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New York State Department of Health 
Division of Nutrition 

 
A Request for Proposals for  

Training Services for the Bureau of Supplemental Food Programs 
 

RFP No. 0710300335 
 

Contacts Pursuant to State Finance Law §§ 139-j and 139-k 
 
DESIGNATED CONTACT: 
Pursuant to State Finance Law §§ 139-j and 139-k, the Department of Health identifies the 
following designated contact to whom all communications attempting to influence this 
procurement must be made: 
 
Bonnie DeGennaro  
Fiscal Administration Unit 
New York State Department of Health 
Room 1325, Corning Tower, Empire State Building 
Albany, New York 12237 
 
Permissible Subject Matter Contacts: 
Pursuant to State Finance Law § 139-j (3) (a), the Department of Health also identifies the 
contacts listed below for communications related to the following subjects: 
 
1. RFP Release Date 
2. Submission of Written Proposals 
3. Opportunity to Review Existing Training Materials  
4. Submission of Written Questions 
5. Participation in the Pre-Bid Conference 
6. Debriefings 
7. Negotiation of Contract Terms after Award 
 
Maureen Shanahan 
Bureau of Supplemental Food Programs 
Division of Nutrition  
New York State Department of Health 
Riverview Center 
150 Broadway – 6th Floor West 
Albany, New York 12204-2719 
E-mail: bsfprfp@notes.health.state.ny.us 
 

Sue Ellen Cofer 
Bureau of Supplemental Food Programs 
Division of Nutrition  
New York State Department of Health 
Riverview Center 
150 Broadway – 6th Floor West 
Albany, New York 12204-2719 
E-mail: bsfprfp@notes.health.state.ny.us 
 

For further information regarding these statutory provisions, see the Lobbying Statute summary 
in Section E, 12 of this solicitation. 
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A. INTRODUCTION 
 

This Request for Proposals (RFP) seeks proposals from established training entities to 
develop and implement a training initiative for staff of all programs administered by the  
New York State Department of Health (NYS DOH), Division of Nutrition (DON), Bureau of 
Supplemental Food Programs (BSFP).  Programs administered by the BSFP are: the Special 
Supplemental Nutrition Program for Women, Infants, and Children (WIC), the Commodity 
Supplemental Food Program (CSFP), and the Farmers’ Market Nutrition Program (FMNP).  
The contract awarded in response to this RFP will be for a period of two years, from  
October 1, 2008 – September 30, 2010.  The contract may be extended for three additional 
one-year terms, at the sole discretion of the DOH, for a maximum contract period of five 
years. 
 
Institutions of higher education (i.e., colleges and universities), training organizations, and all 
other interested parties are eligible to respond to this RFP.  Proposers who anticipate 
attending the Bidders’ Conference and/or wish to receive automatic responses to the 
questions posed at the conference must submit a Letter of Interest (see Attachment 6) by 
February 19, 2008. 
 
It is estimated that annually as many as 1,700 staff from approximately 101 local WIC sites 
(referred to as local agencies) will be involved in this training initiative as well as an 
additional 180 State staff.  Approximately 70% of local agency staff are located in the  
New York City metropolitan area, another 20% are located in upstate New York and 10% are 
state staff located throughout the entire state.  Training topics are best described as a range of 
nutrition and health-focused activities that utilize all available modalities to meet subject 
matter needs.  Training shall be provided statewide in four regions (see Attachment 10).  This 
RFP is meant to provide information to potential proposers about the anticipated training 
needs of the BSFP.  Actual training needs may vary.  The State reserves the right to adjust 
the Detailed Specifications outlined in this RFP in accordance with the best interests of the 
State. 
 
The selected Contractor will be required to assume responsibility for all services offered in 
the proposal (see the Detail Specifications section), whether or not that proposer produces 
them.  Any subcontract or assignment must receive the prior written approval of the DOH.  
The planned use of any and all subcontractors must be clearly explained in the proposal.  The 
Contractor must ensure that all subcontractors abide by all terms and conditions of the 
contract.  Prior approval is also required for any cost or term amendment to approved 
subcontracts. 
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B. BACKGROUND 
 

The Bureau of Supplemental Food Programs’ mission is to improve the nutrition and health 
status of women, infants, children, and elderly who are at-risk and of low income by 
providing: nutritious food; nutrition and health education; and referrals to health and human 
services. 

