
 

 
 

 
New York State Offshore Wind Energy Development Consulting Services 

Request for Proposal (RFP) 3462 
Approximately $ 1.5 Million Available 

 

 
Proposals Due: January 12, 2017 by 5:00 PM Eastern Time* 

 
 
Offshore wind energy will play an important role in helping New York State achieve its clean energy 
goals. Offshore wind supports Governor Cuomo's Reforming the Energy Vision strategy to build a clean, 
resilient and affordable energy system for all New Yorkers and the Clean Energy Standard to obtain 50 
percent of the state’s electricity supply from renewable sources by 2030. 
 
To develop this valuable resource responsibly and thoughtfully, the New York State Energy Research and 
Development Authority (NYSERDA) is crafting an Offshore Wind Master Plan to outline the State’s 
comprehensive offshore wind strategy.  NYSERDA is issuing this solicitation to establish a pool of 
qualified contractors to assist with the development of the Offshore Wind Master Plan and associated 
offshore wind energy activities in New York.  The information and support services resulting from this 
effort will inform and guide NYSERDA, policy makers, project developers and the broader clean energy 
marketplace about how the State may proceed with the responsible development of offshore wind 
energy in the waters off New York’s coast.  Through this solicitation, NYSERDA expects to select multiple 
contractors to provide as needed consulting services in the following support areas:  
 

1) Project Development and Permitting Assistance  
2) Site Selection and Desktop Development Studies 
3) Grid 
4) Offtake 
5) Stakeholder Engagement 
6)     Supply Chain / Workforce Development  
7)     Cost Analysis 

 
This solicitation is not seeking service providers to collect new data through the deployment of 
instrumentation, the conducting of marine surveys or other surveying endeavors.  These services will be 
procured through other NYSERDA solicitations as necessary.   
 
Proposers may submit a proposal to provide services in one, multiple, or all of the Support Areas.  
Proposers should clearly identify which of the Support Area(s) the proposal is intended to address. 
NYSERDA anticipates entering into Umbrella Agreements with the top‐ranked proposers in each Support 
Area. This RFP makes up to $1,500,000 available to support these consulting services.   
 

Bidders Conference Call Information:  
Date: Tuesday, December 20th 2016 at 11 am.  
Conference Title: RFP 3462: Offshore Wind: Consulting Services  
Please RSVP to Allison.Rose@nyserda.ny.gov by noon on Monday, December 19, 2016.  

mailto:Allison.Rose@nyserda.ny.gov


 

 
 

 
Proposal Submission: Electronic submission is preferable.  Proposals may be submitted electronically by 
following the link for electronic submissions found on this RFP’s webpage, which is located in the 
“Current Opportunities” section of NYSERDA’s website (http://www.nyserda.ny.gov/Funding‐
Opportunities/Current‐Funding‐Opportunities.aspx ). Instructions for submitting electronically are 
located in that section as Attachment E to this RFP.  NYSERDA will also accept proposals by mail or hand‐
delivery. If submitting electronically, proposers must submit the proposal in either PDF or MS Word 
format with a completed and signed Proposal Checklist (Attachment A) and Disclosure of Prior Findings 
of Non‐Responsibility (Attachment B), in PDF format.  Proposal PDFs should be searchable and should be 
created by direct conversion from MS Word, or other conversion utility. Scanning pages into PDF format 
will not meet these requirements.   For ease of identification, all electronic files must include the 
proposer’s name, the title of the proposal and the title of the solicitation. 
 
If not submitting electronically, proposers must submit (2) paper copies of their proposal with a 
completed and signed Proposal Checklist, along with a CD or DVD containing both a PDF and MS Word 
digital copy of the proposal, following the above guidelines.  Mailed or hand‐delivered proposals must 
be clearly labeled and submitted to: 
 

 Jillina Baxter, RFP 3462 
 NYS Energy Research and Development Authority 
 17 Columbia Circle 
 Albany, NY 12203-6399 

 
Whether by electronic submission, mail or hand delivery, proposals must be received by NYSERDA by 
January 12, 2017 by 5:00 PM Eastern Time.   If you have technical questions concerning this solicitation, 
contact Allison Rose at (518) 862‐1090, ext. 3551 or allison.rose@nyserda.ny.gov. If you have 
contractual questions concerning this solicitation, contact Elsyda Sheldon at (518) 862‐1090, ext. 3232 
or elsyda.sheldon@nyserda.ny.gov 
 
Late proposals will be returned.  Incomplete proposals may be subject to disqualification.  It is the 
bidder’s responsibility to ensure that all pages have been included in the proposal.  Faxed or e‐mailed 
proposals will not be accepted.  Proposals will not be accepted at any other NYSERDA location other 
than the address above.  If changes are made to this solicitation, notification will be posted on 
NYSERDA’s web site at www.nyserda.ny.gov . 
 
 
No communication intended to influence this procurement is permitted except by contacting Allison 
Rose (Designated Contact) at (518) 862‐1090, ext. 3551 or allison.rose@nyserda.ny.gov. Contacting 
anyone other than this Designated Contact (either directly by the proposer or indirectly through a 
lobbyist or other person acting on the proposer’s behalf) in an attempt to influence the procurement: 
(1) may result in a proposer being deemed a non‐responsible offeror, and (2) may result in the proposer 
not being awarded a contract. 
  

http://www.nyserda.ny.gov/Funding-Opportunities/Current-Funding-Opportunities.aspx
http://www.nyserda.ny.gov/Funding-Opportunities/Current-Funding-Opportunities.aspx
mailto:allison.rose@nyserda.ny.gov
mailto:elsyda.sheldon@nyserda.ny.gov
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I. Introduction  

 
The New York State Energy Research and Development Authority (NYSERDA) is a public benefit 
corporation with the mission of advancing innovative energy solutions in ways that improve 
New York’s economy and environment.  
 
In his 2016 State of the State address, Governor Andrew M. Cuomo called for the creation of a New York 
Offshore Wind Master Plan.  NYSERDA is the lead entity tasked with coordinating the Master Plan, which 
will be a comprehensive strategy for developing NY’s offshore wind resources, and will include 
recommendations on the best solutions and practices for maximizing the development and utilization of 
offshore wind for the State.  Elements of the Master Plan will include: 

• Site identification and leasing strategies 
• Site assessment and site characterization pre‐development activities 
• Cost, benefit, and interconnection studies 
• Analysis and recommended mechanisms for energy offtake agreements 
• Local economic impacts and job creation 
• Stakeholder and community engagement, and education efforts 
• View shed, fishing, and other mitigation efforts. 

 
The Blueprint for the New York State Offshore Wind Master Plan was issued by NYSERDA in fall 20161. 
This Blueprint clearly shows that the development of certain elements of the Master Plan will require 
both extensive and topic‐specific knowledge of offshore wind energy development in the US and 
abroad, as well as a thorough understanding about how decisions relating to offshore wind are made or 
administered at different levels of government, developers and the energy markets.  
 
To that end, the NYSERDA is issuing this solicitation to establish a pool of qualified contractors to 
provide credible and objective information and support services to aid in the development of the 
Offshore Wind Energy Master Plan and associated offshore wind energy activities in New York. The 
information and support services resulting from this effort will be used to inform NYSERDA, policy 
makers, and the broader clean energy marketplace about the path forward for Offshore Wind in New 
York, and identify opportunities for developing the market.  This solicitation is not seeking service 
providers to collect new data through the deployment of instrumentation, the conducting of marine 
surveys or other surveying endeavors.  These services will be procured through other NYSERDA 
solicitations as necessary.  Through this solicitation, NYSERDA expects to select contractors to provide 
as‐needed consulting services in the following Support Areas: 
 

1. Project Development and Permitting Assistance  
2. Site Selection and Desktop Development Studies 
3. Grid 
4. Offtake 
5. Stakeholder Engagement 
6. Supply Chain / Workforce Development  

                                                 
1  https://www.nyserda.ny.gov/offshorewind  
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7. Cost Analysis 
 
Proposers may submit a proposal to provide services in one, multiple, or all of the above Support Areas. 
Proposers should clearly identify which of the Support Areas the proposal is intended to address. 
NYSERDA anticipates entering into Umbrella Agreements with the top‐ranked proposer(s) in each. 
 
