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AUTHORIZED AGENCY CONTACT PERSON 
The Authorized Agency Contact Person for all matters concerning this Project Definition is:  
   

  Name:   Margaret Budzinska 
   Title:   IT Contract Specialist 
   Mailing Address: 75 Park Place, 9th Floor 
      New York, NY 10007 
   Telephone #:  (212) 788-6510 
   Fax #:    (212) 788-6489 
   E-Mail Address:  acco@doitt.nyc.gov 

All questions to, and requests for information from, the City concerning this Project Definition by a Prospective 
Proposer or a Proposer, or a representative or agent of a Prospective Proposer or Proposer, should be directed 
only to the Authorized Agency Contact Person. 

Include “PIN 85810O0040” in all correspondence 
Questions should be made in writing, and submitted by e-mail or fax.   All answers to questions, and any Addenda 
to this Project Definition, will be made available to all Prospective Proposers. 

A. Release Date of this Project Definition August 11, 2010 
Companies who intend to submit a proposal in response to this Project Definition are requested to e-mail or fax 
the Intent to Respond to Project Definition form (included as Attachment 1) no later than 4:00PM on September 
1, 2010.  The purpose of this form is to alert DoITT if this solicitation is not resulting in a sufficient level of interest, 
so that DoITT may be able to do something to change the situation. 

B. Questions from Prospective Proposers 
1. Questions concerning this solicitation will be accepted from Prospective Proposers. All questions should 

be in writing and sent via e-mail or fax to: Mrs. Margaret Budzinska 

N.Y.C. Department of Information Technology and Telecommunications 
75 Park Place, 9th Floor 
New York, NY 10007 
Fax: (212) 788-6489 

E-mail: acco@doitt.nyc.gov  

2. No questions from Prospective Proposers will be accepted after 4:00 PM – New York City Local Time on 
August 24, 2010.  All questions and answers will be shared in writing with all Prospective Proposers that 
are on record with DoITT as having received this solicitation.  Such questions and answers will be 
distributed in the form of an addendum to this Project Definition. 

C. Proposal Due Date, Time and Location 
• Date:  September 13, 2010 

• Time:  3:00 PM – New York City Local Time 

• Location:  Proposals shall be submitted to City of New York Department of information  

Technology & Telecommunications – 75 Park Place – 9th Floor, New York, NY 
10007 Attention: Mrs. Margaret Budzinska. 

Proposals must be submitted in the format required by this Project Definition and must be received by DoITT at 
the above Location, by the Date and Time prescribed above.  E-mailed or faxed proposals will not be accepted by 
DoITT. 

The City bears no responsibility for the cost of preparing a response to this solicitation. 
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Proposals received at this Location after the Proposal Due Date and Time are late and shall not be accepted by 
DoITT, except as provided under New York City’s Procurement Policy Board Rules.   

DoITT will consider requests made to the Authorized Agency Contact Person to extend the Proposal Due Date 
and Time specified above.  However, unless DoITT issues a written addendum to this Project Definition which 
extends the Proposal Due Date and Time for all Proposers, the Proposal Due Date and Time specified above 
shall remain in effect.       

D. Anticipated Contract Start Date 
The anticipated start date of the contract resulting from this Project Definition is April 15, 2011 
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DEFINITIONS 
Definitions in the NYS OGS Contract 73012 Award S960275-E for Information Technology (IT) Services (the 
“Back-Drop Contract”) are applicable to this Project Definition.  In addition, as used in this Project Definition, the 
following terms are defined as follows: 

“Back-Drop Contract” shall mean the New York State Office of General Services (NYS OGS) Contract, Group: 
73012 Award: S960275-E, for Information Technology (IT) Services. 

“Business Day” shall mean Monday to Friday, except for the City holidays listed below in this Project Definition. 

“Candidate” shall mean an individual whose resume a Contractor submits in response to a Service Request by a 
Requesting Agency for a Consultant qualified for an assignment.  

“Confidential Information” shall mean (i) all non-public information concerning or embodying the processes, 
statistics, software, systems, programs, research, development, strategic plans, or the like with respect to the 
operations and activities of the City, or (ii) any non-public information concerning the City’s constituents that may 
be disclosed by the City to the Contractor or its agents, officers, employees or sub-contractors under the 
Agreement.  All such information disclosed prior to the execution of the Agreement shall also be considered 
“Confidential Information.”  “Confidential Information” shall not include information that: (a) is already known by 
the Contractor at the time it is obtained, free from any obligation to keep such information confidential; (b) is or 
becomes publicly known through no wrongful act of the Contractor; (c) is rightfully received by the Contractor from 
a third party without restriction and without breach of the contract; or (d) is independently developed by the 
Contractor without using any Confidential Information.  

“Consultant” shall mean an individual selected, via the Tier 2 evaluation and selection process, by a Requesting 
Agency to perform services pursuant to a Task Order. The Consultant shall be either an employee or independent 
subcontractor of the Contractor.  

“Contractor” shall mean a company or person that is a party to a contract resulting from this Project Definition. 

“DoITT” shall mean the New York City Department of Information Technology and Telecommunications, which is 
a department of the City and the Issuing Entity for this Project Definition. 

“Notice to Proceed” shall mean a written notice from DoITT to a Contractor informing the Contractor that its 
contract, resulting from this Project Definition, has been duly registered by the Office of the Comptroller of the City 
of New York.  The date of such registration, which will also be the date listed on the Notice to Proceed, shall be 
the first day of the term of the contract resulting from this Project Definition. In addition, the Requesting Agency 
shall issue a written notice to a Contractor informing the Contractor that its Task Order, resulting from the Tier 2 
process has been filed by the Office of the Comptroller.  

“Project Definition” shall mean this written solicitation and any written Addenda hereto, for Standby Citywide 
Information Technology and Telecommunications Consulting Services; Procurement Identification Number: 
85810O0040. 

 “Proposer” shall mean a company or person that has submitted a Proposal in response to this Project 
Definition.  The terms “Prospective Proposer” and “Proposer” are applicable only to the Tier 1 selection process 
under this Project Definition. 

“Prospective Proposer” shall mean a company or person who is eligible to submit a Proposal in response to 
this Project Definition. 

“Requesting Agency” shall mean a City agency that requests candidate resumes for Information Technology 
and Telecommunications consulting services in accordance with the procedures described in this Project 
Definition and which may issue a Task Order (defined below) to a Contractor. 

“Service Request” shall mean a document sent to the Contractor by a Requesting Agency seeking candidates’ 
resumes specifying the category of expertise, job classification, experience and skills of the consultant desired by 
such Requesting Agency and soliciting an offer of candidates and pricing from the Contractor.  The term “Service 
Request” is applicable only to Tier 2 of this Project Definition. 

“Task Order” shall mean a document agreed upon by the Contractor, the Requesting Agency and DoITT 
describing the services the Contractor is required to provide to the Requesting Agency.  The content of a Task 
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Order shall, along with any requirements in this Project Definition, constitute this Project Definition Specifications 
(as used in the Back-Drop Contract).  The term “Task Order” is applicable only in relation to Tier 2 of this Project 
Definition. 

“The City of New York” or the “City” shall mean the municipal corporation that will be a party to any contract 
resulting from this Project Definition.  The City includes all of the agencies, departments and offices (collectively, 
“City agencies”) created in the New York City Charter. 

“Tier 1” means the Proposal-evaluation and contract award process under this Project Definition.   

“Tier 2” means the candidate evaluation and Task Order award process, after a contract resulting from Tier 1 of 
this Project Definition has been awarded.  This Project Definition describes the procedures for the submission of 
proposed candidates’ resumes to be submitted by a Contractor under Tier 2.  However, the Proposer should take 
care to follow the instructions applicable to submitting a Tier 1 proposal under this Project Definition, and not 
make the mistake of inadvertently following the procedures applicable to Tier 2.  The City has attempted to clearly 
distinguish between the procedures applicable to each of these two different tiers of this Project Definition. When 
a requesting Agency has a specific need, it will issue a Request, detailing the expertise and skills of the requested 
consultant, to all Contractors who have been awarded a contract.  

F 

The terms defined in this Project Definition include the plural as well as the singular.  Unless otherwise expressly 
stated, the words “herein,” “hereof,” and “hereunder” and other words of similar import refer to this Project 
Definition as a whole and not to any particular Section, Subsection, or other subdivision.  The words “include” and 
“including” shall not be construed as terms of limitation.  The word “or” shall mean “and/or” unless the context 
requires otherwise. 
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SUMMARY OF PROJECT DEFINITION 
A. Purpose of Project Definition 
The City of New York (City) Department of Information Technology and Telecommunications (DoITT) is the 
technology services agency for the City of New York. DoITT works with City agencies to align, leverage, and 
optimize the use of technology to meet agency and Citywide business needs.  

DoITT operates the City’s 3-1-1 Citizen Service Center, which provides the public with information and services 
relating to over 60 agencies and organizations. DoITT also manages and supports the City’s data center and data 
network, telephone systems, radio communications network, the City’s website, NYC.gov, and the City's television 
and radio network, NYC Media Group. In addition, DoITT administers the City’s telecommunications franchises 
including the “high capacity” fiber, cable television infrastructure, public pay telephones, and mobile 
telecommunications equipment that is installed on City property and in City streets.   

On behalf of all City agencies, DoITT is seeking to establish enterprise-wide (i.e., City-wide) Multiple Award 
Standby Agreements (“MASA”) to create a pool of Contractors that can provide qualified and experienced 
information technology and telecommunications consulting service (“ITCS”) resources on an as needed project 
basis. These Contractors must be able to respond quickly to requests to provide resources for IT and 
telecommunications consulting services, which will be paid for on an hourly basis, to any New York City agency 
(hereinafter referred to as a "Requesting Agency") when a need for ITCS professionals has been identified. The 
categories of expertise for this particular solicitation are the following eight “Categories of Expertise,” as described 
in the New York State Backdrop Contract for IT Services located at: 

http://www.ogs.state.ny.us/purchase/snt/awardnotes/73012glossary1.pdf 
 

1. Systems Management Mainframe 
2. Systems Management Mid-Range 
3. Systems Management PC 
4. Applications Development PC 
5. Internet/Intranet Application Services 
6. Help Desk Services 
7. Local Area Network Services (LAN/WAN) 
8. Telecommunications Services 

 

Contractors must be able to provide Consultants in all of the above categories. 

Under the current ITCS contracts, the citywide usage for three (3) years is expected to exceed $138 million. 
DoITT projects that the City will expend approximately $46 million per year on consultant services for all 
categories of expertise listed above.  The actual amount may be more or less based on such factors, including but 
not limited to, project requirements and budget conditions. DoITT projects that over the term of the contract 
resulting from this Project Definition, the City will utilize, in all categories together, the equivalent of approximately 
854 Consultants working full-time assigned under MASA task orders.  The City does not guarantee any work to 
the awardees.   

Using this solicitation, DoITT intends to enter into contracts with a minimum of three (3) up to a maximum of ten 
(10) Contractors who, once under contract with the City, will compete for assignments for City agency projects in 
each of the categories of expertise listed above.  

B. Invitation To Submit Proposals 
DoITT, on behalf of the City, is soliciting proposals for ITCS on a stand-by as needed basis, as described in this 
Project Definition (PD) pursuant to the New York State Office of General Services (NYS OGS) Procurement 
Services Group Back-Drop Contract for IT Services (#73012), from Prospective Proposers listed in the “Systems 
Management Mainframe”, “Systems Management Mid Range”, “Systems Management PC”, “Applications 
Development PC”, “Internet/Intranet Application Services”, “Help Desk Services”, “Local Area Network Services 
(LANs)”, and “Telecommunications Services” categories of expertise under “Consulting” on the NYS OGS 
Website. 
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The purpose of this solicitation is to establish a minimum of three (3) and a maximum of ten (10) contracts to 
provide ITCS on an as-needed project basis for DoITT and City agencies whereby the Contractor would provide 
appropriately qualified candidates/consultants as specified in individual requests placed by City agencies.  For 
each project, a contractor will be selected pursuant to a mini-bid procedure in accordance with the procedures set 
forth in ”Assignment of Tier 2 Projects” herein and with guidelines developed by DoITT.  The selection process 
will include an agency request for services sent to each contractor and the evaluation of candidates’ 
resumes/qualifications based upon evaluation criteria defined in the request. Each project will be governed by a 
Task Order, signed by the Requesting Agency, DoITT and the Contractor, which will describe the scope of 
services and costs of the particular project.  The Task Order will be filed with the Comptroller by the Requesting 
Agency. A Task Order may procure a combination of any of the Information Technology Consulting Services 
described herein.  The Contractor may be required to manage more than one task order at any given time.  