 
1. Special Supplemental Nutrition Program for Women, Infants and Children (WIC) 
 

Congress established the Special Supplemental Nutrition Program for Women, Infants 
and Children (WIC) in 1972 to serve low-income pregnant women, new mothers, and 
children under five years old who are at medical and/or nutritional risk.  The WIC 
Program provides nutrition education and counseling; supplemental foods that are a good 
source of the essential nutrients often missing from the diets of women and young 
children; and referrals, if necessary, for health and social services.  WIC’s purpose is to 
improve pregnancy outcomes, promote optimal growth and development for infants and 
children, and influence lifetime nutrition and health behaviors. 

 
This highly regulated, complex program addresses the needs of a specific population and 
is administered under agreement with the United States Department of Agriculture 
(USDA).  The NYS WIC Program provides approximately $500 million per year in 
benefits and is authorized to serve approximately 485,000 participants monthly through 
101 local agencies operating 530 service sites that employ an estimated 1,700 local 
agency staff.  The NYS WIC Program employs an additional 180 State staff statewide.  
Staff often grow professionally through their work in WIC – gaining confidence, learning 
new job skills, and moving on to other positions within the program or private sector.  
The ever-changing organization assures that there always will be people who need to be 
trained – from the basic elements of the program to the more complex training initiatives. 
 
WIC local agencies throughout New York State collect and data enter applicant 
certification information into WICSIS.  Eligible participants receive computer-generated 
checks printed on-site at the local agency via the WIC Statewide Information System 
(WICSIS), the network of software programs, computers, and telecommunications 
devices used to automate the distribution of WIC Program benefits.  WICSIS is a closed 
system that uses a private network.  The State provides all equipment used to generate 
checks, including file and print servers, computers, signature capture devices, check 
printers, and laptop servers. 

 
2. Other BSFP Programs 
 

The Commodity Supplemental Food Program (CSFP) was established to offer free, 
nutritious foods and nutrition education to low-income pregnant women, postpartum 
women up to one year after the birth of their baby, children up to age six, and seniors 60 
years of age and older.  An estimated 65 staff from three agencies serve participants 
receiving benefits in this program.  The CSFP distributes commodities in the counties of 
Nassau, Suffolk, Kings, and Queens through the Food and Nutrition Information System 
(FANIS).  FANIS is the network of software programs, computers, and 
telecommunication devices used to automate the distribution of CSFP commodities.  All 
automation and technology-related issues and tasks are maintained by the Bureau of 
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Information Technology Services (BITS), a program within the DON that is responsible 
for WICSIS, FANIS, and all other computerized systems in the division. 

 
The Farmers’ Market Nutrition Program (FMNP) is designed to encourage low-income 
families at nutrition risk to increase their consumption of fresh fruits and vegetables 
through the issuance of “checks” that may only be redeemed at participating farmers’ 
markets throughout New York State.  FMNP checks are issued through WICSIS and are 
limited to one set per household per season.  The number of checks and the amounts vary 
year to year depending on funding. 
 
The WIC Vendor Management Agency (VMA) is responsible for assisting the NYS 
DOH in managing the retail food delivery system, which is a critical component of the 
WIC Program.  The WIC VMA must ensure an adequate number of vendors (retail food 
stores and pharmacies) are authorized for convenient participant access to obtain 
prescribed WIC foods.  The WIC VMA is responsible for conducting all activities related 
to the oversight and management of the vendors including application processing and 
authorization, monitoring and training to ensure compliance with USDA and State 
requirements, and entering into contracts and their reauthorization every three years.  
VMAs are required to participate in annual training. 
 
The WIC Program actively supports and encourages breastfeeding.  The Enhanced 
Breastfeeding Peer Counseling Program is an initiative funded by the USDA based on a 
training curriculum and model using Loving Support™ Through Peer Counseling 
designed to support peer counseling in the WIC Program.  Approximately 55 local 
agencies currently offer breastfeeding peer counseling programs.  In addition, the website 
www.breastfeedingpartners.org is available to support breastfeeding in the NYS WIC 
Program. 
 
