costs      

  

Total PS Costs      

Total OTPS Costs      

Total Budget (PS + OTPS)      

  

    

  

ATTACHMENT D  
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ACKNOWLEDGMENT OF ADDENDA   

Directions:  Complete Part I or Part II, whichever is applicable, and sign your name in Part III. All proposers must 

complete and include this page as part of their proposal package.  

  

Part I.  Acknowledgment of Receipt of Addenda  

  

Listed below are the dates of issue for each Addendum received in connection with this RFP:  

  

Addendum # 1, Dated _______________________________________, 2019                              

Addendum # 2, Dated _______________________________________, 2019   

Addendum # 3, Dated _______________________________________, 2019        

Addendum # 4, Dated _______________________________________, 2019   

Addendum # 5, Dated _______________________________________, 2019  

  

Part II.     Acknowledgement of No Receipt of Addenda  

__________ No Addendum was received in connection with this RFP  

  

Part III.    Proposer’s Name and Authorized Representative  

Proposer's Name:   __________________________________________________________          

Proposer’s Authorized Representative:  

Name:  _______________________________________________  

Title:  _______________________________________________                             

Signature: ____________________________________________      

Date: _______________________  

APPENDIX A & B– WDC Standard Terms and Conditions  

Please see the appended WDC Appendix A & B (June 2018) for the general provisions governing WDC-funded contracts.  

  