 

II.  Bidders Conference Call   
 
NYSERDA will conduct an hour‐long Bidders conference call on Tuesday, December 20, at 11am 
Eastern Time. Interested parties must RSVP to allison.rose@nyserda.ny.gov by noon on Monday, 
December 19, 2016 to receive call‐in instructions.  On the conference call, NYSERDA will review RFP 
3462 and the bid proposal requirements. Questions will be taken and, to the extent possible, responses 
will be provided during the call. Bidders are encouraged to submit written questions prior to the 
conference call to allison.rose@nyserda.ny.gov, with the subject line “RFP 3462 Bidders’ Conference 
Call.” Following the conference call, NYSERDA will post a listing of frequently asked questions with 
responses on this RFP’s webpage. NYSERDA will post all questions anonymously and NYSERDA’s written 
responses will supersede any responses given during the Bidder’s conference call. 
 
 

III. Program Requirements 
 
A. Support Areas 
Proposers are invited to submit, in the format described in Section IV, a proposal describing 
their skills, expertise, qualifications, and personnel rates in any or all of the following Support 
Areas. Proposers must clearly identify Support Area(s) to which the proposal responds.  Proposers are 
permitted, but not required, to team with partners (subcontractors) they believe would offer 
complementary expertise in the proposed Support Area(s). 
 
The seven specific Support Areas are:  
 

1. Project Development and Permitting Assistance – The goal of this component is to select 
contractors to provide technical support to NYSERDA in areas relating to offshore wind project 
development.  Contractors may be requested to help plan site assessment and characterization 
work required for offshore wind development, permitting and other approvals.  Assistance may 
be requested to identify and prioritize data gaps and research needs that build upon existing 
NYSERDA Site Assessment Data Campaigns and Site Characterization Data Campaigns.  
Contractors may also be asked to develop background, objectives or statements of work for 
desktop studies, surveys, environmental research and other activities to characterize the ocean 
planning area or as required for project development and to satisfy regulatory requirements. 
 
Contractors may be asked to provide guidance, recommendations or develop best practices for 
siting offshore wind farms, including turbine layouts and spacing, cable burial details, and 
construction operations, to minimize the impacts on the maritime and fishing industries, wildlife 
and visual impacts. Contractors may be requested to present mitigation strategies, assess 
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installation, operations, and maintenance vessel requirements, including under the Jones Act, 
etc.   
 
Assistance may be requested to evaluate, synthesize and prepare new materials based on 
desktop studies, surveys and literature reviews for submittal for all areas of project permitting 
and siting including, but not limited to, National Environmental Policy Act (NEPA) review, the 
Bureau of Ocean Energy Management (BOEM) required Site Assessment Plan (SAP) and 
Construction and Operations Plan (COP), Section 7 consultations and Essential Fish Habitat (EFH) 
consultations.  Contractors may also be asked to identify opportunities for streamlining 
permitting processes and working with regulators to define and implement those processes. 
 

2. Site Selection and Development Desktop Studies – The goal of this component is to develop 
studies and reports that aggregate and analyze the information necessary to advance offshore 
wind energy development.  Contractors may be requested to conduct desktop studies that are 
required for characterization of the ocean planning area, offshore wind site selection, 
development, permitting and other approvals.  Desktop studies include, but are not limited to 
historic and cultural resource assessments and archeological surveys of potential historic sites of 
cultural significance, including submerged and onshore resources, endangered species and 
essential fish habitat desktop studies, spatial mapping exercises, geotechnical and geophysical, 
visual impact assessments and analysis, marine, aviation, and safety/security risk assessments 
and cumulative effects assessments. 
 

3. Grid – The goal of this component is to support NYSERDA and other agencies and entities to 
more fully understand the issues and opportunities around grid interconnection of offshore 
wind energy.  Contractors may be requested to evaluate offshore wind interconnection, 
analyzing options and costs of injecting offshore wind into various interconnection points in load 
zones J (New York) and K (Long Island) of the New York grid, as well as any required transmission 
and sub‐transmission upgrades needed to ensure reliability and deliverability.  The Contractor 
may need to correspond with the New York Independent System Operator (NYISO) to fully 
understand and consider potential interconnection requirements, studies, and costs consistent 
with the NYISO Class Year and Interconnection processes.  The Contractor may be asked to 
generate a Cumulative/Regional Impact Analysis to consider the interconnection of NY’s 
development activities with those of other Northeastern and Mid‐Atlantic states and the 
cumulative impact of developing large amounts of offshore wind to determine the impact to the 
State’s grid and electricity market.  The contractors may be asked to conduct a transmission cost 
study and assess the need for transmission proceedings to fully consider ratepayer costs and 
benefits.   Finally, Contractor may be requested to evaluate existing and potential local load and 
congestion points where the value of offshore wind is competitive with other generation and 
transmission solutions. 

 
4. Offtake – The goal of this component is to support partner engagement across agencies and 

advisory groups in designing Clean Energy Standard‐compatible procurement and contracting 
approaches to best support offshore wind at a scale and in a manner that fully considers 
ratepayer costs and benefits as well as potential legal implications of various approaches.  The 
Contractor may be requested to conduct financial analysis to consider options for the State to 
support energy offtake agreements for offshore wind projects that optimize the value to 



 

 
 

ratepayers and consider other New York‐specific considerations and constraints.  In addition, 
the Contractor may be asked to identify the appropriate quantity and timing of planned offshore 
wind resources solicited through the Clean Energy Standard as it relates to New York’s 
objectives as well as those in other Atlantic states.   

 
5. Stakeholder Engagement – Stakeholder engagement will be developed as a partnership with 

stakeholders to facilitate effective communications, gather input on stakeholder concerns, work 
with the stakeholders to develop ways to best mitigate those concerns, balancing them with 
offshore wind energy goals.  Contractors may be asked to lead efforts and facilitate relationships 
with stakeholders (fishing industry, coastal communities, First Nations, environmental 
organizations, labor groups, regulators and other non‐governmental organizations) to both 
gather and provide information about the status and process of development, the selection and 
development of wind energy areas, and offshore wind energy generally.   

 
6. Supply Chain/Workforce Development – The goal of this component is to understand and 

enhance the supply chain and work force to maximize both the economic benefits of offshore 
wind energy development and the rate at which development can occur.  Contractors may be 
asked to analyze the supply chain and infrastructure needs of offshore wind to identify gaps in 
the current New York State supply chain that can be developed in a manner that will reduce 
costs for the industry, increase the value of economic development from offshore wind and 
facilitate accelerated development of offshore wind energy.   Contractors may be asked to 
assess port facilities and other physical infrastructure, evaluate the current New York and 
regional workforce to estimate potential throughput, to identify gaps or bottlenecks in 
infrastructure or workforce and to identify or develop recommendations for training or 
advanced degree programs to fill any identified gaps. Contractors may also be asked to consider 
these assessments in the context of applicability to New York economic development entities as 
well as the New York Green Bank. 

 
7. Cost Analysis – The goal of this component is to evaluate the costs of offshore wind 

development and operations to make more informed decisions. Contractors may be asked to 
analyze and provide estimates for potential project costs, including transmission, the impact of 
new and emerging technologies on those cost (e.g. new turbine installation methods), 
construction and construction operations cost estimates by major component or activity, costs 
associated with various wildlife mitigation options and requirements, maintenance vessels costs, 
and the benefits of potential State actions on these costs. 