Partnering arrangements to meet the requirements of this PD are acceptable to the City, provided: (1) that each 
entity is, at the time of submission of a proposal under this PD and at all material times thereafter, a vendor under 
the New York State Backdrop Contract; (2) that the role and legal relationship between the entities is specified; 
and (3) that each entity is obligated under the proposal with only one of them being the primary point of contact.   
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C. Technical Environment 
The City’s computing infrastructure is broad based, and operates across multiple platforms, including, but not 
limited to the following: 

Hardware 

 Mainframe Hardware Platforms: IBM, Unisys, EMC, Storagetek 

 Unix Hardware Platforms: Sun, IBM, Hitachi, EMC, Brocade 

 Other Computing Hardware Platforms: DEC Alpha/Compaq, Dell 

 LAN / WAN Hardware (Wired and Wireless) Nortel and Cisco based Routers, Hubs, Switches, DWDM, 
Wireless Devices, Firewalls, VoIP, Print Servers, BlackBerry Services  

Operating Systems 

 Mainframe  Operating Systems: IBM Z/OS, OS/390, VM, UNISYS 11000, Linux 

 Unix Operating Systems: Sun Solaris, AIX, Red Hat Linux, SCO  

 Microsoft Desktop Operating Systems: Windows XP, 2003, 2000, Vista 

 LAN/WAN Network Operating Systems: Windows 2003, Windows 2000, Windows NT, Novell 

 Internet Server Operating Systems: Apache, Microsoft IIS 

Development Tools 

 Application Development Environment: Cobol, CICS, PL1, Fortran, Pascal, Basic, SQL, VTAM, TSO, 
JCL, SAR, Natural, PowerBuilder, Java,  Cold Fusion, Interwoven, Oracle (Enterprise Manager, 
Discoverer, Portal, Application Server), MS-Access, ASP.NET, Visual Basic.NET, Visual Basic, Crystal 
Report Writer, JavaScript, HTML, C++, C#, Open Source software 

 Database Systems: UDB, DB2, IDMS, IMS, Informix, Oracle, Adabas, UNISYS 1100 RDMS (including 
DPS, ECL) SQL, PL/SQL, DBASE IV, FoxPro, Sybase, MS-SQL Server  

Software Products 

 Enterprise Applications:  Siebel, Peoplesoft, Vignette, Interwoven, IBM Websphere Message Broker, 
Oracle BPM, Weblogic Application Server, Oracle Weblogic Portal 

 Geographical Information Systems: ESRI, SmallWorld, MapInfo, ArcView, AutoCad 

 Mail Services: Exchange 2003, Exchange 2000, GroupWise, Active Directory (Microsoft and Novell) 

 User software: MS Office, Adobe, Visio, MS-Project 

Security Products 

 Security Hardware: Cisco Firewalls, Intrusion Detection Systems, and VPN Hardware; Checkpoint 
Firewalls, Intrusion Detection Systems, and VPN Hardware; IBM  

 Security Software: Appscan, Permeo, Net Forensics 

Server and end user devices 

 could include Laptops, Notebooks, Desktop PCs, Servers, and a variety of Mobile devices (e.g., PDAs, 
telephones, etc.). The applications may be internal or public facing  

 Development tools include:DB2, Java, Visual Basic, .NET 

Telecommunications:  

 ATM (Asynchronous Transfer Mode), Frame Relay, SONET (Synchronous Optical network) and AIN 
(Advanced Intelligent Networking) for wide area networking applications; FDDI (Fiber Distributed Data 
Interface), Ethernet, Token Ring and ATM for local area networking; ISDN (Integrated Services Digital 
Network), ADSL (Asynchronous Digital Subscriber Loop) and various wireless technologies for local 
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access and CTI (Computer Telephone Integration) for the desktop. Premise-based equipment, such as 
Nortel and Cisco based switches, routers, hubs, multiplexors, PBX’s (Private Branch Exchange), ACD’s 
(Automatic Call Distributor), and VRU’s (Voice Response Units); IVR and VoIP 

D. Anticipated Contract Term 
The term of the contracts resulting from this Project Definition (PD) will commence upon notice from DoITT that all 
required administrative steps have been taken and continue for three (3) years. The State Backdrop Contract for 
IT Services is currently scheduled to expire on December 31, 2010.  The contracts resulting from this PD may, if 
the Backdrop Contract is amended to extend its term, also be extended.  Under State guidelines, there is a three-
year maximum on the terms of MASA contracts.   

In the event that the Backdrop Contract is not amended to extend its term, new task orders may not be issued 
under the MASA after December 31, 2010.  Task orders must be issued prior to expiration of both the Backdrop 
Contract and the term of a contract awarded under this PD.  Such task orders may extend beyond the expiration 
of the term of the Backdrop Contract and/or beyond the term of a contract awarded under this PD, in which event 
the terms and conditions of both the Backdrop Contract and the contract awarded under this PD shall continue to 
apply to the task order until the task order’s termination or expiration.  The contracts resulting from this PD may 
also be terminated prior to expiration at the City’s sole discretion. 

E. Nature of Anticipated Contract 
The contract awarded from this Project Definition will incorporate the terms and conditions of the Back-Drop 
Contract and the requirements and specifications contained in this Project Definition, even if such terms, 
conditions, requirements and specifications are not expressly set forth in such contract.  In addition, each of the 
Task Orders shall be deemed to incorporate and be subject to the terms and provisions of the resulting contract.  

F. Anticipated Utilization of Contracts Awarded from this Project 
Definition  

The following paragraphs briefly describe each category of expertise included in this solicitation and sets forth 
examples of the kinds of services that Consultants may provide.  These categories of expertise are intended to 
correspond to the categories of expertise defined in the State Backdrop Contract for IT Services.   

1. Systems Management (Mainframe)  
 
Systems Management Mainframe includes consulting services pertaining to the planning, programming, 
management, and operation of systems, procedures, and guidelines that work to maintain the on-going 
operational performance of programs (software) and the hardware on which the programs run within Mainframe 
environments with platforms that include but are not limited to IBM MVS VM, Unisys 2200, A series.  Examples of 
the kinds of assistance that Consultants might provide include, but are not limited to: 

• Designing, developing, maintaining, and supporting new systems, add-ons or modifications to 
existing applications and/or architecture across various mainframe computing platforms (i.e. 
Cobol, CICS, JCL, DB-2 and Adabas/Natural on Z/OS or OS/390); 

• Developing functional and/or design specifications and technical documentation; 

• Providing installation, testing, auditing, integration, and support for operating systems, 
applications programming, and database systems;  

• Data modeling and database design and support to improve efficiency;  

• Database Administration and Support (managing physical structure, storage and security);  

• Developing System & Technical Documentation 

• Data Center Support and Administration. 

 
Sample projects might include:  



Project Definition for Citywide Standby Information Technology and Telecommunications Consulting Services 
 

 
Department of Information Technology and Telecommunications Page 10 
ITCS3PD   

 

• Maintaining a legacy Adabas database; 

• Installing and tuning Z/OS Operating Systems; 

• Scheduling and running batch production jobs using CA-7; 

• Data entry and retrieval on legacy applications; 

• Applying system patches and code fixes 

• Monitoring and reporting on legacy environment changes; 

• Recovering lost data in the event of system failure (disaster recovery); 

• System documentation. 

  
2. Systems Management (Mid-Range)  
 
Systems Management Mid-Range includes consulting services pertaining to the planning, programming, 
management, and operation of systems, procedures, and guidelines that work to maintain the on-going 
operational performance of programs (software) and the hardware on which the programs run within Mid-Range 
environments with platforms that include but are not limited to: AS/400, Unix, DEC, SUN, and HP. Examples of 
the kinds of assistance that Contractor(s) might provide include, but are not limited to: 

• Designing, developing, maintaining, and supporting new systems, add-ons or modifications to 
existing applications and/or architecture across various Mid-Range computing platforms (i.e. Sun 
Solaris, IBM AIX) 

• Developing functional and/or design specifications and technical documentation; 

• Providing installation, testing, auditing, integration, and support for operating systems, 
applications programming, and database systems;  

• Data modeling and database design and support to improve efficiency;  

• Database Administration and Support (managing physical structure, storage and security);  

• Developing System & Technical Documentation 

• Data Center Support and Administration. 

 
Sample projects might include:  

• Maintaining a Sun Solaris Server; 

• Installing and tuning Linux Operating Systems; 

• Applying system patches & code fixes 

• SAN Management; 

• Monitoring and reporting on Mid-Range environment changes; 

• Recovering lost data in the event of system failure (disaster recovery); 

• System documentation. 

 
3. Systems Management (PC)  
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Systems Management (PC) includes consulting services pertaining to the planning, programming, management, 
and operation of systems, procedures, and guidelines that work to maintain the on-going operational performance 
of programs (software) and the hardware on which the programs run within PC environments with platforms that 
include but are not limited to: Windows/NT, NetWare, and OS/2. Examples of the kinds of assistance that 
Contractor(s), might provide include, but are not limited to: 

• Designing, developing, maintaining, and supporting new systems, add-ons or modifications to 
existing applications and/or architecture across various PC computing platforms (e.g., J2EE, 
Visual Basic, Powerbuilder, and Access) 

• Developing functional and/or design specifications and technical documentation; 

• Providing installation, testing, auditing, integration, and support for operating systems, 
applications programming, and database systems;  

• Data modeling and database design and support to improve efficiency;  

• Database Administration and Support (managing physical structure, storage and security);  

• Developing System & Technical Documentation 

• Data Center Support and Administration. 

 
Sample projects might include:  

• Maintaining a Visual Basic based application; 

• Applying system patches & code fixes; 

• Maintaining an Oracle 8i Database on a Windows 2000 platform; 

• Monitoring and reporting on PC environment changes; 

• Recovering lost data in the event of system failure (disaster recovery); 

• System documentation. 

 
4. Applications Development (PC) 
 

Applications Development (PC) is defined as development and modification of application software programs 
within the PC environment. The PC platform includes but is not limited to Windows/NT, NetWare, and OS/2. 
Examples of the kinds of assistance that Contractor(s) might provide include, but are not limited to: 

• Designing, developing, maintaining, and supporting new systems, add-ons or modifications to 
existing applications and/or architecture across various computing platforms, telecommunication 
platforms (wire and wireless based), and computer languages using established development 
lifecycle and project management methodology. Development languages include but are not 
limited to .NET, J2EE, ASP, Visual Basic, PowerBuilder, and Dreamweaver; 

• Developing functional and/or design specifications and technical documentation; 

• Providing installation, testing, auditing, integration, and support for operating systems, 
applications programming, and database systems.  

 
Sample projects might include: 

• Developing a Visual Basic 6 application; 

• Developing Microsoft Access 2000 based applications;  
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• Applying system patches and code fixes; 

• Recovering lost data in the event of system failure (disaster recovery); 

• System documentation 

 
5. Internet/Intranet Application Services 
 

Internet/Intranet Application Services include consulting with clients to exploit the full potential of Internet 
technologies-both on the global Internet and on internal Intranets. Areas include web site creation and operation, 
network service providers, Internet infrastructure and its impact on software and hardware platforms and 
communications technologies, security and management issues surrounding electronic network usage, Web 
technologies, application integration and middleware technologies, navigation tools, infrastructure management, 
and application deployment. Examples of the kinds of assistance that Contractor(s) might provide include, but are 
not limited to: 

• Designing, developing, maintaining, and supporting new systems, add-ons or modifications to 
existing applications and/or architecture across various computing platforms, telecommunication 
platforms (wire and wireless-based), and computer languages using established development 
lifecycle and project management methodology. Development languages include but are not 
limited to .NET, J2EE, and ASP.  

• Developing functional and/or design specifications and technical documentation; 

• Providing installation, testing, auditing, integration, and support for operating systems, 
applications programming, and database systems;  

• Developing and tracking project plans and schedules;  

• Developing user support materials and documentation;  

• Applying system patches and code fixes; 

• Recovering lost data in the event of system failure (disaster recovery); 

• System documentation. 

 
Sample projects might include: 

• Designing and deploying an ASP based system; 

• Designing and deploying J2EE based applications; 

• Web enabling various legacy application; 

• Infrastructure (hardware and software) analysis 

 
6. Help Desk Services 
 

A professionally staffed Help Desk works to resolve problems and provides a single point of contact to respond to 
requests for assistance, and to implement change management. The Help Desk also facilitates tracking and 
reporting requests for assistance using, as appropriate, automated help desk tools. The role of Help Desk is to 
provide support for the use of technology and/or services. Examples of the kinds of assistance that Contractor(s) 
might provide include, but are not limited to: 
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• Providing technical support to business groups involved in designing, developing, maintaining, 
and supporting new systems, add-ons or modifications to existing applications and/or architecture 
across various computing platforms, telecommunication platforms,  

• Providing installation, testing, auditing, integration, and support for operating systems, 
applications programming, and database systems;  

• Tracking service requests;  

• Developing user support materials and documentation;  

• Applying system patches & code fixes; 

• Recovering lost data in the event of system failure (disaster recovery); 

• System documentation. 

 
Sample projects might include: 

 
• Windows 2000 Technical Support; 

• Assisting end-users with Microsoft Office 2003 functionality; 

• Assisting with the rollout, installation and configuration of new PCs; 

• Assisting with the distribution of software updates and special software installations. 