The BSFP also supports the Eat Well Play Hard (EWPH) initiative to help prevent 
childhood obesity and reduce long-term risks for chronic disease through the promotion 
of targeted dietary practices and increased physical activity.  EWPH strategies are 
implemented in large-scale public health food and nutrition programs serving low-income 
preschool children and families.  Current target strategies include increasing 
developmentally appropriate physical activity; increasing consumption of 1% or skim 
milk and low-fat dairy products; increasing consumption of fruits and vegetables; 
breastfeeding for the first year and beyond for as long as mutually desired by mother and 
child; and decreasing exposure to television and other recreational screen time.  The 
FMNP complements the EWPH initiative by providing an incentive for families to try 
fresh produce.  By introducing participants to farmers’ markets, it is believed they will 
develop an interest in purchasing fresh produce and continue to frequent these markets. 
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C. DETAILED SPECIFICATIONS 
 

In implementing these training services, proposers should be prepared to manage all aspects 
of the day-to-day operations of a statewide training program, including: 
 

 Utilizing state-of-the-art training methods and multiple training modalities to train large 
numbers of professional and clerical staff. 

 
 Providing qualified training and administrative staff. 

 
 Offering tailored, topic-specific training to BSFP State and local agency staffs free of 

charge. 
 

 Administering training programs 
○ Identifying training locations 
○ Obtaining approval for Continuing Education Unit credits 
○ Carrying out training registration 
○ Publicizing all scheduled presentations 
○ Developing the training schedule 
○ Disseminating the training schedule 
○ Documenting and evaluating training sessions 
 

 Developing and maintaining websites 
 

 Testing 
 

 Consulting 
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1. Organizational Qualifications 
 

The Contractor should utilize state-of-the-art training methods and multiple training 
modalities to train large numbers of staff (professional and clerical) on a variety of topics.  
They must be able to meet deadlines, accomplish independent goals within a limited 
timeframe, and possess the knowledge, skills, and drive to produce high-volume, multi-
focused trainings.  Ideal candidates will be detailed and creative and will possess 
experience that is relevant to the task(s) at hand, including familiarity with conducting 
and/or managing training initiatives and fluency with WIC Program operations.  
Preference will be given to those with NYS WIC experience and those who detail unique 
approaches to training. 

 
2. Staffing 
 

Personnel (including subcontractors) involved with this training initiative should be 
qualified; documented evidence of their knowledge and experience in training and with 
the WIC Program should be included with the proposal.  Please note that all staff will be 
required to travel, primarily within NYS, including overnights and travel to areas that 
may not be served by public transportation. 

 
a. Project Manager 

 
The Contractor must identify a project manager to interact with BSFP management 
and act as liaison regarding trainings, curricula development, human resources, 
logistics, and all other decisions regarding contract issues.  This project manager will 
be appointed by the Contractor and must be approved by the BSFP.  Preference will 
be given to managers who are experienced at overseeing large and complex training 
programs.  This manager will have the authority to speak for the Contractor and will 
be the primary person with whom the BSFP conducts all business-related tasks to be 
performed under this contract.  It is expected that the project manager will have the 
ability to quickly resolve any problems that arise during the contract period.  

 
Position Project Manager: 1 full-time 

Permanent work location will be in the Capital Region. 
Experience with planning, organizing, and developing training curricula.  
Preference given to experience in designing materials for the educational 
enhancement of clinical, nutrition, and administrative staff. 
General knowledge and experience in administration and business management.  
Preference given to those with five years of administrative experience in a health 
field, of which at least three years are WIC administrative experience. 
Proficiency with verbal and written language skills. 
Preference given to those familiar with the operation of WIC agencies (including 
staff development), the application of WIC standards of practice, and the delivery 
of WIC services to participants. 
Preference given to those with experience in the development of WICSIS 
enhancements. 

Skills/Details 

Baccalaureate degree or Master’s degree.  Preference given to those with degrees 
in health and education related majors. 
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b. Additional Staff 
 

The Contractor must have the experience and ability to design, develop, implement 
and provide curricula that meet current and future training needs of local agency 
clerks, nutrition assistants, paraprofessionals, diet technicians, nutritionists, nurses, 
Competent Professional Authorities (CPAs)1, site managers, and program 
coordinators.  Key staffing positions must be approved by the BSFP; the BSFP 
reserves the right to approve all postings.  At minimum, the Contractor will be 
required to satisfy the following staffing requirements:  

 
Site Manager: 2 full-time (1 in the Capital Region, 1 in the Metropolitan Region) 
Must be familiar with the provisions of WIC services.  Preference given to those familiar with NYS 
WIC. 
Maintains site and oversees day-to-day operations of training facility. 
Proficiency with verbal and written communication skills. 
Experience working with low income and culturally diverse populations. 
Baccalaureate degree or Master’s degree.  Preference given to those with degrees in health and 
education related majors. 

Skills/Details 

Administrative experience.  Preference given to those with three years of administrative experience 
in a health field, of which two years have been WIC administrative experience. 