 
 

IV. Proposal Requirements  
Proposers are invited to submit a proposal for one, multiple, or all of the Support Areas. Proposers 
must clearly identify all Support Areas to which the proposal responds. 
 
All responses submitted as part of this solicitation process become the property of NYSERDA. 
Proposers will not be reimbursed by NYSERDA for any costs associated with the preparation of their 
proposals. 



 

 
 

 
A. Submittal  
To be eligible for selection under this RFP, Proposers must submit a complete bid package and agree 
to the terms and requirements of this RFP. Electronic submission is preferable. Proposers are 
strongly encouraged to use NYSERDA’s online electronic proposal submission portal. NYSERDA will 
also accept proposals by mail or hand‐delivery. Faxed or e‐mailed proposals will not be accepted. 

 
1. If submitting electronically, proposers must submit the proposal in either PDF or MS Word format 
with a completed and signed Proposal Checklist (Attachment A) and Disclosure of Prior Findings of 
Non‐Responsibility (Attachment B), in PDF format. Proposal PDFs should be searchable and should 
be created by direct conversion from MS Word, or other conversion utility, rather than scanning. For 
ease of identification, all electronic files must be named using the proposer’s entity name in the title 
of the document. Proposals may be submitted electronically by following the link for electronic 
submissions found on this RFP’s webpage, which is located in the “Current Opportunities” section of 
NYSERDA’s website (http://www.nyserda.ny.gov/Funding‐Opportunities/Current‐Funding‐
Opportunities.aspx ). Instructions for submitting electronically are located as Attachment E to this 
RFP. 

 
2. If not submitting electronically, proposers must submit (2) paper copies of their proposal with a 
completed and signed Proposal Checklist, along with a CD or DVD containing both a PDF and MS 
Word digital copy of the proposal, following the above guidelines to the attention of Jillina Baxter at 
the address on the front of this Request for Proposal. A completed and signed Proposal Checklist 
must be attached as the front cover of the proposal, one of which must contain an original 
signature. 

 
B. Length  

Proposals should not be excessively long or submitted in an elaborate format that includes 
expensive binders or graphics. Unnecessary attachments beyond those sufficient to present a 
complete, comprehensive, and effective response will not influence the evaluation of the 
proposal. Page limit for each section are provided below.  Each page of the proposal should 
state the name of the proposer, RFP 3462, and the page number. Proposals may be either 
single‐ or double‐sided, but a page is considered one side of an 8‐1/2" x 11" piece of paper. The 
font size shall not be smaller than 11 point. 
 

C. Proposal Format  
Each proposal shall contain, at a minimum, the following: 
 

1) Proposal Checklist 
Attach as the front cover of your proposal a signed copy of the Proposal Checklist 
(Attachment A) including required certifications under the State Finance Law.  
 

2) Cover Letter (1 page suggested)  
Proposers shall submit a cover letter on company letterhead that: 

• References RFP 3462. 

http://www.nyserda.ny.gov/Funding-Opportunities/Current-Funding-Opportunities.aspx
http://www.nyserda.ny.gov/Funding-Opportunities/Current-Funding-Opportunities.aspx


 

 
 

• Specifies each specific Support Area, by name and number, where services are being 
offered. 

• Summarizes the proposer’s ability to perform such services. 
• Is signed by a person with authority to enter into a contract with NYSERDA. 

Letters from subcontractors included in the proposal must be attached to the proposal 
and include the same information included in the proposer's cover letter. 
 

3) Table of Contents (1 page)  
Proposers should present a comprehensive table of contents that outlines the page number 
and section where each Support Area proposal can be found. Each Support Area being 
offered must include the items listed below, regardless of whether they have been presented 
in another section: 
(a) Overall Experience, Capabilities, and References.  
(b) Personnel and Qualifications.  
(c) Cost Proposal.  

 
4) Support Area Proposal(s) 

Proposals will be evaluated independently for each Support Area. Proposals must be 
organized providing a separate section for each Support Area where services are being 
offered, even if information is provided for another section/Support Area. 
 
Each Support Area section must include the following subsections: 
 
a) Overall Experience, Capabilities and References (2‐4 pages)  

Proposers must describe their expertise and ability as a team/firm to deliver services in 
the proposed Support Area. This should include the aggregate number of years working 
in this Support Area and a brief summary of at least one, and no more than three, similar 
projects. The project descriptions should specify the level of involvement of the 
proposing firm and subcontractors and the results/deliverables of the project. For at 
least one of the projects mentioned, proposers must include customer contact names 
and phone numbers. 
 

b) Personnel and Qualifications Summary (2 pages; résumés provided as an Attachment) 
Proposers must identify and describe the company or organization that will be the prime 
contractor under this RFP and identify all staff members, teams, and subcontractors that 
are to be involved in providing services in the Support Area, with descriptions of 
qualifications. Describe past working relationships among team members and 
subcontractors. Include an organizational chart, if necessary. Proposers must identify the 
project manager who will serve as the single point of contact under this RFP. Describe the 
accomplishments, experiences, and expertise of the individuals comprising the proposing 
team relevant to the Support Area. Reference one‐page résumés (provided as an 



 

 
 

attachment) that highlight recent experiences of all individuals who will be directly 
involved in providing services. 
 
Conflicts: The firm, its principals, subcontractors, and any personnel of the firm must be 
free from any financial or similar interest in any product or service which may conflict 
with or appear to conflict with the objectivity of the services provided to NYSERDA. 
Please describe all of your product, manufacturer or service‐related affiliations. If any 
affiliations exist, you must provide a statement verifying these affiliations do not conflict 
with or appear to conflict with the objectivity of providing services to NYSERDA and its 
customers. Non‐disclosure of any affiliation can result in the termination of a contract, if 
awarded. 
 

c) Cost Proposal – Project Personnel and Rate Form (1 page) 
Proposers must provide a Project Personnel and Rates form (Attachment C) and submit 
the name, job title, and fully‐burdened hourly salary range for each individual in the 
proposal and all subcontractors who will perform the work under an Agreement with 
NYSERDA. Note: Any escalation rates must be identified for the full potential five‐year 
contract term. 
 
NYSERDA is not requiring proposers to estimate travel or other direct costs as part of 
proposals, but reasonable costs for these may be part of Task Work Orders on an as 
needed basis.  
 

5) Indirect Cost (Provide as an Attachment)  
Attach supporting documentation to support indirect cost (overhead) rate(s) included in the 
proposal as follows: 

a. Describe the basis for the rates proposed (i.e., based on prior period actual results; based 
on projections; based on federal government or other independently approved rates). 

b. If rate(s) is approved by an independent organization, such as the federal government, 
provide a copy of such approval. 

c. If rate(s) is based on estimated costs or prior period actual results, include calculations to 
support proposed rate(s). Calculation should provide enough information for NYSERDA to 
evaluate and confirm that the rate(s) are consistent with generally accepted accounting 
principles for indirect costs. 

  
NYSERDA reserves the right to audit any indirect rate presented in the proposal and to make 
adjustment for such difference. Requests for financial statements or other needed financial 
information may be made if deemed necessary. 
 

6) Résumés (Provide as an Attachment)  
Include one‐page résumés that highlight recent experiences of all individuals (proposer 
and any subcontractors) who will be directly involved in providing services. For ease of 
reference, organize the résumés in alphabetical order by last name of the individuals 



 

 
 

providing services, referencing in each résumé header the Support Area(s) they will be 
directly involved with. Individual résumés shall not exceed one (1) page each. 
 

7) Disclosure of Prior Findings of Non-Responsibility 
Complete and attach the Disclosure of Prior Findings of Non‐Responsibility form (Attachment 
B). 

 
 

V. Proposal Evaluation  
Proposals that meet submission requirements will be reviewed by a Technical Evaluation Panel (TEP) 
consisting of NYSERDA staff and selected outside reviewers. Responses to this RFP will be reviewed and 
assigned scores based on the criteria highlighted below, as well as other programmatic and 
management factors deemed appropriate by NYSERDA.  Further, as part of the evaluation process and 
at NYSERDA’s discretion, proposers may be required to have appropriate representatives participate in 
an interview in Albany, NY or via a webinar or conference call prior to final selection. 
 