 
7. Local Area Network Services (LAN/WAN) 
 

Local Area Networks (LANs) are predominantly data communication networks that are geographically limited 
(typically to a 1 km radius) allowing easy interconnection of PCs, minicomputers, mainframes, printers, file 
servers, and a host of other devices. Ethernet 10BaseT/100BaseT and Token Ring are examples of standard 
types of LANs. LAN services encompass planning, management, support, and operation of the LAN environment. 
Examples of the kinds of assistance that Contractor(s) might provide include, but are not limited to:  

• Designing, developing, maintaining, and supporting new networks, add-ons or modifications to 
existing networks across various computing platforms, telecommunication platforms (wire and 
wireless based), and computer languages using established project lifecycle development 
methodology. Operating System platforms include but are not limited to Windows 2003 Server, 
Windows 2000 (Server and Desktop), Novell, and Unix (Solaris, Linux, and AIX); 

• Installing, configuring, maintaining, and troubleshooting networking hardware and software 
(CSU/DSU, routers, etc.); 

• Designing a wireless LAN environment;  

• Providing installation, testing, auditing, integration, and support for network operating systems, 
network hardware, and messaging systems;  

• Analyzing the existing technological environment, including hardware, software, operations and 
transaction volumes to identify efficiencies; 

• Designing, developing, and supporting new systems, add-ons or modifications to existing 
architecture, including distributed systems that take advantage of contemporary technologies and 
reduce operating costs; 

• Designing, installing, configuring, supporting and upgrading networks, and administering, 
monitoring and analyzing network systems, as well as network hardware; 
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• Providing end-user support and network administration services.  

 
Sample projects might include:  

• Installing and configuring Cisco and/or Nortel based router(s) 

• Upgrading LAN services to a Windows 2000-based environment; 

• Designing, deploying, and maintaining a Sun server environment;  

• Maintaining an Exchange 2000 environment;  

• Monitoring and reporting on environment changes; 

• Recovering lost data in the event of system failure (disaster recovery); 

• LAN environment upgrades;  

• System documentation; 

• Installing and configuring desktops; 

• Assisting end users with PC hardware and software. 

 
8. Telecommunications Services 

 

Telecommunications is the transmission and reception of digital data as well as voice and video signals (analog 
data). Information stored in digital form can be delivered over various media including electrical wires, fiber-optic 
cables, microwave transmission, and standard telephone lines. Telecommunications includes all aspects of 
providing these services to the enterprise including research, planning, installation, maintenance, and trouble-
shooting. Telecommunications consultant services include services that enable multimedia delivery to the 
desktop, within a building, across a campus, and over the wide area. Examples of relevant technologies used 
include: ATM (Asynchronous Transfer Mode), Frame Relay, SONET (Synchronous Optical Network) and AIN 
(Advanced Intelligent Networking) for wide area networking applications; FDDI (Fiber Distributed Data Interface), 
Ethernet, Token Ring, and ATM for local area networking; ISDN (Integrated Services Digital Network), ADSL 
(Asynchronous Digital Subscriber Loop) and various wireless technologies for local access; and CTI (Computer 
Telephone Integration) for the desktop. Premise-based equipment, such as switches, routers, hubs, multiplexers, 
PBXs (Private Branch Exchange), ACDs (Automated Call Distributor) and VRUs (Voice Response Units) are 
other examples of products that require telecommunications services.  

Examples of the kinds of assistance that Contractor(s) might provide include, but are not limited to: 

• Providing quality assurance and project monitoring services for telecom projects; 

• Designing, developing and supporting IVR installations for City agencies; 

• Configuring, maintaining, and troubleshooting VoIP conversions; 

• Configuring and deploying PBX systems; 

• Analyzing the existing technological environment to identify efficiencies; 

• Designing, developing, and supporting new systems, add-ons or modifications to existing 
architecture; 

• Designing, installing, configuring, supporting and upgrading networks, and administering, 
monitoring and analyzing telecommunications systems and hardware.  

 
Sample projects might include. 
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• Designing and installing a PBX system; 

• Installing and configuring Cisco firewalls; 

• Configuring Voice Response Units (VRU); 

• Designing an agency wide VoIP implementation plan 

• IVR implementations 

G. Payment Structure 
The contracts awarded from this Project Definition will contain hourly rates for each of the 12 OGS job 
classifications/titles for each of the three years of the contract term.  These rates will be the basis for determining 
the hourly rates contained in individual Task Orders.  The hourly rates that Contractors offer during the Tier 2 
process may be lower than, but cannot exceed, the hourly rates contained in the resultant contract.  

Assignments for individual projects will be based on time and materials (i.e., hourly rates for services provided).   

Each contract awarded as a result of this Project Definition will require the Contractor to maintain insurance 
coverage during the term of the contract, as outlined in Attachment 6.   

H. Ownership, Title, License of Deliverables  
Products and all tangible or intellectual property created or developed in projects under Task Orders (i.e., Custom 
Products) shall be owned by the City.  Ownership rights in Existing Products owned either by the Contractor or 
third-parties shall remain either with the Contractor or other third-party owner. 

 

I. Compliance with Local Law 34 of 2007 
Pursuant to Local Law 34 of 2007, amending the City's Campaign Finance Law, the City is required to establish a 
computerized database containing the names of any "person" that has "business dealings with the city" as such 
terms are defined in the Local Law. In order for the City to obtain necessary information to establish the required 
database, vendors responding to this solicitation are required to complete the attached Doing Business 
Data Form (see Attachment 7) and return it with this proposal submission, and should do so in a separate 
envelope. (If the responding vendor is a proposed joint venture, the entities that comprise the proposed joint 
venture must each complete a Data Form.) If the City determines that a vendor has failed to submit a Data Form 
or has submitted a Data Form that is not complete, the vendor will be notified by the agency and will be given four 
(4) calendar days from receipt of notification to cure the specified deficiencies and return a complete Data Form to 
the agency. Failure to do so will result in a determination that the proposal is non-responsive. Receipt of 
notification is defined as the day notice is e-mailed or faxed (if the vendor has provided an e-mail address or fax 
number), or no later than five (5) days from the date of mailing or upon delivery, if delivered.  
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ASSIGNMENT OF TIER 2 PROJECTS 
All contracts awarded under this solicitation will be available for use by any City agency (i.e., a Requesting 
Agency).  This section describes the procedures for awarding specific work assignments during Tier 2 of this 
Project Definition. Additional information regarding this Tier 2 selection process is set forth below in this Project 
Definition in the sections on “Requesting Agency Rights and Responsibilities” and “DoITT’s Rights and 
Responsibilities.” 

A. Service Requests 
During Tier 2 (i.e., after contracts resulting from this Project Definition have been awarded), the Requesting 
Agency will submit a Service Request to all the Contractors.  A Service Request will include all information the 
City believes necessary and appropriate to provide, including an indication of whether the Contractor’s assigned 
staff will require security clearances.  A Service Request will indicate the due date for the receipt of resumes, 
which will normally be 10 days to two weeks from the Contractor’s receipt of the Service Request.  It will also 
include:  

• category of expertise needed;  

• job classification(s) of the position(s) required;  

• a description of mandatory and preferred experience and expertise for the position(s) required;  

• the number of Consultants required for the assignment; 

•  the number of candidate resumes that the Requesting Agency would like the Contractor to submit;  

• Project description and timeline of the assignment; and  

• Evaluation criteria and their respective weights, to be used by the Requesting Agency in selecting a 
Consultant for the assignment.   

• The evaluation criteria will be developed by a Requesting Agency and will be based on both technical 
and price criteria.  The City will provide the same information to all of the Contractors.  (A sample of 
the form used for Service Requests is provided as Template 1.) 

• Unless otherwise stated in the Service Request the evaluation criteria shall be as follows: 

• Experience – 40% 

• Technical Ability – 35% 

• Cost – 25%  

 

B. Project Proposal and Selection Process 
1. The Contractor will use the Service Request as the basis for its submission, which should include 

resumes and hourly rates of all proposed candidates.  The resumes should include all prior City/Agency 
experience and list all prior ITCS engagements of the candidate.  A sample submission form is provided 
as Template 2.  The Contractor should submit two references for each candidate; a sample of the form 
used to submit references is provided as Template 2a. 

2. The hourly rates contained in the contract(s) will be the basis for determining costs associated with Task 
Orders. The hourly rates in the Project Proposal may be equal to or lower than the hourly rates included 
in the contract between DoITT and the vendor, but cannot exceed such hourly rates  

3. Each Contractor shall respond to every Service Request for an individual task order for which it is 
solicited.  If a Contractor declines to propose on the Service Request, a “no bid” response must be 
submitted within the time for submission of the Project Proposal, as specified in the Service Request. The 
DoITT Agency Chief Contract Officer may determine that a Contractor is in default if it fails to bid without 
an adequate explanation of such “no bid.” If a Contractor repeatedly submits a “no bid” such that it fails to 
submit candidates for at least 75% of the Service Requests issued in a single year, (i.e., the Contractor 
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must propose candidates on 75% of all Service Requests) the City may take appropriate action, including 
termination of the contract.  

4. The Contractor will be required to provide the Requesting Agency with resumes for all resources that are 
being considered for the project. Upon request, the Requesting Agency may interview these resources.  
Note: Submission of a candidates’ resume, whether direct employees or subcontractors, implies that such 
individuals will be available to perform the services for which their names and resumes have been 
submitted.   

5. The Requesting Agency will have an evaluation committee consisting of at least two (2) individuals 
evaluate the candidates’ resumes and proposed hourly rates in accordance with evaluation criteria 
defined in the Service Request and select the candidate that best meets the City’s requirements.  
Candidates will be evaluated without consideration of the Contractor’s rating in the Tier 1 evaluation 
process.  A sample of the evaluation form used by the Requesting Agency is provided as Template 3. 

6. As part of the evaluation, the Requesting Agency may request either in-person or phone interviews with 
candidates. 

7. In the event of multiple openings for a specific Service Request, the Requesting Agency reserves the 
right to select candidates in any combination.  For instance, if a Service Request requires seven people, 
the Requesting Agency reserves the right to hire two candidates from Contractor A, three from Contractor 
B, and one from Contractor C.   

8. The Requesting Agency and the selected Contractor(s) will enter into a contractual Task Order. 

9. If an Task Order extends beyond the expiration date of the Contract, the Consultant will be required to 
work beyond that date to the completion of the assignment, in which event the terms and conditions of the 
Contract shall survive the expiration of the Contract and apply through the completion of the assignment 
and acceptance by the Requesting Agency.   

10. The duration a Task Order may, upon the agreement of the parties, and upon compliance with applicable 
New York City procedural requirements, be extended for an additional period or periods of time.  The 
Requesting Agency may extend an assignment beyond the expiration date of the Contract until such time 
as the assignment can be brought to a successful completion. 

11. Unless otherwise stated in the Service Request, subcontracting is permitted. The Contractor is required to 
disclose its intention to use the services of a subcontractor in its response, and the City reserves the right, 
in its sole discretion, to prior review and approval of each proposed subcontractor and its technical staff. 

C. Task Orders 
Each assignment will be governed by a Task Order, executed between the Requesting Agency, DoITT and 
Contractor, which will define the contractual relationship between the Requesting Agency and the Contractor for 
the duration of that project.  The Task Order will incorporate the terms and conditions of the contract between 
Contractor and DoITT, specify the scope of services and duration of the assignment; and describe activity 
descriptions and fees.  

The Task Order will be reviewed by the Requesting Agency, DoITT, and other oversight agencies as necessary to 
ensure that it meets the best interests of the City; that it is an appropriate use and in accordance with the terms 
and conditions of the contract.   

A sample project Task Order template is provided as Template 4 
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RIGHTS AND RESPONSIBILITIES 

A. Contractor Responsibilities 
Each Contractor awarded a Multiple Award Standby Agreement (MASA) shall have the following responsibilities 
and obligations 

 General 

1. The Contractor shall provide an account manager and/or an engagement manager to act as the liaison for the 
entity and the primary contact for DoITT.  Such account manager or engagement manager shall be a person 
with sufficient experience and expertise to act as the primary liaison between the parties and to assume 
overall responsibility for the Contractor’s performance under the contract; shall have direct access to the 
officers or other key decision-makers in his or her organization; and shall have the authority to call upon the 
experience, expertise, and resources of such organization to assure proper performance of the contract.  The 
City may communicate with such account manager or engagement manager regarding assigned Consultants 
working under the MASA, and such account manager or engagement manager will be responsible for 
ensuring that any issues that may arise are satisfactorily dealt with.   

2. The Contractor will comply with the terms of the NYS OGS IT Services Back-Drop Contract unless otherwise 
approved in writing by OGS.  

3. The Contractor must, by the time it is required to respond to any requisitions, possess at least the minimum 
insurance as outlined in Attachment 6. Additional insurance may, as reasonably necessary, be required on a 
given requisition. 

4. The Contractor will make every reasonable effort to resolve any conflicts that may arise with agencies. 

5. The Contractor is required to execute Attachment 5 as a condition of contract award, and Contractor and 
Consultants must comply with the security and other administrative rules, regulations and policies set forth by 
the City, DoITT, and the Requesting Agency. 