 
Registered Dietitian2 

Experience with implementing nutrition policies and procedures, and interpreting regulations and 
program directives.  Preference given to those with full-time professional experience as a 
dietitian/nutritionist in a WIC Program. 
Preference given to those who have experience developing training curricula for nutritionists, 
nutrition assistants, and/or other health professionals. 
Experience conducting trainings. 
Experience supervising trainees.  Preference given to those with experience in supervising trainees in 
individual nutrition assessment, nutrition counseling, and high-risk care plan development. 

Skills/Details 

Administrative experience.  Preference given to experience with administrative and technical 
activities in support of public health nutrition programs. 

 

                                                 
1 See Attachment 9 for a description of this position. 
2 One staff member at each site MUST be a Registered Dietitian.  This requirement will be satisfied if one of the 
other staff members listed above is certified as a Registered Dietitian. 
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Information Technology Consultant: 1 full-time 

Experience providing input regarding system development/enhancements. 
Experience providing support and technical expertise regarding equipment and system issues 
(equipment and networking troubleshooting skills).  Preference given to those with WICSIS 
experience. 
Experience conducting staff training. 
Experience setting up equipment and/or installing software/data lines.  Preference given to those with 
1-3 years of experience. 

Skills/Details 

Acts as a technical liaison with the DON’s Bureau of Information Technology Services (BITS). 
 

International Board Certified Lactation Consultant (IBCLC ) 
Experience developing materials.  Preference given to those with experience providing support and 
training for the Breastfeeding Peer Counselor program. 
Experience maintaining and updating websites. 
Experience providing professional consultation and technical assistance regarding breastfeeding 
issues. 

Skills/Details 

Acts as a liaison with the NYS WIC Program Breastfeeding Coordinator. 
 

Competent Professional Authority (CPA) Trainers 
Must be familiar with the provisions of WIC services.  Preference given to those familiar with NYS 
WIC. 
Experience working with low income and culturally diverse populations. 
Experience with training staff.  Preference given to those familiar with WICSIS. 

Skills/Details 

Preference given to those with local agency experience. 
 

Clerk Trainers 
Must be familiar with the provisions of WIC services.  Preference given to those familiar with NYS 
WIC. 
Experience working with low income and culturally diverse populations. Skills/Details 

Experience with training staff.  Preference given to those familiar with WICSIS. 
 

3. Training Services 
 

All estimates within this RFP are based on the past, current, and estimated future needs of 
trainees, including local agency, vendor and state staffs.  At minimum, it is the intention 
of the DOH to provide at least the same number of trainings that have been offered in the 
past.  Please see Attachment 11 for more information regarding historical trainings. 
 
The Contractor must be able to meet the highly specialized training needs of the BSFP, 
including the delivery of tailored, topic-specific, training for BSFP State and local agency 
staff.  This contract will require the Contractor to remain current on policy matters 
pertaining to the WIC Program.  The Contractor will work with BSFP management to 
determine the number of training workshops, topics and locations; it is anticipated that 
some workshops will be offered more frequently than others.  Please see the Bidders’ 
Library for information regarding existing training curricula. 
 
Training needs are to be determined on an ongoing basis and may be changed by the 
DOH throughout the contract period.  The Contractor must work with the BSFP to 
evaluate evolving training needs.  The BSFP reserves the right to determine and/or 
change the size of all classes.  The Contractor is responsible for providing all training 
materials related to each of the following training modalities listed. 
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a. Modalities 

 

 

Class Size 
Modality 

Minimum Maximum 

Mobile Computer-based Trainings 
Training for a limited number of staff who are all learning a specific WICSIS function.  
The BSFP reserves the right to increase the utilization of this modality as technology 
evolves over the course of this contract. 

10 15 

Computer-based Trainings 
Classroom trainings with instructor(s) teaching WICSIS applications.  The BSFP will 
provide all equipment and essential resources necessary for training and maintenance of 
the statewide operation of WICSIS and/or FANIS. 

15 35 

Classroom Trainings 
Face-to-face events in classrooms with instructor(s) teaching specified curriculum to 
groups of trainees. 

20 50 

Expert-led Classroom Trainings 
Identified expert in the related field or subject matter leads class in “hands on” training.  
Format to be determined based on statewide need. 

20 50 

Teleconferences/Satellite Video Conferencing 
Live events delivered via satellite to geographically dispersed downlink sites.  
Teleconference formats can range from simple meetings that require little or no 
preproduction work to more involved programs that include pre-produced footage shot on 
location or in a studio.  Closed-captioning functionality must be used wherever possible. 