Overall Experience, Capabilities, and References 

• Previous experience in the conduct and delivery of similar or related services. 
• Demonstrated ability to complete projects on schedule. 
• Quality and relevance of previous work as evidenced by sample projects. 
• Information provided by references. 
• Responsiveness to NYSERDA's request as specified in this RFP, including overall clarity and 

organization of the proposal. 
 
Personnel and Qualifications 

• Adequacy/depth of corporate resources to provide requested services. 
• Qualifications and expertise of the personnel/team in relevant support areas (listed in Section 

III). 
• Clear identification of staff that will be assigned to various project types. 

 
Fee Schedule 

• Reasonableness of labor rates, associated fees, and overhead. 
 
 

VI. Contracting, Funding, and Schedule  
A pool of contractors that demonstrate technical merit will be selected through this RFP. NYSERDA will 
enter into general Task Work Order Agreements with the top‐ranked proposers in each support area, 
with the flexibility to request services for a variety of activities. A Task Work Order Agreement is used 
because no estimate can be made in advance as to the type, amount, and complexity of the work each 
contractor will be required to perform.  
 
Funding may be committed over an initial term of two years for services provided through Umbrella 
Agreements (see Attachment F) resulting from this RFP. The contract term may be extended through 



 

 
 

option to renew (subject to NYSERDA discretion) to five years in total. NYSERDA reserves the right to 
extend and/or add funding to the Solicitation should other program funding sources become available. 
Agreements will be negotiated soon after the notification of selection is delivered to successful 
proposers.  
 
The Task Order Agreement will not guarantee any specific amount of work but will contain a maximum 
dollar amount. The amount of work assigned to each contractor will be determined by NYSERDA and will 
depend on the contractor’s technical expertise, past performance, current workload, deadline 
requirements, and the ability of the contractor to provide high‐quality, cost‐effective, and timely 
services. A mini‐bid process may be employed, at NYSERDA’s discretion, between contractors within a 
given Support Area.   NYSERDA also reserves the right to negotiate among finalists to ensure access to 
specific technical expertise sought through this RFP. 
 
Once a contractor enters into the Umbrella Agreement, project assignments will be initiated through 
written Task Work Orders, which will become binding agreements for all parties. The Task Order 
Agreement will describe the overall strategy and goals; the Task Work Order Plan(s) will describe the 
specific tasks associated with achieving those goals. Each Task Work Order Plan will be prepared by the 
contractor in cooperation with NYSERDA and will include the following specific project activities: 

• Goals and objectives of the project; 
• Approach that will be taken, outlined by tasks; 
• Defined deliverables; 
• Project timeframe; 
• Names or titles of individuals to work on the project; 
• The total not‐to‐exceed cost of the project, including a breakout by task and by title, hourly rate, 

hours, and non‐labor costs; 
• Identification of metrics and ability to track project success. 

 
Each Task Work Order Plan is expected to be 2‐8 pages, depending on the complexity. 
 
 

VII. Contractor Responsibilities  
For each project, the contractor shall be required to: 

• Prepare a Task Work Order Plan, including budget, for review and approval by NYSERDA; 
• Negotiate the scope and cost of the project with NYSERDA and any relevant subcontractors; 
• In accordance with the Task Work Order Plan, provide the required assistance within the 

required time frame; 
• Submit any deliverables to NYSERDA for review and approval; NYSERDA’s review will ensure that 

the deliverable conforms to the Task Work Order Plan; 
• Provide required documentation of expenditures by task based on the Task Work Order Plan 

when seeking reimbursement from NYSERDA, and; 
• Assist NYSERDA in the collection of metrics data for purposes of program evaluation and 

database analysis. 
 



 

 
 

Contractors who, at any time, cease to provide value to NYSERDA due to poor performance and 
timeliness, inferior deliverable quality, or lack of engagement with NYSERDA and its partners shall be 
issued a written warning. Should there be no improvement following this written warning, the 
contractor will be removed from the qualified contractor pool. 
 
 

VIII. Compensation  
Compensation for each service will be based on the contractor’s direct and indirect personnel services 
costs plus allowable expenses. Fees for services will be based on the contractor’s hourly rates for the 
appropriate level of staff. Contract payments will be tied to satisfactory completion and acceptance of 
the specified deliverables from the Task Work Orders, as determined by the NYSERDA Project Manager. 
The Task Work Order Plan will also place a not‐to‐exceed amount on each project. Contractors who 
accrue billable hours beyond the amount in the Task Work Order Agreement, without written approval 
from NYSERDA, will do so at their own risk. 
 
 

IX. General Conditions  
Proprietary Information ‐ Careful consideration should be given before confidential information is 
submitted to NYSERDA as part of your proposal. Review should include whether it is critical for 
evaluating a proposal, and whether general, non‐confidential information, may be adequate for review 
purposes. The NYS Freedom of Information Law, Public Officers law, Article 6, provides for public access 
to information NYSERDA possesses. Public Officers Law, Section 87(2)(d) provides for exceptions to 
disclosure for records or portions thereof that "are trade secrets or are submitted to an agency by a 
commercial enterprise or derived from information obtained from a commercial enterprise and which if 
disclosed would cause substantial injury to the competitive position of the subject enterprise." 
Information submitted to NYSERDA that the proposer wishes to have treated as proprietary, and 
confidential trade secret information, should be identified and labeled "Confidential" or "Proprietary" 
on each page at the time of disclosure. This information should include a written request to except it 
from disclosure, including a written statement of the reasons why the information should be excepted. 
See Public Officers Law, Section 89(5) and the procedures set forth in 21 NYCRR Part 501 
http://www.nyserda.ny.gov/About/‐/media/Files/About/Contact/NYSERDA‐Regulations.ashx. However, 
NYSERDA cannot guarantee the confidentiality of any information submitted. 
 
Omnibus Procurement Act of 1992 ‐ It is the policy of New York State to maximize opportunities for the 
participation of New York State business enterprises, including minority‐ and women‐owned business 
enterprises, as bidders, subcontractors, and suppliers on its procurement Agreements. 
 
Information on the availability of New York subcontractors and suppliers is available from: 

 
Empire State Development 
Division For Small Business 

625 Broadway Albany, NY 12207 
 

A directory of certified minority‐ and women‐owned business enterprises is available from: 
 



 

 
 

Empire State Development 
Minority and Women's Business Development Division 

625 Broadway Albany, NY 12207 
 
State Finance Law sections 139-j and 139-k - NYSERDA is required to comply with State Finance Law 
sections 139‐j and 139‐k. These provisions contain procurement lobbying requirements which can be 
found at http://www.ogs.ny.gov/aboutogs/regulations/advisoryCouncil/StatutoryReferences.html  
The Attachment A Proposal Checklist and Attachment A‐1 Acceptance of Standard Terms and Conditions 
calls for a signature certifying that the proposer will comply with State Finance Law sections 139‐j and 
139‐k and the Disclosure of Prior Findings of Non‐responsibility form (Attachment B) includes a 
disclosure statement regarding whether the proposer has been found non‐responsible under section 
139‐j of the State Finance Law within the previous four (4) years.  
 
Tax Law Section 5-a - NYSERDA is required to comply with the provisions of Tax Law Section 5‐a, which 
requires a prospective contractor, prior to entering an agreement with NYSERDA having a value in 
excess of $100,000, to certify to the Department of Taxation and Finance (the "Department") whether 
the contractor, its affiliates, its subcontractors and the affiliates of its subcontractors have registered 
with the Department to collect New York State and local sales and compensating use taxes. The 
Department has created a form to allow a prospective contractor to readily make such certification. See, 
ST‐220‐TD (available at http://www.tax.ny.gov/pdf/current_forms/st/st220td_fill_in.pdf).  
 