 
Recruitment 

6. The Contractor is required to identify and recruit qualified ITCS professionals with skill sets including, but not 
limited to: systems management mainframe, systems management mid-range, systems management PC, 
applications development PC, Internet/Intranet application services, help desk services, local area network 
services (LAN/WAN) and telecommunications services, in all OGS job classification titles.  The Contractor is 
required to utilize strict screening processes to ensure that the City will only review the most qualified 
candidates.    

7. For each Service Request, the Contractor is required to undertake the following activities: 

• Identify a pool of appropriate and diverse candidates  
• Conduct initial interviews 
• Verify pertinent previous employment 
• Verify degree(s) and highest level of education 
• Verify professional license(s) and certification(s) if applicable. 
• Verify that candidates have appropriate documentation to be employed in the United States. 
• Test/verify/confirm technical skills if required (i.e. web-based testing). 
• Check references. 

 
8. Retired or former employees of the City may be subject to various laws governing conflicts of interest of which 

the Contractor should be aware in proposing such candidates for assignments under this Project Definition.  It 
is the responsibility of the Contractor to be aware of, and not participate in the violation of, any legal 
restrictions (i.e., under Chapter 68 of the City Charter) applicable to the employment of current or former City 
employees; 
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9. The Contractor shall take all necessary and appropriate steps to determine that each candidate proposed by 
the Contractor to perform work under the contract is legally eligible to work in the United States and that such 
eligibility shall be maintained at all times that such individual is engaged by the Contractor under the 
contractor to gain access to any City facilities, information systems or data contained therein. 

Service Request 

10. The Contractor will respond to every Service Request issued by a Requesting Agency in accordance with the 
response turnaround time designated for such assignment. Approximate ranges may be from one day to two 
weeks or more, depending on the urgency of the assignment. 

11. The City of New York expects that the Contractor will understand the technical requirements of a requisition, 
and will promptly submit to the Requesting Agency a list of viable candidates who are 1) technically capable 
of satisfactorily performing the assigned tasks; and 2) available for the proposed start date and the duration of 
the project. 

12. The qualifications (education, training, experience and/or certifications) of the Candidates whose resumes are 
submitted in response to a Service Request must at a minimum meet those specified in the Request, and the 
offered rate must not exceed the Tier 1 hourly rate established for that Job Classification/Title in the contract 
resulting from this Project Definition.  If during the term of the contract resulting from this Project Definition the 
Contractor and the State negotiate a reduction of its OGS rate for a Job Classification/Title which is lower 
than this contract’s Tier 1 rate, then such lower rate will, effective at the same time that the reduction is 
effective in the Backdrop Contract, replace this contract’s applicable Tier 1 rate for all responses to 
requisitions under this contract from that time forward. 

Assignment 

13. If the Contractor is awarded an assignment, then it is required to provide the Consultant(s) who were offered 
to and selected by the Requesting Agency at the agreed-upon rate(s).  The Consultant(s) must appear for 
work at the location(s) designated by the Requesting Agency on the Start Work Date for the assignment that 
was designated in the requisition, unless the parties agree upon a different Start Work Date in the Task 
Order; 

14. If the Task Order states that all or certain services shall be performed at City-provided facilities, the 
individuals thus assigned shall at a minimum, unless otherwise agreed in writing by the Requesting Agency, 
be expected to be present during the hours of 9 AM and 5 PM, Monday to Friday, except for holidays 
designated by the City.  The eight-hour work day includes one unpaid hour for meals.  Unless the Contractor 
is notified otherwise by the City, such holidays are: 

• New Year’s Day 

• Martin Luther King, Jr. Birthday 

• Presidents Day 

• Memorial Day 

• Independence Day 

• Labor Day 

• Columbus Day 

• Election Day  

• Veterans Day 

• Thanksgiving Day 

• Christmas Day 

When one of these holidays occurs on a Saturday, it is the City’s normal practice to consider the preceding 
Friday a holiday; and when one of these holidays occurs on a Sunday, to consider the following Monday a 
holiday. 
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15. The Contractor is responsible for informing the Requesting Agency of lateness, illness, and/or holidays in 
advance where possible. 

16. The Contractor will ensure that selected Consultants are notified of start times, confidentiality, security 
policies, and all other relevant information pertaining to the Consultant’s assignment, including but not limited 
to:. 

• Consultants must execute non-disclosure and confidentiality agreements as required by the City 

• Consultants are required to be familiar with and adhere to the Citywide Information Security Policies 
and Standards as published on the internet at hhtp://www.nyc.gov/infosec and on the intranet at 
hhtp://cityshare.nycnet/infosec  

• Consultants will receive a copy of the User Responsibilities Policy and provide their City manager 
with a signed acknowledgement of receipt and understanding of said policy. 

17. Upon the City’s request, the Contractor shall provide, for the City’s review and approval, any materials 
regarding the contract or a Task Order distributed by the Contractor to its staff for training purposes. 

18. The City of New York reserves the right to submit any Consultant for a background check, including a criminal 
history and/or background investigation – providing, however, that the City is authorized by law to conduct 
such background check – and to reject the Consultant on the basis of the result.  Each Consultant assigned to 
a project shall be required to submit identifying information to the Requesting Agency, and may, to the extent 
authorized by applicable law, be required to submit fingerprints. Background checks should be completed 
prior to signing the Task Order. 

19. All documentation provided by the City to the Consultants to assist in their efforts shall be returned upon 
request to the Requesting Agencies when their project assignment has been completed.   

20. All documentation, material and work products developed during the course of the Consultant’s assignment(s) 
will be turned over to the Requesting Agency and owned by The City of New York;  Examples may include, 
but are not limited to: 

• All project documentation and source code; 

• A report of findings and recommendations for business process analyses or re-engineering 
designs; 

• All application configuration items, including relevant code, products, objects, style sheets and 
supporting documentation; 

• Product specifications; 

• All relevant code, documentation of test plans, test scripts and test results, documentation of 
development, installation, and maintenance protocols, and all supporting documentation for new 
applications developed; and 

• Knowledge transfer to staff designated by the Requesting Agency to ensure that the Requesting 
Agency has the means to continue to utilize the benefits/features of the project. 

21. The Contractor will insure that all access cards and other materials issued for the duration of the assignment 
are returned to the issuing agency. Final payment may be withheld until surrendered. 

22. The personnel performing the services under the contract will be employees or independent contractors of the 
Contractor and will not be employees or independent contractors of the Requesting Agency or the City. The 
Contractor shall be responsible for their acts, personal conduct, and quality of work performance, and shall 
also be responsible for payment of wages and compensation, providing fringe benefits, if any, insurance, and 
the withholding of taxes and such other appropriate charges to the employee’s earnings. In addition, the 
Contractor shall be responsible to these personnel for all other terms and conditions of employment, if any. 
The Contractor’s policies with respect to conduct, work performance, and attendance shall be in accord with 
reasonable and lawful labor practices. 

Continuity/Replacement of Consultants 
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23. The Contractor shall not assign individuals to a project other than those expressly authorized in writing by the 
City.  The City shall have the right, at no additional charge, to interview, check the references of, and accept 
or reject any candidate and any successor candidates to which comparable job functions may be assigned.    

24. The Contractor shall maintain continuity of its consultants throughout each assignment.  The Contractor shall 
not transfer, remove or replace the consultant for a different project for the duration of such assignment 
unless such transfer, removal or replacement is at the request of the City or due to a bona fide promotion, 
illness, family leave, disability, termination of employment, or other circumstance beyond the Contractor’s 
reasonable control.  Prior to any permitted transfer, removal or replacement, the Contractor shall provide the 
Requesting Agency with at least thirty (30) days’ notice of such action. 

25. Once assigned to a project for the duration specified in the Task Order, the Contractor will not remove 
Consultant(s) without the approval of the Requesting Agency.  The Contractor shall replace unplanned 
departures within three (3) work days, unless the Requesting Agency and the Contractor agree upon a 
different timeframe.  The Requesting Agency reserves the right to direct the Contractor to replace any 
Consultant promptly whose services the Requesting Agency deems unsatisfactory.  Proposed replacement 
staff (i.e., Consultants) are subject to pre-approval in writing by the Requesting Agency, and the Requesting 
Agency shall have the right to interview the candidate(s) at no cost, upon request. The proposed replacement 
Consultant(s) must have skills and level of experience comparable or superior to the person being replaced 
and be provided at the same or lower hourly rate. The Contractor shall provide the resumes and appropriate 
references of proposed replacement candidates. In addition, the Contractor shall use commercially 
reasonable efforts to ensure a smooth transition at no additional cost to the City, including the provision of 
knowledge transfer documentation and cooperation between the replaced and the newly-assigned personnel 
or, where appropriate or in the case of planned replacements, an overlap in the assignment of the replaced 
and newly-assigned personnel for a duration of at least five (5) Business Days (excluding City holidays) 

26. The City may notify the Contractor when it finds any Consultant to be unacceptable for any lawful reason; 
including the City's reasonable determination that he or she is not performing to the City’s satisfaction.  Upon 
receipt of such notice the Contractor shall, within five (5) Business Days (excluding City holidays), review the 
matter with the City and, unless otherwise agreed by the parties, promptly remove such individual from 
provision of services under the Task Order. 

27. The City is under no obligation to pay recruitment or hiring fees should any Consultant be hired as a City 
employee. 

Timesheets/Invoices 

28. The Contractor will submit monthly invoices directly to the Requesting Agency. Lunch or mealtime must not 
be included in the number of billable working hours, nor holidays, vacations, or sick leaves taken by the 
Consultant during the engagement. Work performed over a weekend or holiday must be pre-approved by the 
Requesting Agency.  Services, if any, authorized to be provided after regular work hours, on weekends, or on 
holidays are billable at the standard hourly rate established for the work assignment by the Requesting 
Agency; 

29. The Contractor shall instruct Consultants to submit weekly timesheets to their supervisor or designee for 
approval, in accordance with the Requesting Agency’s timekeeping policies. Failure of the Contractor to 
review and correct Consultant’s timesheets may result in adjustments of said timesheets by the Requesting 
Agency’s Contract Manager, and reductions in fees payable to the Contractor;  

30. The Contractor must submit associated timesheets with each monthly invoice. Weekly timesheets signed by 
the employee, the engagement manager and the Requesting Agency project manager with each employee’s 
hours and rate detailed at the task order/project level should be submitted to the Requesting Agency.  All 
invoices should include the information required by the City. 

31. It will be the exclusive responsibility of the Contractor to administer its employee payroll. A Requesting 
Agency shall not be responsible for the distribution of the Consultant’s paycheck or related material. 
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Reports 

32. DoITT or the Requesting Agency may require the Contractor, at no additional cost, using either forms 
provided by the City or the Contractor’s own forms (as long as the pertinent information is included), to 
provide any or all of the following: 

• Monthly project reporting in the form of: 

o Agency Status Roll Up Reports including but not limited to the following elements: 

 OGS Title 

 Consultant Name 

 Rate 

 Date started 

 Date ended 

o Time Distribution Reports (TDRs) 

o Total Earnings, as of end of month, for month just ended, year to date, and contract to 
date  

o Meeting attendance, as required 

• Meeting summaries and /or other meeting materials 

A sample of the forms used to submit monthly Roll Up Reports is provided as Template 4a. 

 

B. Requesting Agency Rights and Responsibilities 
1. The Requesting Agency issues the Service Request.  The Requesting Agency will utilize the Requisition for 

Consulting Services form (Template 2) or an equivalent, the three evaluation criteria Experience, Technical 
Ability, and Cost, to request submission of resumes and Tier 2 “Better Pricing” offers. 

2. The Requesting Agency reserves the right to request Consultants with specific vendor certification(s);  

3. The Requesting Agency reserves the right to designate a specific OGS title for an assignment;  

4. The Requesting Agency reserves the right to limit the number of resumes submitted by each Contractor for 
the assignment, with the same limit enforced for each Contractor); 

5. The Requesting Agency will respond to the Contractors’ written questions, providing a copy of the same 
information to each Contractor. 

6. The Requesting Agency reserves the right to set a reasonable deadline for the submission of candidates’ 
resumes and proposed pricing, and not to consider any candidates whose resumes and pricing are not 
received until after such deadline or not in accordance with the submission requirements of the MASA;  

7. The City of New York reserves the right to submit any Consultant for a background check, including a criminal 
history and/or background investigation – providing, however, that the City is authorized by law to conduct 
such background check – and to reject the Consultant on the basis of the result.  Each Consultant assigned to 
the project by or through a Contractor shall be required to submit identifying information to the Requesting 
Agency, and may, to the extent authorized by applicable law, be required to submit fingerprints. Background 
checks should be completed prior to signing the Task Order. 

8. During the Tier 2 evaluation process, which is described above in this Project Definition, the Requesting 
Agency will review and evaluate all resumes that were submitted in a timely manner in accordance with the 
agency’s requisition. A Requesting Agency shall follow the procedures that are set forth above in the section 
“Assignment of Tier 2 Projects” to evaluate and rate such candidates, as well as all guidelines issued by 
DoITT.  Such procedures may, but are not necessarily required to, include interviewing the candidates (in 
person or by phone) and performing appropriate reference checks, before the final rating of the candidates.  
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9. The Requesting Agency will inform a selected Contractor with guidance, if any changes in the proposed 
Statement of Work are needed, regarding preparation of the Task Order.  The Requesting Agency will review 
the Contractor’s proposed Task Order in consultation with DoITT. 