100 800 

Expert-led Conferences 
Identified expert in the related field or subject matter speaks to trainees. 100 800 

On-site Local Agency Training 
May be required in the event of staffing deficiencies and/or identified training deficits.  
Local agency staff may need on-site evaluation and training to improve productivity and 
comply with program requirements.  Trainings may range from 1-5 days. 

3 20 
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b. Topics 
 

Training topics may include, but are not limited to, the following: 
 

Estimated Totals 
Training Topics Estimated Modality and Related 

Class Size Annual 
Freq. 

No. 
Trainees Length 

Total Units 

Provision of WIC 
Benefits 
Certification of WIC 
Participants 
Eligibility 
Determination 

Income 

Basic 
WICSIS 
Skills 

Information 
Technology 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800) 
Expert-led conferences (100-800) 
On-site (3-20) 

10-15 200 5 days 1,000 pupil 
days 

Intermediate WICSIS Skills 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

6-8 90 3 days 270 pupil days 

Certified Lactation Counseling 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

2 100 5 days 500 pupil days  

Program Management Skills for 
WIC Coordinators and Site 
Managers 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

2-3 25 5 days 125 pupil days 

Vendor Management 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

1-2 40 2 days 80 pupil days 

Nutrition Risk Assessment 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

10-15 400 1 day 400 classroom 
pupil days 



BSFP Training Services RFP 

   - 14 -

Estimated Totals 
Training Topics Estimated Modality and Related 

Class Size Annual 
Freq. 

No. 
Trainees Length 

Total Units 

High Risk Nutrition Counseling 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

4 200 3 days 600 pupil days 

Drug/Alcohol/ 
Substance 
Abuse 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

1-10 10-200 1day 200 pupil days 

Lead Screening 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

1-10 10-200 1day 200 pupil days 

Immunization 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

1-10 10-200 1day 200 pupil days 

Phlebotomy 
(finger sticks) 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

1-5 5-100 1day 100 pupil days 

Counseling on 
Health Issues3 

Standard 
Precautions 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

1-5 5-100 1day 100 pupil days 

FANIS Applications 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

1 25 1 day 25 pupil days 

                                                 
3 The modality will be determined by the available information.  Examples are available upon request. 
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Estimated Totals 
Training Topics Estimated Modality and Related 

Class Size Annual 
Freq. 

No. 
Trainees Length 

Total Units 

Farmers’ Market Program 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

1 100 1 day 100 pupil days 

Motivational 
Interviewing 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

10-15 500 1 day 500 pupil days  

Facilitated Group 
Discussions 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

10-15 500 1 day 500 pupil days 

Critical Thinking 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

10-15 500 1 day 500 pupil days 

Rapport Building 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

10-15 500 1 day 500 pupil days 

Cultural Diversity 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

10-15 500 1 day 500 pupil days 

Participant-centered 
Counseling 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

10-15 500 1 day 500 pupil days 

Value 
Enhanced 
Nutrition 

Assessment 
(VENA) 
Training 

Health Outcome-
based Nutrition 
Assessment 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

10-15 500 1 day 500 pupil days 
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Estimated Totals 
Training Topics Estimated Modality and Related 

Class Size Annual 
Freq. 

No. 
Trainees Length 

Total Units 

Nutrition Training/Education/ 
Counseling4 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

1-10 10-200 1-5 days 1,000 pupil 
days 

WIC Food Package Changes4 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

1-10 10-200 1-5 days 1,000 pupil 
days 

Customer Service 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

10-15 500 1 day 500 classroom 
pupil days 

Internal Controls/Program Integrity 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

1 50 1 day 50 classroom 
pupil days 

Disaster Preparedness and/or 
Pandemic Outbreak 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

1-2 100-800 1 day 800 pupil days  

To be determined4 5 

Mobile computer-based (10-15) 
Computer-based (15-35) 
Classroom (20-50) 
Expert-led classroom (20-50) 
Teleconferences/Satellite Video (100-800)  
Expert-led conferences (100-800) 
On-site (3-20) 

1-10 10-800 1-5 days N/A 

 

                                                 
4 The modality will be determined by the available information.  Examples are available upon request. 
5 Estimates include the upper and lower limits for mobile computer-based, computer-based and classroom trainings.  
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c. Identify Experts 
 