Prior to contracting with NYSERDA, the prospective contractor must also certify to NYSERDA whether it 
has filed such certification with the Department. The Department has created a second form that must 
be completed by a prospective contractor prior to contacting and filed with NYSERDA. See, ST‐220‐CA 
(available at http://www.tax.ny.gov/pdf/current_forms/st/st220ca_fill_in.pdf). The Department has 
developed guidance for contractors which is available at 
http://www.tax.ny.gov/pdf/publications/sales/pub223.pdf.   
 
Contract Award - NYSERDA anticipates making multiple awards under each Support Area in this 
solicitation. Selected proposers may be awarded a contract based on initial applications without 
discussion, or following limited discussion or negotiations. Each offer should be submitted using the 
most favorable cost and technical terms. NYSERDA may request additional data or material to support 
applications. NYSERDA will use the Sample Agreement (Attachment F) to contract successful proposals. 
NYSERDA reserves the right to limit any negotiations to exceptions to standard terms and conditions in 
the Attachment F Sample Agreement to those specifically identified in the submitted proposal (see 
Attachment A, Proposal Checklist, and Attachment A‐1, Acceptance of Standard Terms and Conditions). 
Proposers should keep in mind that acceptance of all standard terms and conditions will generally result 
in a more expedited contracting process. NYSERDA expects to notify proposers in approximately 6‐8 
weeks from the proposal due date whether your proposal has been selected to receive an award. 
NYSERDA may decline to contract with awardees that are delinquent with respect to any obligation 
under any previous or active NYSERDA agreement. 
 
Limitation - This solicitation does not commit NYSERDA to award a contract, pay any costs incurred in 
preparing a proposal, or to procure or contract for services or supplies. NYSERDA reserves the right to 
accept or reject any or all proposals received, to negotiate with all qualified sources, or to cancel in part 
or in its entirety the solicitation when it is in NYSERDA's best interest. NYSERDA reserves the right to 

http://www.ogs.ny.gov/aboutogs/regulations/advisoryCouncil/StatutoryReferences.html
http://www.tax.ny.gov/pdf/current_forms/st/st220td_fill_in.pdf
http://www.tax.ny.gov/pdf/publications/sales/pub223.pdf


 

 
 

reject proposals based on the nature and number of any exceptions taken to the standard terms and 
conditions of the Sample Agreement. 
 
Disclosure Requirement - The proposer shall disclose any indictment for any alleged felony, or any 
conviction for a felony within the past five (5) years, under the laws of the United States or any state or 
territory of the United States, and shall describe circumstances for each. When a proposer is an 
association, partnership, corporation, or other organization, this disclosure requirement includes the 
organization and its officers, partners, and directors or members of any similarly governing body. If an 
indictment or conviction should come to the attention of NYSERDA after the award of a contract, 
NYSERDA may exercise its stop‐work right pending further investigation, or terminate the agreement; 
the contractor may be subject to penalties for violation of any law which may apply in the particular 
circumstances. Proposers must also disclose if they have ever been debarred or suspended by any 
agency of the U.S. Government or the New York State Department of Labor. 
 
Marketing Questionnaire - NYSERDA’s Marketing Department requests that you include the Solicitation 
Marketing Questionnaire (Attachment D) with your proposal submission. This is not a requirement 
 

X. Attachments: 
Attachment A: Proposal Checklist 
Attachment A‐1: Acceptance of Standard Terms and Conditions 
Attachment B: Disclosure of Prior Findings of Non‐Responsibility Form 
Attachment C: Project Personnel and Rates Form  
Attachment D: Solicitation Marketing Questionnaire 
Attachment E: Electronic Submission Instructions 
Attachment F: Sample Agreement 

 



  
 

 

Proposal Title Due Date 

Primary Contact  
(Prime Contractor) 

Title 

Company   
 
 

Phone Fax 

e-mail 

 By checking this box I certify that the TIN number submitted is not a social security number. If your 
tax id number is your social security number please leave information blank and contact NYSERDA. 
 

Federal Tax Identification Number: 

Address City State or Province Zip 

Secondary Contact Title 

Company Phone Fax 

e-mail 

Address City State or Province Zip 

THE PRIME CONTRACTOR MUST SIGN THIS FORM BELOW and ANSWER THE FOLLOWING QUESTIONS: 

Do you accept all Terms & Conditions in the Sample Agreement? (If no, explain on separate page) 
(NYSERDA may or may not accept any of the listed exceptions; NYSERDA reserves the right to limit any 
negotiations to exceptions specifically identified herein.) 
 

       Yes        No 

Do you wish to have any information submitted in your proposal package  treated as proprietary or confidential trade secret 
information? If yes, you must identify and  label on each applicable page “confidential” or “proprietary” (For additional 
information regarding this, please refer to the section entitled “Proprietary Information” in the solicitation document). 

       Yes        No 

Have you been indicted/convicted for a felony within the past 5 years? (if yes, explain on separate pg)        Yes        No 

Are you a Minority or Women-Owned Business Enterprise?        Yes        No 

Does your proposal contain Minority or Women-Owned Business enterprises as subcontractors?        Yes        No 

Are you submitting the required number of copies?  (See proposal instructions.)        Yes        No 

Is other public funding pending/awarded on this and/or very similar topic (prior and/or competing proposals)? (if yes, explain 
on separate page) 

       Yes        No 

ON WHAT PAGE IN YOUR PROPOSAL CAN THESE ITEMS BE FOUND? 

Provide list of items consistent with Proposal Requirements section of 
solicitation: 

 

Indictment/Conviction of Felony                (if applicable)       
                

NYSERDA Contracts Awarded                (if applicable)  
                      

Prior and/or Competing Proposals                (if applicable)   
         

Exceptions to Terms & Conditions                (if applicable)  
                

Completed and Signed Contract Pricing  Proposal Form(s)                      . 
                                                          

Disclosure of Prior Findings of Non-responsibility Form               . 

AUTHORIZED SIGNATURE & CERTIFICATION  

I certify that the above information, and all information submitted in connection with State Finance Law §139-j and §139-k, is complete, true, and 
accurate, that I have read and reviewed the Standard Terms and Conditions set forth in the attached Sample Agreement and that I accept all terms 
unless otherwise noted herein, and that the proposal requirements noted have been completed and are enclosed.  I affirm that I understand and will 
comply with NYSERDA’s procedures under §139-j(3) and §139-j(6)(b) of the State Finance Law.  I understand that this proposal may be disqualified 
if the solicitation requirements are not met.  I, the undersigned, am authorized to commit my organization to this proposal.  

Signature 
 
 

Name 

Title Organization 

Phone  

 
NOTE: This completed form MUST be signed and attached to the front of all copies of your proposal. 

ATTACHMENT A 
                                  PROPOSAL CHECKLIST (MANDATORY) 



 

 

Attachment A-1 

PON 3462 

Acceptance of Standard Terms and Conditions 

 

(Mandatory) 
 

 

This is to verify, as the Authorized Signatory, I have read and reviewed the Standard Terms and Conditions set 

forth by NYSERDA under Attachment D: Sample Agreement. I accept all of the Terms and Conditions except 

for those listed below. Furthermore, I acknowledge that NYSERDA may or may not accept any or all of the 

listed exceptions, and that if they are not listed here, ANY exceptions submitted after the due date will NOT be 

accepted. 

 

 

______________________________________ ______________ 

Authorized Signatory Date 

 

NYSERDA will only negotiate exceptions to the Standard Terms and Conditions that are presented at the 

time of proposal. For awarded proposers who do not have any exceptions to the Standard Terms and 

Conditions, priority will be given during the contracting process.