10. Following selection of a Contractor, the Requesting Agency’s Project Manager shall insure that Contractor 
project teams are provided with documentation and other information requested by the Contractor as 
reasonably needed by such project teams in their delivery of services under the Task Order. 

11. The Requesting Agency will assign a supervisor and/or a staff member to act as a liaison and as primary 
contact for the selected Consultant. The agency MIS director or designee will supervise and respond to all 
technical and administrative questions for the Consultant; 

12. The Requesting Agency will provide appropriate access to facilities and arrange workspace for the 
consultants at City locations. The Contractor should assume that basic requirements would be provided for 
(i.e., desk space, basic day-to-day photocopying, etc.) by the Requesting Agency.  

13. The Requesting Agency will brief the Consultants on agency rules and procedures.  As reasonably requested 
by the Contractor, the Requesting Agency’s Project Manager will (as necessary, in consultation with CSM 
staff) make available to Contractor’s project teams City management and information technology staff 
knowledgeable regarding the City’s systems and business practices. 

14. If a Project Manager for a specific Service Request is selected from the same Contractor as any Programmer 
Analysts or Specialists for the same Service Request, the Requesting Agency will monitor the Project 
Manager’s role carefully to safeguard against a potential conflict of interest or downstream involvement during 
the course of that assignment or future assignments. 

15. The Requesting Agency reserves the right to change the hours of work; such changes may be a result of an 
emergency condition including, but not be limited to, evenings and/or weekends. The Contractor will note and 
record the scheduled hours of work requested by the Agency for each Consultant. No consulting personnel 
provided under this contract may be allowed to work at any City agency for more than thirty-five (35) hours 
per week without prior written approval at the appropriate levels. Overtime is not anticipated but provisions to 
work additional hours as required to satisfy project requirements or in the case of an emergency must be 
accommodated. The Consultant will be compensated for overtime at the standard hourly rate (i.e., the Tier 2 
rate for the project assignment). 

16. Final determination of the acceptance of deliverables lies with the Requesting Agency’s project manager.  
Unless otherwise provided in a Task Order, final acceptance of a system shall not occur until such system 
has operated in its intended production environment for a period of at least thirty (30) consecutive days 
without a significant failure or interruption for which the Contractor is responsible. 

17. The Requesting Agency will be responsible for reviewing and approving Consultant’s timesheet and for 
receiving and paying the Contractor’s invoices; however, this does not relieve the Contractor of its 
independent responsibility for ensuring the integrity of the timesheets that are submitted by the Consultants 
that it provides; 

18. The Requesting Agency will make every reasonable effort to resolve any conflicts that may arise with its 
selected consultant and/or Contractor;  

19. The Requesting Agency reserves the right to terminate Contractor activity on any project at any time. 

20. If the task order is canceled or consultant removed/reassigned, the Contractor will be paid at the project’s 
hourly rate for services satisfactorily performed through the termination or removal date 

 

C. DoITT’s Rights and Responsibilities 
 
DoITT will serve as the primary point of contact for the Contractors and the Requesting Agencies and will manage 
the Contract Tier 2 assignment process. 
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1. DoITT will provide consultative services to a Requesting Agency concerning a proposed Service Request, 
including matters such as subject matter and content of the Service Request, the due date for Project 
Proposals (normally 10 to 14 days from the Contractor’s receipt of the Service Request is given), and the 
evaluation criteria and their weights. 

2. DoITT will review and approve proposed Task Orders. 

3. DoITT will assign a staff member to act as liaison and primary contact for the Contractors. 

4. DoITT will serve as the contract administrator for City agencies. Should an Agency and its Contractor, after 
good faith efforts, fail to resolve a conflict; DoITT will offer its services to attempt to facilitate a resolution. 

5. DoITT may terminate one or more MASAs either prior to, during, or after award based on poor Contractor 
performance on multiple occasions, including, but not limited to, the following: 

• failing or declining to submit candidates; 

• submitting candidates after the established deadline; 

• proposing prices that exceed agreed-upon rates; 

• submitting candidates whose resumes do not reflect the agency requisition; 

• selecting Consultants have poor attendance, missed time frames, arriving late for interviews or 
assignments; 

• submitting Consultants who do not perform satisfactorily on assignment; 

• submitting Consultants who violate agency or City policies; 

• poor timekeeping or incorrect invoices. 

 

 

6. In the event of poor Contractor performance, DoITT will determine whether the remaining Contractors can 
offer the support that will be required for the remainder of the term of the MASA.  

a. The City of New York does not have to replace the Contract(s) that it canceled, as long as there are 
at least three remaining contractors  

b. If the City cannot maintain the support it needs with the remaining MASAs, or there are fewer than 
three remaining contractors in the respective class, and it is within the first 12 months following 
registration of the last MASA awarded under this PD, then the City may elect to award a contract to 
the next highest ranked Proposer of the original proposal submissions; provided that its proposal had 
received a technically viable rating (satisfactory evaluation rating).  The replacement Proposer must 
agree to honor its proposed hourly rates, even if the time period under which they were binding has 
expired. That Contractor may become a MASA awardee for the duration of the MASA contract term. 

c. If the City cannot maintain the support it needs with the remaining MASAs, and it is within the first 12 
months of the MASA awards, but there are no other remaining proposers to return to, the City will 
terminate the MASA and may re-solicit the project to establish new MASAs.   

d. If more than 12 months have elapsed since registration of the last MASA awarded under this PD, and 
the number of MASA awardees is not sufficient to address the needs of the City, the City reserves the 
right to cancel all the MASA awards and, if it desires, re-solicit the project. 

7. If it is determined that false or inaccurate information has been submitted by a Contractor regarding a 
candidate(s), either under Tier 1 or Tier 2, DoITT may disqualify the candidate from further consideration for 
the targeted and future assignments and reserve the option to disqualify the firm as a MASA.  Furthermore, 
such infractions will be reported to the Office of General Services, Procurement Services Group and the City’s 
Department of Investigation (DOI). 
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D. City Security Procedures 
1. If requested by the City, prior to granting access to any City facilities, data processing systems, Confidential 

Information, or data to any of the Contractor’s officers, agents, or employees (including but not necessarily 
limited to “key personnel” positions), or those of any of its sub-contractors, the Contractor shall require such 
individuals to obtain security clearances, which may include at the City’s discretion a criminal history and/or 
background investigation.  It is agreed and understood that it is not the City’s ordinary practice to require 
security clearances, although depending upon the particular Requesting Agency or project, it may be 
required.  In such case, the Contractor agrees to assume, without any reimbursement by the City, any third-
party costs incurred in connection therewith.  Where an emergency or other circumstance occurs which 
renders immediate compliance impractical, the City may, in its sole judgment, defer an individual’s 
compliance and grant temporary access. Such deferment shall not be construed as a waiver of the City’s right 
subsequently to require security clearance for any individual previously granted such temporary access.  The 
City reserves the right, in its sole discretion, and without liability to the Contractor or its officers, agents, 
employees or sub-contractors, or any sub-contractors’ officers, agents or employees selected by the 
Contractor to work under the contract, to refuse to permit access to facilities, data processing systems, 
Confidential Information or data: (i) to any individual who refuses to comply with the security or non-disclosure 
procedures required by the City or (ii) where the City determines that the individual may present a risk to its 
security interests.  The Contractor is required to submit information to the City about individuals it proposes to 
assign to work under the contract sufficiently in advance to allow the City to perform any such security 
clearance procedures without delaying the Contractor’s work performance.  The City shall not be liable for 
payments or damages of any kind if the Contractor’s work is delayed or the Contractor is required to assign 
different individuals on account of the City’s delay or refusal to grant an individual a security clearance under 
the contract. 

2. The Contractor shall require that its officers, agents, employees, independent contractors and sub-
contractors, and shall require that its sub-contractors require that their officers, agents, independent 
contractors and employees, comply with all applicable facility, data processing and other security policies and 
procedures of the City in effect during the term of the contract in performing the work under the contract, 
including but not limited to Internet usage, office equipment usage and timekeeping procedures. This may 
include being required to sign in and out and enter time worked into a timekeeping system provided by the 
City.  Any such policies and procedures, and any changes thereto by the City, shall be communicated to the 
Contractor in writing by the City. 

3. The Contractor shall promptly notify the Requesting Agency’s project manager in writing when any individual 
previously engaged by the Contractor under the contract to gain access to any City facilities, information 
systems or data contained therein is no longer authorized by the Contractor to do so. 

4. If requested by the City, the Contractor shall require its officers, agents, employees, independent contractors 
and subcontractors to execute a Non-Disclosure Agreement in the form of Attachment 5 (Non-Disclosure 
Agreement Form) or such other form as the City may approve. 

E. Confidential Information 

Use and Protection of Confidential Information 
During the term of the contract and for a period of four (4) years from the expiration or termination of the contract 
(including all renewals or extensions thereto), the Contractor shall maintain in strict confidence all Confidential 
Information of the City.  The Contractor shall not, without obtaining the prior written consent of the City, use 
Confidential Information for any purpose other than for performance of its duties and obligations under the 
contract, and the provision or use of other services to the City. 

The Contractor acknowledges that the City also has a responsibility to its constituents (including its employees) to 
keep their records strictly confidential, and agrees that any constituent records that the Contractor or its sub-
contractors receive in connection with the services under the contract will therefore be treated as Confidential 
Information. Notwithstanding the first paragraph of this subsection, the Contractor’s obligation to keep such 
constituent records strictly confidential, its obligation to keep strictly confidential information received in 
connection with the services under the contract the disclosure of which may endanger public safety (“Public 
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Safety Information”), and its obligation to ensure that its sub-contractors keep such information confidential, shall 
not terminate when its obligations regarding all other Confidential Information terminate, but shall continue until an 
authorized representative of the City informs the Contractor in writing that the City no longer believes itself to be 
required to maintain the confidentiality thereof.   

The City shall permit the Contractor to have access to the City’s data solely for the purpose of the Contractor 
providing services to the City under the contract awarded from this Project Definition.  The Contractor may only 
access and process the City’s data in connection with such services or as directed by the City and may not merge 
it with other data, keep a copy of it or commercially exploit it.  The Contractor understands and agrees that the 
City owns all right, title and interest in and to the City’s data and to any modification, compilation or derivative 
works therefrom. 

The City agrees that nothing in the contract prohibits the Contractor from informing the Contractor’s customers or 
potential customers that the Contractor has been engaged by the City under the contract to provide the services 
set forth herein; provided, however, that this does not include the disclosure of Confidential Information and the 
Contractor shall not, without first obtaining the City’s consent, provide third parties with City contact information 
(i.e., the names and telephone numbers of City references to contact) regarding the contract.  

Disclosure of Confidential Information to Employees and Others 
Notwithstanding Subsection A, the Contractor may disclose Confidential Information to:   

• Its legal counsel; and 

• On a need-to-know basis, its employees, its agents, contractors, independent contractors and sub-
contractors, and representatives of the City, provided that it has taken reasonable steps to ensure that 
such Confidential Information is kept strictly confidential consistent with the confidentiality obligations 
imposed hereunder.  Such reasonable steps will include instructing those persons to whom it discloses 
such information not to sell, lease, assign, transfer, use outside the scope of their employment, or reveal 
any Confidential Information without the consent of the City, and obtaining the written agreement of its 
and its sub-contractors’ employees and agents and independent contractors to conform to the 
requirements of the contract. Such written agreement need not be specific to the contract so long as the 
agreement’s requirements are at least as stringent as those contained in the form of agreement set forth 
in Attachment 5 (Non-Disclosure Agreement Form).  To the extent that the Contractor or its contractors or 
sub-contractors have implemented and enforce internal policies addressing the handling and treatment of 
Confidential Information (such as an Employee Code of Conduct) that are consistent with the 
requirements of the contract, the existence of such policies shall be deemed to satisfy the requirement of 
this subsection that a written agreement be obtained. 

Notwithstanding any provision of the contract, the Contractor may disclose the contract to an arbitrator, court, or 
regulatory agency, each of which must be of competent jurisdiction, to exercise or enforce its rights under the 
contract or to defend itself against claims that it has breached its obligations under the contract. 

Return or Destruction of Confidential Information 
When continued use of Confidential Information is no longer necessary for performance of the contract, or upon 
the request of the City, the party in possession of such information shall promptly return it (including any copies, 
extracts, descriptions, and summaries thereof) to the requesting person, or shall promptly destroy it (and any 
copies, extracts, descriptions, and summaries thereof) and shall further provide the requesting person with written 
certification of same.  When such Confidential Information has been integrated into documents containing 
proprietary information of the Contractor, or any third party, upon the request of the City, the persons in 
possession of such information shall promptly destroy any and all portions of the documents (and any copies, 
extracts, or summaries thereof) containing such Confidential Information, and shall further provide the requesting 
person with written certification of same.   