The Contractor is responsible for identifying experts to lead and/or develop the 
training to be delivered under this contract and must demonstrate competency at this 
task within their response.  Experts may include paid and unpaid consultants.  The 
Contractor may subcontract with experts as previously described in the introduction 
of this RFP regarding topics that include, but are not limited to the following: 
certified lactation counseling, nutrition topics, drug/alcohol/substance abuse, lead 
screening, immunization, Value Enhanced Nutrition Assessment (VENA) trainings, 
and disaster preparedness. 

 
d. Training Curricula and Materials 

 
The BSFP has currently approved training curricula – please see the Bidders’ Library 
for information regarding existing training curricula – however, based on changes in 
laws, regulations or training evaluation data, the BSFP management team may 
instruct the Contractor to make curriculum updates or revisions, including all related 
training materials (e.g., training agendas, curricula, slides, handouts, etc.).  The 
Contractor must meet all training requests of the BSFP.  Topic areas will be identified 
through feedback from trainings, assessments, Federal and State regulations and 
mandates, NYS DOH recommendations, WICSIS Help Desk reports, management 
evaluations, the annual WIC Association of NYS, Inc. Conference, and other 
methods. 
 
The Contractor must develop new training curricula and/or series of trainings as 
directed by the NYS DOH.  Copies of training materials and the content of curricula 
must be formally submitted electronically and in hard copy at the completion of the 
training.  Courses developed with funds from this contract will become the property 
of the NYS DOH.  All new and existing curricula must be available in paper and 
electronic formats.  The Contractor will be responsible for providing all existing 
curricula electronically and recommending new options as technology evolves. 
 
The Contractor will be responsible for development, coordination, reproduction, and 
distribution of all training materials including, but not limited to: nationally 
recognized nutrition education materials, posters, tri-fold brochures, curricula, 
educational message cards, handouts, PowerPoint presentations, and workbooks.  
Trainees also must have access to asynchronous computer training programs (e.g., 
DVDs, podcasts, webcasts, webinars) that do not require the presence of a live 
instructor(s) and can be used at the trainees’ convenience in terms of time and 
location.  Proposers must describe how materials will be used to reinforce learning. 
 
The Contractor must identify and prepare multilingual materials to improve 
communication with participants who speak languages other than English (e.g., 
Spanish, Chinese, Russian, French). 
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4. Administration of Training Programs 
 
The Contractor will have full responsibility for training events including all logistical 
support such as publicity, information dissemination, registration, and site arrangements. 
 
a. Identify Locations 

 
The BSFP requires two permanent training locations: one in the Capital Region and 
one in the New York City Metropolitan Region.  The training location in the Capital 
Region must be located within 30 miles of the BSFP Central Office (Riverview 
Center, 150 Broadway, Albany, NY 12204) and able to meet parking needs for all 
staff that need to be trained.  The training location in the Metropolitan Region must 
be located within one of the five boroughs of New York City.  Preference will be 
given to training locations that are conveniently located, handicapped accessible, 
include state of the art audiovisual equipment, and are accessible from major 
transportation hubs (e.g., airports, train and bus stations).  Each of these sites also 
must have satellite downlink capabilities. 
 
The Capital Region training location will act as the Emergency Operations Center 
(EOC) for the Bureau of Information Technology Services (BITS) of the DON in the 
event of a disaster.  If such an event occurs, all scheduled trainings or trainings that 
are in progress at the time will be cancelled; the EOC will take priority.  The BSFP 
will provide all equipment and essential resources necessary to maintain the statewide 
operation of WICSIS (file and print servers, computers, telecommunication lines, 
signature capture devices, check printers, laptop servers).  The Contractor must 
assume responsibility for damage or theft of State issued WICSIS equipment and 
maintain insurance for all WICSIS equipment.  Reimbursement or recoupment for 
loss, damage, or replacement of any State issued WICSIS equipment will be sought 
through a mechanism at the State’s discretion.  The Contractor will be responsible for 
furnishing the locations and providing basic office equipment (e.g., telephone 
instruments, photocopiers, fax). 
 