Exceptions: (List individually) 
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Attachment B 

Disclosure of Prior Findings of Non-responsibility Form 
(Mandatory) 

Name of Individual or Entity seeking to enter the procurement contract: 

Address: 

Date: 

Solicitation or Agreement Number: 

Name and Title of Person Submitting this Form: 

Has any Governmental Entity made a finding of non-responsibility regarding 
the Individual or Entity seeking to enter the Procurement Contract in the last 
four years? 

Yes 

No 

Was the basis for the finding of non-responsibility due to a violation of §139-j of 
the State Finance Law? 

Yes 

No 

Was the basis for the finding of non-responsibility due to the intentional 
provision of false or incomplete information to a Governmental Entity?     

Yes 

No 

If you answered yes to any of the above questions, please provide details regarding the 
finding of non-responsibility: 

Government Agency or Authority: 

Date of Finding of Non-responsibility: 
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Has any Governmental Entity or other governmental agency terminated or 
withheld a Procurement Contract with the above-named Individual or Entity due 
to the intentional provision of false or incomplete information? 

 Yes 

 No 

If you answered yes, please provide details: 

 

 

 

 

 

 

 

 

 

 

 

Government Agency or Authority: 

Date of Termination or Withholding of Contract: 

 
Offerer certifies that all information provided to NYSERDA with respect to State Finance Law 
§139-k is complete, true, and accurate. 
 
 
 
Signature:__________________________________      
 
 
Date:_______________________________ 
   
 
Print Name:________________________________     

 

Title:_______________________________ 

 

 



Solicitation/Contract No. 3462 Page

Contractor: Name of Project:

Address:

Location (where work is to be performed): NYSERDA funding:
Total Project Cost:

1.  Labor (specify names or titles) Hours Rate/hr
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

   

   

   

Total Project Cost

Total Project 
Cost:

Funding & Co-
funding via 
NYSERDA

Cost-sharing 
& Other Co-
fundingCost Element

Total  Labor

3.   Travel

NYSERDA
Budget

Total Subcontractors/Consultants

Total Travel

4.   Final Deliverable
5.   Subcontractors/Consultants

  By checking this box I certify that hourly rates included in this budget are the same or less than the hourly rates 
charged to other government or commercial entities for similar work performed.

2.  Direct Materials, Supplies, Equipment, and Other Costs

  
  
  

Total Direct Materials, Supplies, Equipment and Other Costs



 
 

Attachment D 

PON 3462 

Solicitation Marketing Questionnaire 

 

(Mandatory) 

 
 
How did you hear about this solicitation? 

 

o NYSERDA Announcement 

 

o NYSERDA Website 

 

o NYSERDA Staff 

 

o NYSERDA Toll Free Number 

 

o Contract Reporter 

 

o Outreach Coordinator 

 

o Trade Magazine/Newsletter 

 

o Conference/Technical Meeting 

 

o Referral: _________________ 

 

o Other: ___________________ 

 



RFP 3462 - Attachment E 
Instructions for Submitting Electronic Proposals 

 

 
NYSERDA - INSTRUCTIONS FOR SUBMITTING ELECTRONIC PROPOSALS  

Please read the following instructions before submitting a proposal. 

1. Submit one proposal for each session. 
2. Enter your e-mail address and click the “Validate Email” button. 
3. You will receive an automatic email containing a link to validate your email address.  Click the link to be 

taken back to the Funding Opportunity to begin the online submission process. 
4. Upload as many files as needed, one at a time.  
5. The electronic file names should include the proposing entity’s name in the title of the document.  The 

character limit is 100 characters. 
6. You may submit Word, Excel, Zip, or PDF files.  Individual files should be less than 1GB file size. 
7. PDF files must be searchable and therefore should be converted directly from an electronic document to 

PDF, rather than scanned.  
8. After clicking the “Upload File” button, a list of your files will appear on the web page. You can delete files 

from this list if needed.  
9. After all necessary files have been uploaded; review the list of documents to ensure that your proposal is 

complete and accurate. 
10. Click the “Submit Proposal button.”  
11. You will then be brought to a confirmation page listing the files received. Please print and save the 

confirmation page. 
12. An auto-generated confirmation e-mail will be sent to the e-mail address you entered.  Please save this e-

mail. 
13. When choosing to submit files electronically, the award/non-award notification letter will be sent to the e-

mail address of the Primary Contact listed on the Proposal Checklist. 
 

Important Reminders: 

1. The electronic proposal system closes promptly at 5pm Eastern Time on the due date 
of the solicitation.  Files in process or attempted for submission after 5pm will be locked out of the 
system.  Please allow at least 15-30 minutes to submit proposals. 

2. E-mail or facsimile submittals will not be accepted. 
 

If you make an error: 

If after you click “Submit Proposals” you discover that the document(s) you submitted are incomplete or 
inaccurate follow these instructions: 

1. Start the process over again and resubmit the entire proposal. You will receive another confirmation e-
mail.  

2. Immediately forward both confirmation e-mails (original and resubmission) to proposals@nyserda.ny.gov 
with the subject line of “Resubmittal” and the PON/RFP/RFQ number. 

3. NYSERDA will accept the second submission as your proposal.  The first submission will be disregarded. 
 
If you need help:  
If you need help with this electronic proposal submission process, please contact Roseanne Viscusi at 
rdv@nyserda.ny.gov or 518-862-1090 ext. 3418 and the Program contact listed in the solicitation. 

mailto:proposals@nyserda.ny.gov
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Attachment I 
 

New York State Energy Research and Development Authority 
(“NYSERDA”) 

 
AGREEMENT 

 
1. Agreement Number: 

 
2. Contractor: 

 
3. Project Director: 

 
4. Effective Date: 

 
5. Project Period: 

 
6. Commitment Terms and Conditions  

 
 
This Agreement consists of this form plus the following documents: 

 
● Exhibit A, Statement of Work; 
● Exhibit B, General Contract Provisions, Terms and Conditions; 
● Exhibit C, Standard Terms and Conditions; 
● Exhibit D, Prompt Payment Policy Statement; and 
● Exhibit E, Rate Schedule. 

 
7. ACCEPTANCE.  THIS AGREEMENT SHALL NOT BECOME EFFECTIVE 
UNLESS EXECUTED BELOW BY NYSERDA. 

 
 

[CONTRACTOR] NEW YORK STATE ENERGY RESEARCH 
AND DEVELOPMENT AUTHORITY 

 
 

By By    
Cheryl M. Glanton 

Name Director of Contract Management 

Title   
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STATE OF ) 
) SS.: 

COUNTY OF ) 
 
 
 
 
 

On the day of in the year , before me, the undersigned, 

a Notary Public in and for said State, personally appeared  , 

personally known to me or proved to me on the basis of satisfactory evidence to be the 

individual(s) whose name(s) is/are subscribed to the within instrument and acknowledged 

to me that he/she/they executed the same in his/her/their capacity(ies), and that by 

his/her/their signature(s) on the instrument, the individuals(s), or the person upon behalf 

of which the individual(s) acted, executed the document. 

 
 
 
 
 
 
 

 

Notary Public 
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EXHIBIT A 
 

STATEMENT OF WORK 
 

 
1. GENERAL 
 
Each service conducted under this Agreement will be defined by a written Task Work Order as defined 
in Section 3 of this Exhibit A.  Initiative details and specific standard operating procedures (SOPs) will 
be provided upon initiative assignment. 
 
Confidential and proprietary information shared with the Contractor while providing services is to be 
kept confidential by the Contractor. Such information is not to be shared with other parties or used by 
the Contractor for any purpose outside of the specific assignment as outlined in Exhibit B, Article 8 of the 
Standard Agreement.     
 
 
2. SERVICES 

 
Task 1: Participant Support 
 
Each individual on the Contractor’s team must fully understand and be able to explain a defined list of 
NYSERDA market development initiatives.   
 
The Contractor may be the first line of contact for many New York residents and businesses interested in 
engaging in a NYSERDA initiative.  The Contractor shall understand a participant’s objectives, 
expectations, and needs, and eliminate complexity and ambiguity to ease the participant’s participation 
experience.   
 