Required Disclosure 
Disclosure of Confidential Information shall not violate the confidentiality obligations imposed by the contract to 
the extent that Confidential Information must be disclosed pursuant to a court order or as required by any 
regulatory agency or other government body of competent jurisdiction.  A party required or ordered by a court of 
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competent jurisdiction to disclose Confidential Information shall notify the City immediately upon receipt of such 
an order or requirement to disclose and use reasonable efforts to resist, or to assist the City in resisting, such 
disclosure and, if such disclosure must be made, to obtain a protective order or comparable assurance that the 
Confidential Information disclosed shall be held in confidence and not be further disclosed absent the City’s prior 
written consent.  The disclosing party agrees to disclose only the portions of the Confidential Information 
necessary to comply with such court order.  The contract is not intended to limit either party’s ability to satisfy any 
governmentally required disclosure of its relationship with the other. 

Remedies 
The Contractor acknowledges that any disclosure or misappropriation of Confidential Information in violation of 
the contract could cause irreparable harm, the amount of which may be extremely difficult to determine, thus 
potentially making any remedy at law or in damages inadequate.  The Contractor therefore agrees that if the City 
claims it is aggrieved by the Contractor’s violation of the contract in relation to its obligations regarding 
Confidential Information, the City shall have the right to apply to any court of competent jurisdiction for an order 
restraining any breach or threatened breach of the contract and for any other relief, as the City deems 
appropriate.  This right shall be in addition to any other remedy available in law or equity. 
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 TIER 1 PROPOSAL SUBMISSION INSTRUCTIONS 
A. Introduction 
The Tier 1 Proposal should be presented in the format and order described below.  

• The Proposal should be composed of two sections: 

(1) Cover Letter and Technical Proposal, and 

(2) Price Proposal. 

(3) Doing Business Data Form (Attachment 7) 

• The Proposer should submit one (1) original (i.e., signed) set and eight (8) hard-copy duplicates of the 
Proposal. The originals of the Technical and Price Proposal should be clearly labeled “Original” on the 
cover. The proposal package should consist of three (3) sealed inner envelopes containing the Technical 
Proposal, Price Proposal and Doing Business Data Form. The originals of the Technical and Price 
Proposal should be clearly labeled “Original” on the cover. 

• To facilitate the evaluation process, it is requested that the Proposer also submit a total of four (4) CD-
ROMs – two (2) of the CD-ROMs should contain an electronic copy of the Technical Proposal, and two 
(2) of the CD-ROMs should contain an electronic copy of the Price Proposal. These electronic copies 
should be identical to the original paper proposals, and only the Technical Proposal should be in PDF 
format.  

- Each CD-ROM and jewel case must clearly indicate the name of the Proposer, name of this 
Project Definition, PIN (project identification number), and whether the CD-ROM contains a 
technical or price proposal. 

- It is requested that each proposal be one comprehensive electronic file and not be segmented 
into multiple files (i.e., we prefer not to have a separate file for each section of the Proposal). 

- The City requests that the Proposer also submits the Price Proposal in Excel format, using the 
format provided by the City, to facilitate the City’s analysis of the numbers provided. The Excel 
files can be included on the two (2) Price Proposal CD-ROMs. 

• The Proposer should submit the original and copies of its Technical Proposal in a sealed 
envelope or package separate from the sealed envelope or package containing its Price Proposal 
and Doing Business Form. The appropriate CD-ROMs should be included in each sealed envelope 
or package. 

• Clearly label each envelope or package with the name of the Name of the Proposer, the title and PIN 
(project identification number) of this Project Definition and indicate which section is contained in each 
envelope or package (i.e., indicate whether the envelope or package contains the Technical Proposal or 
the Price Proposal). 

• No reference to pricing should be made in the Cover Letter or Technical Proposal.  Disclosing pricing in 
these sections may be grounds for disqualification. 

The place and time for the submission of proposals are set forth above in the “TIMETABLE” section of this Project 
Definition. 

The Proposer should include with the Technical Proposal a list of any exceptions or revisions to the Project 
Definition or the Planned Proposal (see subsection D below) and the Acknowledgement of Addenda form (see 
subsection E below). 

There is no requirement for a Proposer to submit a non-disclosure form in connection with this Project Definition.  
Attachment 5 (Third-Party Non-Disclosure Agreement Form) is only intended to be signed by third-parties after a 
contract from this Project Definition has been awarded. 
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B. Cover Letter 
A cover letter must be signed by an officer of the Proposer who is authorized to commit the Proposer to 
contractual terms.  A suggested Cover Letter format is provided as Attachment 2. 

The Cover Letter should indicate whether the Proposer is a corporation, limited liability company, joint venture, 
etc.  (The name of the Proposer may itself indicate that.) 

The Cover Letter should state that the Proposer will not withdraw its Proposal for at least 180 days after the 
Proposal Due Date.  After 180 days, the Proposer may if it wishes withdraw its Proposal in writing; although of 
course if the Proposer at that time is engaged in negotiations with the City, the City does not expect the Proposal 
to be withdrawn, and the City may request the Proposer to agree to a time extension of its 180-day commitment. 

C. Technical Proposal 
The Technical Proposal should: 

1. Be reasonable and appropriate in its length.  Proposals are evaluated based on the quality of their content, 
not upon their length.  

2. Consist of the following sections, in the order listed below: 

A. Title Page and Table of Contents 

B. Executive Summary 

C. Quantity and Quality of Relevant Experience 

D. Organizational Capability 

E. Approach and Methodology 

Quantity and Quality of Relevant Experience 
Describe the successful relevant experience of the proposer, each proposed sub-contractor if any, 
and the proposed key staff (e.g. team for the NYC Account; account manager, senior recruiter, etc.) 
in providing the work described in this Project Definition.  In addition, specifically address the 
following:  
 

• Describe/document proposer’s experience within the past three (3) years providing 
information technology and telecommunications consultant resources to government 
agencies or large entities that involve multiple clients.  

 
• Provide a detailed inventory of the type and number of IT positions proposer has filled over 

the past three (3) years for the following categories of expertise: systems management 
mainframe, systems management mid-range, systems management PC, applications 
development PC, Internet/Intranet application services, help desk services, local area 
network services (LAN/WAN) and telecommunications services, (If Proposer has not filled 
any positions in a category, Proposer should explain in its Approach and Methodology 
Section of its proposal what recruitment methodologies it will employ to be able to fill such 
positions) 

 
• Provide other documentation demonstrating success and how success is measured (e.g., 

tenure in position, attrition rates, measures of customer satisfaction, recruitment life cycle, 
etc.). 

 
• Attach for each key position a resume and/or description of the qualification that individual 

possesses which qualifies them to manage and recruit for the NYC account.   
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• Attach a listing of at least three relevant references, including the name of the reference 
entity, a brief statement describing the relationship between the Proposer and the reference 
entity, and the name, title and telephone number of a contact person at the reference entity.  
At least one reference must be a government client. 

 
• Describe the successful relevant experience of the Proposer and the proposed key staff in 

providing the work described in this Project Definition 

Organizational Capability 
To demonstrate Organizational Capability, provide the following (Note: The Proposer should clearly indicate those 
portions its response to this Organizational Capability section where the services of sub-contractors will be 
utilized, identifying which sub-contractor(s) will provide the services): 

• A description of the Proposer, including when it was established, number of employees, locations of 
corporate offices, office nearest New York City, and any other information regarding its experience 
Proposer believes relevant. 

• Identify the resources that will be assigned to managing the Proposer’s performance under the contract 
resulting from this Project Definition. In particular, please provide the following information: 

 Resume(s) of proposed key management resource(s) (Key Personnel) to be assigned to supporting 
the City in relation to this engagement (i.e., in relation to the contract, not just in relation to particular 
projects that may be assigned under the contract).  Such persons may, if a contract is awarded to the 
Proposer, be included in the Technical Proposal.  Project-specific key personnel would be listed only 
in a Task Order under a project assigned under the contract.) 

 An organization outline or chart, showing where the proposed resources fit into the Proposer’s 
organizational structure. 

 What number of your staff who would support projects under the contract resulting from this Project 
Definition would be in the NY Tri-State Area (NY, NJ, and CT) 

 A project staffing roster and position descriptions (roles/responsibilities), including the associated 
NYS OGS labor categories, consisting of individuals that would currently be available for the 
Proposer to assign to projects, if the contract resulting from this Project Definition were in existence 
as of the Proposal Due Date.  It is recommended that at least twenty individuals should be included.  
Full resumes need not be included, but brief synopses of professional qualifications and experience 
should be included.   

• Describe the proposer’s capacity to: 

• Provide a large pool of qualified candidates in a timely manner.  
• Provide high level IT staff. 
• Support the proposed approach. 
• Support New York City’s ongoing IT staffing demand needs over the term of the contract. 

 

• 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, including what information is available regarding your 
organization’s financial stability. 

Approach and Methodology 
• Describe how proposed approach to address the current and future consulting needs which City agencies 

may need and seek to fill under this Project Definition. When describing your recruitment approach, 
please be specific as to the types of candidates you can place and specifically address proposer’s: 

• pre-screening methodology,  

• ability to rapidly present candidates,  
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• ability to minimize attrition/no-shows,  

• ability to replace staff when necessary (indicating timeframes),  

• ability to handle disagreements that may arise with Requesting Agencies, and  

• ability to ensure Requesting Agency satisfaction.  

 

Describe how the approach and methodologies meet the City’s enterprise consulting needs, and indicate the 
number of technical recruiters that would be assigned to a recruitment project. The Proposer should include, in 
this section, a narrative that fully describes its ability to begin and complete an assignment in a timely manner. It 
is important that Proposers take into consideration the size of the City of New York, as well as the critical nature 
of Requesting Agencies’ possible needs to expedite recruitment in getting a Consultant on board and achieving 
successful and timely completion of a project. Specifically address: 

• Recruitment Life Cycle  
• Recruitment methodologies 
• Databases/pool of candidates  

 

D. Exceptions or Revisions to Project Definition or Proposed Agreement 
If the Proposer takes exception to any of the terms and conditions set forth in this Project Definition or the 
Proposed Agreement (including its proposed Attachments), the Proposer must list such exceptions or revisions in 
this section of its Technical Proposal.  If there are no such exceptions or revisions, the Proposer should indicate 
that there are no exceptions or revisions. Exceptions or revisions, if any, must be submitted with the Proposal.  
The Proposer should be aware that exceptions or revisions may place it at a competitive disadvantage with 
respect to other Proposers. 

It is noted that the Proposer should not submit any exceptions or revisions to the provisions in the Back-Drop 
Contract, since the Proposer has previously executed that contract.   

E. Acknowledgement of Addenda Form 
The Proposer should complete and sign the Acknowledgement of Addenda Form, which is included in this Project 
Definition as Attachment 3.  This form should be inserted in the Technical Proposal.  The City needs this form, 
even if there are no Addenda to this Project Definition. 

F. Price Proposal 
The Price Proposal should include the proposed hourly rate for each of the 12 OGS job classifications/titles (see 
Attachment 4 for format).  The proposed rates should be applicable for the entire three year contract term and will 
apply to any Task Orders that begin within the contract term but extend beyond it.  If the Proposer envisions 
increasing any of its rates during the contract term, the amount of the increase and effective dates should be set 
forth in the Price Proposal.   

The rates for any calendar year of the contract term cannot exceed the rates under the NYS-OGS IT Services 
Back-Drop Contract that are in effect during that calendar year.  All hourly rates must be inclusive of all employee 
benefits, profit, overhead, administrative costs, transportation and all other expenses. 

Contracts resulting from this solicitation will include hourly rates for all NYS OGS Back-Drop Mandatory Job 
Classifications/Titles to be used as the basis for future Task Orders.  

The City makes no representation as to the quantity of Contractor Services that may be requested under this 
Contract.  The estimated numbers of man-hours listed in this Project Definition are a reasonable approximation of 
the numbers of man-hours that may be requested under this Contract, but they are set forth for proposal 
comparison purposes only.  Under no circumstances will the City be compelled or required to request any 
particular quantity of Contractor Services, nor will it be limited by the quantities listed.  The total number of 
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requests for Contractor Services will be determined by the amounts and types actually required during the 
Contract. 

G. Compliance with Local Law 34 of 2007 
 
The Proposer should complete the Doing Business Data Form (see Attachment 7) and return it with the 
proposal.  The submission of a Doing Business Data Form that is not accurate and complete may result in 
appropriate sanctions. 
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TIER 1 PROPOSAL EVALUATION AND CONTRACTOR SELECTION 
1. All Proposals received will be reviewed to determine whether they are responsive or non-responsive to the 

requisites of this Project Definition.  Proposals that are determined by the Agency to be non-responsive will be 
rejected.   

2. The remaining Proposals will be evaluated by the City’s Evaluation Committee as follows:  

3. The Technical Proposal will be evaluated first and has a 70% weight in the total evaluation. The Technical 
Proposal criteria are divided into three key areas, which are weighted as follows: 

Demonstrated Quantity and Quality of Relevant Experience ......... 20% 

Demonstrated Level of Organizational Capability .......................... 25% 

Approach and Methodology  ........................................................... 25% 

4. Proposers may be invited to make a presentation to the Evaluation Committee, and/or may be asked to 
respond in writing to written questions from the Evaluation Committee. 