Identify a minimum of six additional locations to hold trainings for satellite 
conferencing and teleconferencing.  Preference will be given to proposing 
organizations that identify four locations within the five boroughs of New York City.  
Identify actual or anticipated addresses for sites and describe how you plan to 
accommodate 2-4 conferences per year, including plans for staffing and material 
transfers. 
 

b. Continuing Education Unit (CEU) Credits 
 

Obtain approval for CEU credits when applicable (as determined by the BSFP).  The 
BSFP will provide a list of disciplines and contact information for obtaining CEU 
credits. 

 
c. Trainee Registration 

 
Trainees must be able to register for trainings by telephone, mail, e-mail, online, or 
fax. 
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d. Publicize all Scheduled Presentations 

 
Contractors will be responsible for publicizing all scheduled presentations, including 
direct mailings. 

 
e. Training Schedule 

 
The Contractor must develop and publish an annual training schedule, calendar, and 
registration forms. 

 
f. Disseminate Schedules 

 
Schedules must be published and distributed to WIC staff statewide. 

 
g. Document and Evaluate Training Sessions 

 
The Contractor must maintain and submit summary reports that detail demographics 
(e.g., who was trained, the number of trainees, the number of trainings, where 
trainings took place, etc.), trainee comments, and emerging issues identified as a 
result of training sessions.  Proposers must suggest methods to evaluate the 
effectiveness of each training opportunity offered under this contract within their 
response to this RFP. 

 
5. Website Maintenance and Development 

 
The Contractor must develop a website for training purposes that will allow trainees to 
view schedules, sign up for trainings, provide feedback, and complete evaluations.  Over 
the course of this contract, it is anticipated that this website also will be developed to 
provide access to online training. 
 
The Contractor must also assume responsibility for the maintenance of the Breastfeeding 
Peer Counseling website, www.breastfeedingpartners.org, within the guidelines of the 
USDA's Grant, Loving Support™ Through Peer Counseling.  An IBCLC Peer Counselor 
Consultant must be available to oversee the content and format of the site and make all 
related updates/changes. 

 
6. Testing  

 
Periodically, WICSIS and FANIS software improvements are developed within the DON 
and require testing prior to release.  The Contractor must provide staff to test new and 
existing software applications upon request.  The BSFP reserves the right to request 
trainers specific to the level of testing to be performed.  It is estimated that each day of 
testing will require two people (clerks and/or CPAs). Approximately 20 days per year is 
estimated. 
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7. Consulting 
 

On an ad hoc basis, the Contractor must provide consulting services as they relate to the 
training program for up to 500 hours each year of the contract.  Consulting services may 
encompass a broad range of services – from clerical duties to high level, professional, 
scientific, or technical activities.  Services may include, but are not limited to, data entry, 
physically coordinating training materials, interpreting research findings, and curriculum 
development activities.  All proposers must provide a Not to Exceed (NTE) rate for 
consulting services. 
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D. PROPOSAL REQUIREMENTS 
 

Proposals must include two components – a Technical Proposal and a Cost Proposal.  These 
two components must be submitted in separate sealed envelopes/packages and placed in a 
third package.  Proposers must include 3 signed originals and 6 copies. 
 
1. Technical Proposal  
 

The Technical Proposal is a description of how the proposer intends to accomplish the 
deliverables of this RFP.  There are seven sections to the Technical Proposal: 

 
a. Technical Proposal Cover Page: 

 (see Attachment 7) 
 

 Name and address of Proposal Entity 
 Federal Internal Revenue Tax Identification Number 
 Contact person for the proposal – name, title, telephone number, e-mail address 
 Person authorized to sign a contract for the proposer organization – name, title, 

address, e-mail address, telephone number, and fax number 
 Original signature of the individual authorized to enter into contractual agreement 

for the proposer organization 
 Addresses (actual or anticipated) for a training location that is within 30 miles of 

the BSFP's Central Office and a training location that is within the five boroughs 
of New York City 

 
b. Executive Summary 

 
The Executive Summary should include a brief synopsis of major points contained 
within the Technical Proposal, including proposed procedures, operations and 
systems, company profile, relevant experience, etc.  Provide a brief summary of your 
training background, experience, qualifications and staffing plan. 

 
c. Organizational Qualifications 

 
Describe your organization’s training experience, including working with diverse not-
for-profit health and human service providers, familiarity with conducting and/or 
managing training initiatives; the current or past provision of training(s) to other state 
agencies; expertise in working with multiple sites and/or multiple modalities; and 
fluency with the WIC Program and all related program operations.  Preference will be 
given to those with NYS WIC experience.  Highlight unique approaches to training 
and experience working with subcontractors.  Preference will be given to those who 
provide letters of reference, executive summaries of training initiatives, and copies of 
publications to substantiate these qualifications. 
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d. Staffing Package 
 