Task 1.1 Participant Support and Inquiries: 
 

o Timely correspondence with participants electronically and via telephone to maintain 
customer satisfaction and project flow.  

o Coordinate and answer questions on the initiatives posed by active program participants 
and individuals seeking to apply to an initiative. 

o Contact inquiring participants via telephone and/or email within one business day of 
initial contact.   

o Data enter and maintain a list of participants contacted including date of contact, contact 
information (contact, phone, email), and participant’s initiative of interest through 
NYSERDA’s customer relationship management system ((CRM) SalesForce) and/or 
project management system(s) as necessary. 

o Elicit on an ongoing basis, feedback from participants on the development of new or 
refined processes or initiative opportunities.  
 

 
Task 2: Application Intake & Processing 
 
The Contractor shall review applications for compliance with initiative rules and procedures, including 
eligibility of customers, service providers, projects, and measures; completeness of the application; and 
the overall reasonableness of the overall project and funding requested.  Upon acceptance and/or 
approval of the application, the Contractor shall follow the necessary steps to pre-encumber and/or 
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encumber the application.  Throughout each task, the Contractor shall perform necessary data entry and 
track applications and progress through appropriate project management system(s). 
 

Task 2.1 Application Triage 
 

o Provide application assistance which includes, but is not limited to: determining 
initiative area, as well as eligibility, project feasibility and cost-effectiveness of funding 
request relative to the initiative of interest.  

o Review applications for completeness and coordinate with participants to assure 
completeness 

o Coordinate with the investor owned utilities as necessary. 
a. This may include review of referrals from utilities as applicable. 

o Recommend application approvals to appropriate NYSERDA staff. 
 

Task 2.2 Application Processing 
 

o Ensure compliance with initiative provided application processing requirements. 
o Data entry into SalesForce, project management system(s), and/or financial system. 
o Pre-encumbering and encumbering data entry.  
o Monitor internal collaboration during the encumbering process.  Provide follow-up as 

necessary. 
 

Task 2.3 Income Verification  
 

o Collect and review income verification information to determine eligibility per initiative-
specific processing instructions. 

o Correspond with the applicant and relevant parties (contractor, lender, community based 
organization) 

o Document eligibility in relevant project management system(s). 
 

 
Task 2.4 Application Progression   
 

o Continue engagement throughout application process from intake to encumbrance.  This 
may include, but is not limited to, project manager assignment, technical reviewer 
assignment, contractor assignment, etc. 

o Address any stagnation (NYSERDA or participant) in application flow. 
o Receive updated project progress documentation and update initiative forms and/or 

project management and financial system(s) as necessary. 
 

 
Task 2.5 Notifications   
 

o Provide necessary notifications to applicants/participants via CRM, phone, email, or 
standard mail.  This includes but not limited to, general program correspondence, 
purchase order execution, requesting outstanding documents, cancellations, etc. 

 
Task 2.6 Modifications   
 

o Process application modifications including but not limited to cost-modifications, no-
cost modifications, and cost reductions.   
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Task 3: Data Energy and Management 
 
In addition to application and payment data entry activities, the Contractor shall regularly maintain and 
assure data quality, as well as report general correspondence, application, and incentive metrics to 
NYSERDA as requested and as per Task 5. 
 
 Task 3.1 Data and Quality Control: 
 

o Develop and submit to NYSERDA for review and acceptance a written documenting and 
outlining an accurate data entry protocols and review processes 

o Perform routine and ad-hoc data quality assurance reviews and data cleanup. Data will 
be treated confidentially and managed according to NYSERDA data quality and data 
management standards.  

o Assist with and/or perform scheduled and ad hoc reporting  
o Ensure compliance with NYSERDA data quality governance requirements.  
o Record and monitor initiative budgets and participation metrics and milestones as 

defined by NYSERDA. 
o Assist in tracking initiative status and accomplishments including preparation of concise 

descriptions and status updates of all funded projects 
o Ensure segregation of duties related to data entry and data review and quality control 

(QC) 
o Become fluent in NYSERDA project management and financial systems and familiar 

with each system’s reporting functionality. 
o Fully understand importance of each data entry field and implications of incorrect data to 

prioritize QC and reviews. 
 
 
Task 4: Payment Processing 
 
The Contractor shall prepare, review, track, and report payments and requests for payment.   
 
 Task 4.1: Payment Review 
 

o Data enter payment details into project management system(s) 
o Review accuracy of participant submitted payment requests 
o Compare payment request to originally approved dollar amount and track balances. 
o Request additional information from incomplete payment request submissions  

a. Track and report on incomplete payment request submissions 
 

Task 4.2: Develop Payment Documentation 
 

o Develop payment recommendation based on approved milestones. 
o Create, prepare, and submit payment requests to NYSERDA’s finance department 

 
 

Task 4.3: Payment Verification 
 

o Ensure compliance with initiative specific payment processing requirements. 
o Verify accuracy of payee information. 
o Verify payments have been issued in financial system 
o Reconcile financial system with project management system(s) 

 
Task 4.4: Funding Close-Out 
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o Perform monthly reconciliation to ensure unused funding balances are appropriately 

disencumbered. 
o Report to NYSERDA on funding status. 

 
 

Task 5: Initiative Support 
 
By the 10th of the following month, the Contractor shall provide NYSERA with a standardized progress 
report.  The Contractor shall attend general and initiative-based meetings and conference calls, as well as 
complete other ad-hoc initiative support activities as deemed necessary by NYSERDA on an as-needed 
basis.   
 

Task 5.1: Progress Reporting  
 
The Contractor shall submit monthly progress reports to NYSERDA no later than the 10th of each 
month. The Progress Reports shall include the following information, in the order indicated, with 
appropriate explanation and discussion: 
 

o Name of Contractor; 
o Agreement number; 
o Reporting period; 
o Task progress including but not a summary of: 

a. summary/matrix of the initiatives assigned 
b. general participant communications 
c. number of applications received, accepted, rejected and processed for each 

initiative served  
d. number of payment requests received, accepted, rejected, processed, and paid for 

each initiative served 
e. pre-encumbered and encumbered totals and budget balances for each assigned 

initiative  
f. data management activities 

o Ability to meet schedule, reasons for slippage in schedule, corrective actions taken to get 
back on schedule; 

o Budget - analysis of actual task work order costs incurred in relation to the budget. 
o Summarize improvements implemented over the reporting period and identify any 

additional opportunities for improvement. 
o Any other pertinent information, as determined by NYSERDA. 

 
Task 5.2: Overarching Support 
 

o Attend progress meetings, participate in conference calls and participate in other 
programmatic communications as deemed necessary by NYSERDA on an as-needed 
basis. 

o Alert NYSERDA to any unresolved participant concerns or common pain points 
associated with the completion of the above tasks. 

o Ensure project files and required documentation are stored and saved in appropriate 
project management and financial systems and network folders. 

o Provide ad-hoc program support consistent with the initiative specific task work order 
and as directed by NYSERDA. 

o Coordination with and reporting to other program support services as necessary such as, 
Quality Assurance Contractor, Loan Originator, Technical Services Contractor, Call 
center, Workscope Review, etc. 
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3. TASK WORK ORDERS 
 

For each assigned initiative, a Task Work Order (TWO) Template will be developed by the Contractor.  
A NYSERDA point person will be designated to manage the initiative specific training and work 
performed under the TWO.  Initiative details and specific SOPs will be provided to the Contractor during 
TWO development.   
 
For each TWO, the Contractor is expected to:  

• Develop an approach and budget for review and approval by NYSERDA according to the task(s) 
assigned.  

• Negotiate the scope and cost of the support service.  
• Upon agreement by both NYSERDA and the Contractor, provide the required assistance within 

the agreed upon time frames. 
• Submit required deliverables to NYSERDA for review and approval.  
• Provide required documentation of expenditures by task based on the approved TWO when 

seeking payment from NYSERDA. 
 