5. Once the Technical Proposal evaluation is completed, the Evaluation Committee will review the Price 
Proposals, which have a 30% weight.  The Committee may require clarification of the Price Proposals as part 
of this phase of the evaluation before the selection decisions are made. 

CONTRACT AWARD 
Contracts will be awarded to the Proposers whose responses provide the City with the most advantageous 
combination of technical qualifications (project methodology, technical expertise and experience) and proposed 
pricing. 
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Attachment 1:  Intent to Respond to Project Definition 
 

 
To: Margaret Budzinska 

N.Y.C. Department of Information Technology and Telecommunications 
75 Park Place, 9th Floor 
Fax #: (212) 788-6489 
acco@doitt.nyc.gov 

 
 

 
From: 
 
Company Name: ______________________________________________________ 

Address:   ________________________________________________ 

   ________________________________________________ 

 

Contact Name: ___________________________________________________________ 

Phone: __________________________________________________________________ 

Fax: ____________________________________________________________________ 

E-Mail Address:  __________________________________________________________ 

 

Dear Sir or Madam: 
This is to advise you that the above-named company intends to submit a proposal for the Project 

Definition for Citywide Standby Information Technology and Telecommunications Consulting Services, 
PIN:  85810O0040 

 

 

 

 

Signature: _____________________________________ Date: ______________________ 
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Attachment 2:  Cover Letter Template 
(add your company letterhead) 

 
< Date > 
[Address proposal to:] 
N.Y.C. Department of Information Technology  
and Telecommunications 
Contracts Unit 
75 Park Place, 9th Floor 
New York, N.Y. 10007 
 

In Response to Project Definition for Citywide Standby Information Technology and 
Telecommunications Consulting Services, PIN: 85810O0040 

 
Dear Sir or Madam: 

Attached please find our proposal, submitted in accordance with the above-referenced solicitation.  This offer may 
only be withdrawn in writing after 180 days from the Proposal Due Date listed in the Project Definition. 

Proposer:  

Name: _______________________________________________________________ 

Address: _____________________________________________________________ 

  _____________________________________________________________ 

Tax Identification #: ___________________________________________________ 

Proposer’s Contact Person: 

Name: ________________________________________________________________ 

Title: _________________________________________________________________ 

Telephone #:  __________________________________________________________ 

Must be signed by an officer of the Proposer who is authorized to commit the Proposer to contractual terms. 

Name: ________________________________________________________________ 

Title: _________________________________________________________________ 

Signature: _____________________________________________________________  

Date:  ________________________________________________________________ 
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Attachment 3:  Acknowledgement of Addenda Form 
 
Instructions: The Proposer shall complete either Part I or Part II of this form, as applicable.  This form 
constitutes the Proposer’s formal acknowledgement of its receipt of all of the Addenda issued by DoITT 
before the Proposal Due Date.  Before submitting its Proposal, the Proposer should contact the 
Authorized Agency Contact Person to verify that it has received all of the Addenda issued in connection 
with the Project Definition. 

 

Part I: Listed below is the date of issuance of each Addendum issued by DoITT for the Project 
Definition: 

Addendum # 1, dated:   ____/____/____ Addendum # 2, dated: ____/____/____ 
 
Addendum # 3, dated:   ____/____/____ Addendum # 4, dated: ____/____/____ 
 
Addendum # 5, dated:   ____/____/____ Addendum # 6, dated: ____/____/____ 
 
 

Part II: No Addendum was received under the Project Definition.   

Check if applicable: _____ 

 

Name of Proposer: _________________________________________________________ 

Signature of Proposer’s Representative: _______________________________________ 

Dated:   ____/____/____  
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Attachment 4:  Price Proposal Format 
See Excel Spreadsheets 



Project Definition for Citywide Standby Information Technology and Telecommunications Consulting Services 
 

 
Department of Information Technology and Telecommunications Page 39 
ITCS3PD   

 

 

Attachment 5:  NDA: NON-DISCLOSURE AGREEMENT 
Name and Address of Company Executing this Agreement: 
_______________________________________________ 
_______________________________________________ 
_______________________________________________ 
Indicate status by checking appropriate box: 

□ Contractor □ Sub-Contractor 

This Non-Disclosure Agreement (“NDA”) is between the New York City Department of Information 
Technology and Telecommunications (“DoITT”) and the Company indicated above (“Contractor” or “Sub-
Contractor”).  This NDA describes certain rights and obligations of each party with respect to certain 
information that DoITT will disclose to the Contractor (or Sub-Contractor). 

The information or materials acquired by the Contractor (or Sub-Contractor) during performance of this 
contract, including activities performed and documents and deliverables produced by the Contractor (or 
Sub-Contractor) in connection with this contract (“confidential information”), are to be kept strictly 
confidential by the Contractor (and Sub-Contractor) and may not be reproduced, except for internal use by 
the members of Contractor’s (or Sub-Contractor’s) staff or the project team for the purpose of providing 
services to DoITT, without prior written consent from DoITT unless such information is a) previously 
known by Contractor (or Sub-Contractor) without a duty to keep such information confidential; b) generally 
available to the public; c) subsequently disclosed to Contractor (or Sub-Contractor) by a third party who is 
not under an obligation of confidentiality with respect to the City, or d) independently developed by the 
Contractor (or Sub-Contractor) prior to its engagement on this project.  The Contractor (and Sub-
Contractor) shall limit access to such material in its control to those of its employees performing services 
pursuant to this contract strictly on a need to know basis and companies engaged in this project who have 
also signed this or similar non-disclosure agreement. The Contractor (and Sub-Contractor) shall inform its 
employees of these requirements and shall enforce compliance with these requirements by its employees.  
The Contractor (and Sub-Contractor) shall restrict its use of the information and materials to its 
performance under this . 

The Contractor (and Sub-Contractor) agrees that upon the request of DoITT it shall promptly return to 
DoITT or destroy the confidential information in the Contractor’s (or Sub-Contractor’s) possession, 
including any copies, extracts, descriptions and summaries thereof). 

The Contractor (and Sub-Contractor) acknowledges that any disclosure or misappropriation of confidential 
information in violation of this NDA could cause irreparable harm, the amount of which may be extremely 
difficult to determine, thus potentially making any remedy at law or in damages inadequate.  The Contractor 
(and Sub-Contractor) therefore agrees that DoITT shall have the right to apply to any court of competent 
jurisdiction for an order restraining any breach or threatened breach of this NDA and for any other 
injunctive relief as DoITT deems appropriate.  This right shall be in addition to any other remedy available 
under this NDA, at law or in damages. The validity of this NDA shall be governed by the substantive laws 
of the State of New York, excluding any choice or conflict of laws rules. 

The above Company agrees to adhere to the above confidentiality provisions: 
 
________________________________________ 
COMPANY NAME      
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Authorized by: ___________________________________________ 
  Print Name 

 ___________________________________________  
 Title 
 ___________________________________________ 
  Signature 
 ___________________________________________ 
  Date 
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NDA: NON-DISCLOSURE AGREEMENT 
Name and Address of Individual Consultant Executing this Agreement: 
_______________________________________________ 
_______________________________________________ 
_______________________________________________ 

This Non-Disclosure Agreement (“NDA”) is between the New York City Department of Information 
Technology and Telecommunications (“DoITT”) and the individual person (“Consultant”) indicated above.  
This NDA describes certain rights and obligations of each party with respect to certain information that 
DoITT will disclose to the Consultant. 

The information or materials acquired by the Consultant during performance of this DoITT project, 
including activities performed and documents and deliverables produced by the Consultant in connection 
with this project (“confidential information”), are to be kept strictly confidential by the Consultant and may 
not be reproduced, except for internal use by the members of the project team for the purpose of providing 
services to DoITT, without prior written consent from DoITT unless such information is a) previously 
known by Consultant without a duty to keep such information confidential; b) generally available to the 
public; c) subsequently disclosed to Consultant by a third party who is not under an obligation of 
confidentiality with respect to the City, or d) independently developed by the Consultant prior to his or her 
engagement on this project.   

The Consultant agrees that upon the request of DoITT he or she shall promptly return to DoITT or destroy 
the confidential information in the Consultant’s possession, including any copies, extracts, descriptions and 
summaries thereof). 

The Consultant acknowledges that any disclosure or misappropriation of confidential information in 
violation of this NDA could cause irreparable harm, the amount of which may be extremely difficult to 
determine, thus potentially making any remedy at law or in damages inadequate.  The Consultant therefore 
agrees that DoITT shall have the right to apply to any court of competent jurisdiction for an order 
restraining any breach or threatened breach of this NDA and for any other injunctive relief as DoITT 
deems appropriate. This right shall be in addition to any other remedy available under this NDA, at law or 
in damages. The validity of this NDA shall be governed by the substantive laws of the State of New York, 
excluding any choice or conflict of laws rules. 

The above Consultant agrees to adhere to the above confidentiality provisions: 
 
  Print Name 

 ___________________________________________  
  Signature 
 ___________________________________________ 
  Date 
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Attachment 6:  INSURANCE 
 
A. AGREEMENT TO INSURE  
  

The following general schedule of insurance is required for this Agreement. 
 
 Commercial General Liability 

 [ X  ] Commercial General Liability CG 00 01 (ed.10/93) or equivalent.  Combined Single Limit-
Bodily Injury and Property Damage: 

   
$   1,000,000     per occurrence: 
$   1,000,000     products/completed operations aggregate 
$   1,000,000     personal injury 
$   2,000,000     general aggregate 
$   25,000     _   per claim maximum deductible, except as approved by DOITT. 

 
 Workers Compensation: 

[X ] Statutory per New York State Law without regard to jurisdiction 
         [X ] Employers Liability-- $1 million aggregate 
  
 
Business Auto Coverage: 

[ X ] CA 00 01 (ed. 06/92) or equivalent Combined Single Limit - Bodily Injury and Property 
Damage. The following coverage must be provided: 

 
  Bodily Injury & Property Damage $ 1,000,000 Each Occurrence 
  
 
 (i) The Contractor is required to obtain and to maintain insurance outlined in the above Schedule. 
 
 (ii) The insurance required for this contract must be on forms acceptable to DoITT and offered by 

Insurers acceptable to DoITT.  All required insurance policies shall be maintained with 
companies that may lawfully issue the required policy and have an A.M. Best rating of at 
least A-7 or a Standard and Poor’s rating of at least AA, unless prior written approval is 
obtained from the Mayor’s Office of Contracts. 

  
 (iii)  Where circumstances warrant, DoITT may, at its discretion subject to acceptance by the Law 

Agency and/or the Office of the Comptroller, accept letters of credit or custodial accounts in 
lieu of specific insurance requirements.  The letter of credit must be on a form prescribed by 
DoITT and payable at a New York City office of a bank approved by DoITT. 

 
 (iv) The Contractor agrees that all insurance contributing to satisfaction of insurance requirements 

shall not be materially modified, terminated, or canceled by the Contractor without prior 
written approval of DoITT. 

 
(v) The Contractor shall be solely responsible for payment of all premiums for insurance 

contributing to satisfaction of the above Schedule requirements and shall be solely 
responsible for the payment of all deductibles to which such policies are subject, whether or 
not the City of New York is an insured under the policy. 
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Insurance (Continued) 
 

 (vi) Claims made policies will be accepted only for professional liability and such other risks as 
are authorized by the New York State Insurance Department.  All such policies contributing 
to satisfaction of requirements shall have extended reporting period option or automatic 
coverage of not less than two years.  If provided as an option, the Contractor agrees to 
purchase the extended reporting period on cancellation or termination unless a new policy is 
effecting with a retroactive date, including at least last policy year. 

 
(vii) The Contractor shall promptly notify its Insurance Carrier and DoITT’s General Counsel 

within 24 hours of any accidents arising in the course of operations under this contract 
causing bodily injury or property damage and shall cooperate fully with the Agency in 
providing all such records and information as may be requested by DoITT’s General Counsel 
in anticipation of claims against the City which may arise from the accident. A complete 
written report of the accident shall be made within five business days.  

 
 Notice to the Insurance Carrier by the Contractor of an accident or claim on the site shall 

constitute notice by the City to the Insurance Carrier. 
  

(viii) The Contractor may apply to DoITT for approval of higher deductibles based on financial 
capacity and quality of the carrier affording coverage. 

 
1. Commercial General Liability: 
 

Before commencing work at the site, the Contractor shall procure a commercial general liability 
insurance policy issued by a New York admitted carrier via the New York admitted market through a 
New York licensed resident broker in the Contractor’s name, and naming the, City of New York and 
the Agency of Department of Information Technology and Telecommunications as additional insured 
(CG 20 10 (10/93) ), and endorsed to cover liability assumed by the Contractor under the indemnity 
provisions of this agreement.  This insurance policy must be maintained during the life of the contract 
and shall protect the City, as additional insured, the Contractor and its Subconsultants performing 
work at the site from claims for property damage and/or bodily injury which may arise from 
operations under this contract, whether such operations are performed by the Contractor or anyone 
directly or indirectly employed by the Contractor.  Two certificates of insurance shall be furnished to 
the CONTRACT MANAGEMENT OFFICE in a manner acceptable to DoITT, together with copies of all 
endorsements as pertain to the requirements of this contract. 

 
The policy shall contain no exclusions or endorsements which are not acceptable to the City and to 
DoITT and shall be of a form and by an insurance company acceptable to the City and DoITT. 

 
 Commercial General Liability - Endorsements and Exclusions 
 

The following endorsements are required to be made on the policy. 
 

a. Notice shall be addressed to: 
DoITT 
75 Park Place, 9th Floor 
New York, NY 10007 
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Insurance (Continued) 
 

b. Notice of Cancellation of Policy:  The policy shall not be canceled, terminated, modified, or 
changed by the Insurance Carrier or Contractor unless the  30 days prior written notice is sent to 
DoITT, 75 Park Place, 9th Floor, New York, NY 10007, Attn: Ms. Anne Cody. 
 

 
c. The following shall also be added as additional insureds: __The City of New York 

______________________________________________________________________________
__________________________________________________ 

  
                                                                                         
 
2. Business Auto Coverage 
 

The Contractor shall provide the DoITT with evidence of insurance covering all owned, non-owned, 
and hired vehicles to be used in connection with this Agreement.  If on a "schedule autos" basis, 
Contractor shall present the schedule of insured autos, including the vehicles to be used for operations 
under this contract. 

 
3. Workers Compensation and Disability Benefit Insurance 
 

Prior to the execution of this contract, the Contractor shall procure Workers Compensation Insurance 
in accord with the Laws of the State of New York, without regard to jurisdiction, on behalf of all 
employees who are to provide labor or service under this contract.  
 
If leased employees are to be used under this contract, Contractor shall furnish copy of lease 
agreement to DoITT, together with confirmation of New York mandated endorsements to Workers 
Compensation policies of Contractors and leasing company.  Prior to starting work, a list of all leased 
employees shall be furnished to the Agency’s Project Manager for this contract. 

 
Two certificates of such insurance or authority for self-insurance shall be furnished to DoITT. 

  
 

B. PROOF OF INSURANCE  
  

The Contractor agrees to procure and maintain insurance of the kinds and in the amounts hereinabove 
provided by insurance companies authorized to do business in the State of New York, covering all 
work under this Agreement whether performed by the Contractor or Subconsultants. 

  
Before commencing work under this Agreement, the Contractor shall furnish to the DoITT, two 
certificates of such insurance (the original and one copy) and copies of forms, policies, endorsements 
or other documentation as may be required to determine compliance with insurance requirements. 

  
 

C.    DURATION OF INSURANCE  
  

The insurance policies described in this Article shall be continuously kept in force for the through the 
term of the contract, except that: 

  
Professional Liability Insurance shall be maintained until at least one year after completion 
of all work required under this Agreement. 
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Attachment 7:  DOING BUSINESS DATA FORM 

 
(See PDF File: Doing Business Data Form. pdf) 
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TEMPLATES 
 

 
The attached templates are to be used by either the Requesting Agency or the submitting Contractor, as 
indicated.  
• Items in [boldface] are variables that should be changed as required by the specifics of the 

assignment.  

• Items in [italics] are notes and instructions providing additional information needed to complete the 
templates.  
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Template 1:  ITCS Requisition for Consultant Services 
A separate request is required for each Class of expertise 

Date: <enter date> 
Prepared by:  [Name/Agency Name] 
Re: Requisition for Technical Consultant Services for Assignment Number <enter number> 
Category(ies) of Expertise  <  insert description         > 
 
In accordance with the New York City contract referenced above, this is a request for submission of up 
to [enter number] candidates for consideration to the assignment specified herein. 

Assignment Name:  
Work Location:  
Scheduled Work Hours:  
Assignment Start/End Date:  

Total Estimated Assignment 
Hours: 

 

 
Positions Requested 

# of 
Positions 

Job Title OGS Labor Category 

  Programmer Analyst EL 

  Programmer Analyst I 

  Programmer Analyst II 

  Programmer Analyst III 

  Project Manager EL 

  Project Manager I 

  Project Manager II 

  Project Manager III 

  Specialist EL 

  Specialist I 

  Specialist II 

  Specialist III 
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SCOPE OF SERVICES  <describe role of consultant, identify tasks and deliverables>  

MANDATORY SKILLS/EXPERIENCE Note: candidates who do not have the mandatory skills will not be considered. 

 

DESIRABLE SKILLS/EXPERIENCE 

SPECIAL REQUIREMENTS (use this section to identify and special instructions or requirements, e.g., Background Checks 
required, gaps in periods of performance, etc.) 
 
 

 
SELECTION CRITERIA 
The following weighted criteria will be used to evaluate and select the Consultant(s) for this assignment: 

 
Experience:  ____% 
 
Technical Ability:   ____% 
 
Cost:   ____%   
__________________________ 
Total:   100 % 
 

INSTRUCTIONS TO CONTRACTORS 
Complete Consultant Services Submission and candidate reference forms, attach resumes and email to: 
 
 Contact Name: ________________________ E-mail Address: ________________________ 
 Phone No.:      ________________________ Address: _____________________________  
 
All submissions must be received no later than: Date:  _____________Time:  __________ o’clock 
EST. 
Submissions received after this deadline will be disqualified from consideration. 
 
INTERVIEWS 
<If Agency intends to interview candidates they should indicate their intentions  here:  (e.g., 
candidates will be interviewed in person, telephone interviews, etc. )  Candidates should be 
available for interviews on one of the following dates….> 
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Note: Employers are required by Federal law to verify that all employees are legally entitled to work in the United States.  Accordingly, this Agency 
reserves the right to request legally mandated employer-held documentation attending to the same for each Consultant assigned work under any 
project awarded as a result of this solicitation.  In accordance with such laws, this Agency does not discriminate against individuals on the basis of 
national origin or citizenship. 



Project Definition for Citywide Standby Information Technology and Telecommunications Consulting Services 
 

 
Department of Information Technology and Telecommunications Page 50 
ITCS3PD   

 

Template 2:  ITCS Consultant Services Submission Form 
 

DATE:  

TO: <AGENCY NAME AND CONTACT> 

FROM:  <CONTRACTOR NAME AND CONTACT> 

Re: Requisition for Technical Consultant Services for Assignment Number:  <   insert number    > 
 

Category(ies) of Expertise  <  insert description         > 
 

THE FOLLOWING CANDIDATES ARE PROPOSED IN RESPONSE TO THE ABOVE REFERENCED REQUEST: 

PROPOSED CANDIDATES 

Candidate Name 
(list all candidates proposed)  

IT Job Title 
(e.g. Oracle Database 

Specialist)  
OGS Labor Category 

NYC 
Parent 

Contract 
Hourly 

Rate  

Proposed 
Rate  

 

     
     
     
     
     
     
     
     

[Add more rows as necessary] 

The Contractor affirms that the proposed consultants meet the requested qualifications. 
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Comments:  [contractors should use this space for any notes or comments on the proposed candidates] 
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Template 2a:  ITCS Candidate References Forms 
Provide two references for each proposed candidate 

 
Candidate’s Name: 
_________________________________________________________________ 

CONTRACTOR NAME: __________________________________________________________________ 

Assignment Number: _________________________________ 
 

1. Name of Reference   

Company  

Phone Number  

Email  

Description of candidate’s 
responsibilities and 
relationship to reference 

 
 
 

SHADED AREA FOR CITY USE ONLY 

Reference checked by:  

Date reference checked:  

Notes: 
 
 
 

2. Name of Reference `  

Company  

Phone Number  

Email  

Description of candidate’s 
responsibilities and 
relationship to reference 

 
 
 

SHADED AREA FOR CITY USE ONLY 

Reference checked by:  

Date reference checked:  

Notes: 
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Below is a sample ITCS Evaluator Score Sheet.   

Template 3:  SAMPLE - ITCS Evaluator Score Sheet  
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Template 4:  ITCS Consultant Services Task Order 
[A Task Order must be created for each Contractor and each Class selected] 

Date: 
To:  [Contractor Contact Name/ Contractor Company Name] 
From:  [Agency ACCO/ Agency Name] 
Re:  Task Order for Temporary Consultant Services for Assignment Number: <insert number >  

Assignment Name:   

Parent Contract Number:  

Category Of Expertise 
Description:  

Task Order Number:  
Assignment Start /End 

Dates:  

Total Task Order Value $  
 

Assignment Award 
Your company is hereby awarded the assignment to provide consulting services as described in the 
attached ITCS Requisition for Consultant Services and proposed in your ITCS Consultant Services 
Submission Form for the above referenced assignment number.  This award to your firm is for 
assignment of the following Consultant(s), for the duration and hourly rates specified herein:  
 

Consultant Name IT Job Title NYS OGS  
Labor Category 

Agreed Hourly 
Rate 

    
    
     

[Add more rows as needed] 

Parent Contract 
This Task Order is issued pursuant to the Parent Contract referenced above by and between the New 
York City Department of Information Technology and Telecommunications (hereinafter “DoITT”) and 
[Contractor Company Name] (hereinafter the “Contractor”).  Any term not otherwise defined herein 
shall have the meaning ascribed to it in the Parent Contract. 

 

Scope of Work 
• The assignment Start Date and  End date is: <insert date> 

• The agency work site contact is <insert agency worksite, contact’s name and telephone 
number>  

• Based on the estimated hours of work <enter hours> and the agreed hourly rates as 
specified above, the total value of this Task Order is <insert dollar amount>. 
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Tasks and Deliverables 
[Indicate the tasks that the consultant(s) will be performing] 

Consultant 
Name Task Description 

Estimated 
Hours Deliverable 

Scheduled 
Start/End 

Date 
     
     
     
     

[Add more rows as necessary] 
Use this space to provides additional information about tasks, deliverables and schedule. 

[FOR CAPITAL PROJECTS ONLY – complete the following information] 

Project description: [enter the CP Number and a brief description of the scope of the Capital Project] 
 
 
 
 

 

 
Project Staffing/Costs 
The Contractor agrees to provide the resources named above to perform the work described herein for 
the duration of the assignment period.  Contractor agrees not to remove these resources without written 
approval of the Agency.  In addition, the rates indicated above apply for the duration of the Task Order 
unless otherwise specified herein. 

Invoicing 
Invoices will be submitted monthly to the Agency contact: [insert Agency contact information], 
along with copies of approved consultant timesheets.  Invoices will include all resources associated 
with this Task Order, identified by name and OGS title.  Invoices will indicate the Parent Contract 
Number, Child Contract Number, Task Order Number, work performed, performance period, 
amount due, and total billed to date.  A copy of the invoice should also be submitted by the 
contractor to the DoITT Parent Contract Coordinator – Hilary Shabazz.    

Agency Monthly Reports and Rollup Statements  
The Contractor will submit to the Agency contact: [insert contact information] a monthly roll-up 
report that includes all Task Orders supported by the Contractor for that agency for the billing 
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period. The reports will include the Parent Contract number, Child Contract number, description of 
work performed, hours billed, amount billed, total charges to date on the project, and budget 
remaining.  
DoITT Monthly Rollup Reports 
Each Contractor will submit a monthly roll-up report summarizing by Agency all Task Orders, including Parent and 
Child Contract numbers, total charges to date per Task Order, budget remaining by Task Order, total charges by 
Agency, and total budget remaining for the Parent Contract. 
Contractors must submit this report to DoITT, attention: Hilary Shabazz, 75 Park Place, 9th floor, 
NY, NY 10007, (212) 788-6010 
 
Task Order Routing Instructions 
Contractor should submit three signed originals of this Task Order to: 
Hilary Shabazz, DoITT, 75 Park Place, 9th floor, New York, NY  10007 (212) 788-6010.  A completed 
signed original will be returned to the contractor by the User Agency. 

 
Signatures 

 
 
AGREED TO AND ACCEPTED BY: AGREED TO AND ACCEPTED BY: 
<AGENCY NAME> [CONTRACTOR NAME] 
 
 By: ___________________________ By: ____________________________ 
 (Signature)  (Signature) 
Name: _________________________ Name: __________________________ 

Title:  _ACCO_____________________ Title: ___________________________ 

Date: __________________________ Date: ___________________________ 
 

 
APPROVED BY: 

DoITT 
By: _______________________________ 

(Signature) 

Name: _____________________________ 

Title:  ______________________________ 

Date: _______________________________ 
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Template 4a:  DoITT – ITCS MONTHLY ROLL-UP REPORT 
 
 
 
 

CONTACT:

PHONE#:

E-MAIL:

AGENCY NUMBER CONSULTANT NAME AMOUNT START EXPIRATION INV. AMT $ YEAR-TO-DATE BALANCE
$0
$0
$0
$0
$0
$0
$0
$0
$0
$0
$0
$0
$0

M
USAGECHILD CONTRACT DATE

VENDOR NAME:

PARENT CONTRACT NO:

MONTH ENDING:

ITCS: MONTHLY ROLL-UP REPORT
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