The TWO must assure that appropriate staff and resources will be available for the services requested as 
well as general day to day support of the initiative assigned. 
 
If NYSERDA determines that the parties will be unable to reach agreement on the terms of the TWO, 
NYSERDA may rescind the TWO at its sole discretion. 
 
When NYSERDA finds the terms of the proposed TWO acceptable and has issued a Notice to Proceed 
on a TWO, the Contractor shall carry out the work pursuant to the requirements of such TWO.  The work 
set forth in the TWO shall, upon its issuance by NYSERDA, constitute Work to be performed by the 
Contractor under this Agreement. 
 
Task Work Orders may be issued at any time during the Project Period. 
 
The Contractor may submit an invoice for costs when the corresponding Notice to Proceed has been 
issued by NYSERDA.  Should a Notice to Proceed not be issued for a certain TWO, NYSERDA is under 
no obligation to reimburse the Contractor for any costs or expenses associated with that TWO. 
 
If NYSERDA finds that a TWO must be modified, NYSERDA may issue a TWO modification request.  
The Contractor shall then prepare a modification to the TWO.  If the Contractor’s modified TWO is 
acceptable to NYSERDA, then NYSERDA may issue a TWO Modification. 
 
NYSERDA must be kept informed of milestones, delays or other occurrences in order to participate in 
any decision or to initiate any necessary action. 
 
NYSERDA will review and approve the finalized tasks to ensure that all items included in the TWO are 
satisfactorily completed and within the prescribed time frame.  The Contractor shall not be accountable 
for delays caused by NYSERDA, NYSERDA participants, or other potential project co-funders such as a 
utility. 
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Task Work Order Template 

 
Date: 
 

Contractor:  

Contract #:  

Task Work Order #:  

Initiative:  

NYSERDA PM:  

Task(s) Assigned:       Intake/Application             Payments                 Other 

 
 
Market Focus / Initiative: 
 
 
Work Assignment (w/ estimated volume): 
 
 
Staff Assigned: 
 
 
 
Deliverables & Schedule: 
 
 
 
Budget: 

Staff Title Hourly Rate/Unit Rate Not to Exceed Total 
   
   
   
   
   

Grand Total: 
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4. CONTRACTOR RESPONSIBILITIES 
 
The Contractor shall provide all task management activities necessary for the completion of this 
Statement of Work, which shall include the following activities: 

a. Coordinate the work of the Contractor's employees that are undertaking tasks described in this 
Statement of Work; 

b. Ensure control over the agreement and/or task work order budgets and adherence to the task 
schedules;  

c. Efficiently and effectively manage the project administration process and communications 
between the various stakeholders (ex. participants, service providers, and contractors); and 

d. Provide all reporting to NYSERDA as specified in the individual task work orders and this 
Statement of Work. 

 
The Contractor shall provide recommendations to NYSERDA on potential refinements that will: 

a. Streamline initiative processes and procedures;  
b. Streamline project management system(s) and project tracking needs; 
c. Improve efficiency and participant satisfaction;  
d. Reduce operational costs; and 
e. Increase the productivity of Contractor’s staff while still effectively achieving initiative goals. 

 
The Contractor shall also:  
 
a. Provide staff with excellent verbal and written communication using standard U.S. English spelling 
and vocabulary who are available Monday through Friday, 8am – 5pm Eastern Time (ET). 
 
b. Fully understand and be able to explain the variety of NYSERDA market development initiatives 
they are providing support 
 
c. Prepare a TWO for review and approval by NYSERDA for each assigned initiative or task. 
 
d. Negotiate the scope and cost of the TWO with NYSERDA 
 
e. Upon agreement by all parties to the TWO and issuance of a Notice to Proceed by NYSERDA, 
provide the required services within the required time frame. 
 
f. Review applications for compliance with initiative rules and procedures, including eligibility of 
participants, service providers, projects, and measures; completeness of the application; and the 
reasonableness of the overall project and requested funding. 
 
g. Process accepted applications. 
 
h. Complete data entry accurately and efficiently. 
 
i. Regularly maintain and assure data quality, as well as report general correspondence, application, and 
incentive metrics to NYSERDA. 
 
j. Prepare, review, track, and report out on payment requests. 
 
k. Provide NYSERDA with a period and cumulative report by the 10th of each month per Task 5 of the 
Statement of Work. 
 
l. Gather insight gained from daily interactions with the public and share it with NYSERDA on a 
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frequent basis. 
 
m. Continually provide recommendations to NYSERDA on potential refinements that will streamline 
and bring consistency in data and project management systems, initiative processes and procedures, 
improve efficiency and participant satisfaction, reduce operational costs, and increase the productivity of 
Contractor’s staff while still effectively achieving initiative goals. 
 
n. Keep NYSERDA informed of each assigned status and confer with NYSERDA on substantive 
issues. 
 
o. Make changes requested by NYSERDA. 
 
p. Make timely, accurate, and well documented requests for payment.   
 
q. Refer to initiative solicitations for program updates. 
 
 
5. NYSERDA RESPONSIBILITIES 

 
 
NYSERDA will maintain overall management and control for all services including the selection, 
supervision, and coordination of the Contractor.  The major responsibilities of NYSERDA are to:  

• Assign initiatives/tasks to the Contractors based on expertise, location, and workload to best 
support NYSERDA and the participants.  

• Assist Contractor in developing TWOs.  
• Provide Contractor with administrative processes and SOPs for each assigned initiative.  
• Monitor the progress of the Contractor through ongoing telephone contact, review of status 

reports and data monitoring activities, etc., identify problems and initiate corrective action.  
• Review market trends and insights submitted by the Contractor for potential inclusion in current 

and future offerings. 
• Provide review of deliverables to ensure that the deliverables conform to the TWO and specific 

initiative requirements.  
• Ensure adherence to NYSERDA’s established policies and procedures.  
• Provide a NYSERDA point person for initiative specific assistance. 
• Provide initial and continual training on program/initiative rules & guidelines.  
• Provide initial and continual training on program/initiative data management systems. 

  
NYSERDA reserves the right to:  

• Incorporate programmatic changes as needed, thus modifying or adding to the services outlined,  
• Tailor proposed services within the bounds of the contract based on cost-effectiveness, 

performance, participation, or other considerations,  
• Reallocate funding among the Contractors,  
• Add other initiative areas and associated funding to the contract should other initiatives require 

support.  
 
6. DELIVERABLES 

 
The Contractor shall deliver: 

 
a. A specific TWO for each assignment. 
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b. Reports as defined in the TWO.   

 
c. Satisfactorily completed tasks and assignments as defined by a NYSERDA approved TWO. 

 
d. Monthly progress reports to NYSERDA no later than the 10th of each month as outlined in Task 5 of the 
Statement of Work. 
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EXHIBIT B 
 

EXHIBIT C 

EXHIBIT D 

  



 

EXHIBIT E 

PROJECT PERSONNEL & BILLING RATES 

  
 
 
 

DIRECT PERSONNEL COSTS: 
 

Sample 

Title Classifications 

Not to Exceed Hourly Rate Range (fully burdened) 

2017 2018 2019 2020 2021 2022 

 
Min. 

 
Max. 

 
Min. 

 
Max. 

 
Min. 

 
Max. 

 
Min. 

 
Max. 

 
Min. 

 
Max. 

 
Min. 

 
Max. 

Principal             

Senior Manager             

Project Manager             

Coordinator II             

Coordinator I             

Administrative             

 
 
 
DIRECT NON-PERSONAL SERVICE COSTS: 

 

Direct non-personal service costs will be allowed and reimbursed at cost for project related expenses. 
Items not listed but necessary to complete the work must be pre-approved by NYSERDA: 

 
Travel Postage Supplies 
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