Provide an organizational chart that illustrates the lines of responsibility of personnel 
assigned to the project and a staffing package that includes resumes and/or job 
descriptions.  Materials for the Program Manager should highlight the candidate’s 
ability to meet the specifications outlined in this RFP, with an emphasis on 
administrative and WIC experience.  Explain how you plan to meet the staffing 
requirements outlined in the Detailed Specifications section of this RFP, including 
criteria for identifying qualified candidates.  Proposers who have no previous 
experience with the WIC Program should detail how they plan to meet the required 
specifications. 
 

e. Training Services 
 
Provide a narrative that specifically addresses the identified modalities, your 
expertise, and how you will provide training for the topics and tasks described below 
and in the Detailed Specifications section of this RFP.  Provide the rationale for your 
proposed approach.  Address the methodology for the proposed projects and each of 
the items listed in the table below.  Demonstrate that you and your proposed staff 
have the knowledge, skills, abilities, and experience to implement the proposed 
project activities as described in the Detailed Specifications section of this RFP. 
 

Task Item Required Response 

Training modalities 
Provide evidence of trainings you have offered using any 
of the modalities listed in the Detailed Specifications 
section of this RFP. 

Training topics 
Provide a narrative that describes how you will 
accommodate training for the training topics detailed in 
the Detailed Specifications section of this RFP (3b) 

Identify experts to lead trainings and/or 
develop curricula Describe how experts will be identified/located. 

Convert paper curricula to electronic 
format 

Describe how materials will be made available 
electronically, including types of electronic options and 
the delivery timetable.  If applicable, highlight current 
procedures utilized to provide this service for other 
training programs. 

Develop and coordinate training materials 
Describe how training materials will be used to reinforce 
learning.  List other available materials.  Provide samples 
where available. 

Print, copy or reproduce materials 
Describe reproduction capabilities and delivery times (e.g., 
how long will it take to produce 100 color posters?) that 
will meet the State’s needs. 

Prepare multilingual materials 
Describe time required to translate documents (e.g., 100 
page document, poster, handout, etc.) that will meet the 
State’s needs. 
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f. Administration of Training Programs 
 
In implementing this training initiative, proposers will manage all aspects of the day-
to-day operations, including all logistical support such as publicity, information 
dissemination, registration, and site arrangements.  Address each of the items listed in 
the table below: 

 
Task Item Required Response 

Establish a training location in the Capital 
Region 
Establish a training location in 
Metropolitan Region 

Describe all elements of training locations.  Identify site 
locations (real or proposed), provide floor plans, describe 
audiovisual equipment, detail proximity to transportation 
centers, accessibility to parking (Capital Region only), etc. 

Identify locations to hold trainings for 
satellite conferencing and 
teleconferencing 

Description of locations and plans for staffing/materials 
transfer.  How will you accommodate 2-4 conferences per 
year? 

Continuing Education Unit (CEU) credits Describe system for tracking/obtaining CEU credits. 

Conduct training registration Propose various training registration procedures. 

Publicize all scheduled presentations Provide sample publication. 

Develop annual training schedule Propose a one-month sample of the annual schedule for 
both offices. 

Document and evaluate training sessions Propose evaluation methods; provide a sample summary 
report. 

 
g. Website Maintenance and Development 

 
Describe how you will develop the training websites and the timeframe for 
completion.  Include a description of the website and provide sample images of what 
it will look like.  Describe your plan for maintaining the two websites outlined in the 
Detailed Specifications section of this RFP (breastfeeding, training). 
 

2. Cost Proposal Component 
 

The Cost Proposal must be submitted under a separate cover, signed by an authorized 
agency representative, and sent in a sealed envelope clearly marked “Cost Proposal – 
Training Services for the BSFP.”  Provide all of the information requested within 
Attachment 8. 
 
Please note that modality unit cost estimates (e.g., per pupil-day, per conference) should 
incorporate all costs related to the development, coordination, reproduction, and 
distribution of training materials.  To calculate the number of pupil-days for each 
training, multiply the length of the training (number of days) by the number of trainees 
(class size). 
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3. Proposal Procedure and Format 
 

In preparing your proposal, please provide information directly relevant to your ability to 
successfully administer the services outlined in this RFP. 
 
All relevant Federal and State laws and regulations must be observed.  These include, but 
are not limited to, statutes pertinent to confidentiality, safety and health standards, equal 
opportunity in recruitment, salary standards, and protection of human subjects. 
 
Each proposer must submit a complete and comprehensive proposal consisting of 
separate and distinct Technical and Cost Proposals.  Proposers must include 3 signed 
originals and 6 copies. 
 
The proposal should be submitted using the format outlined below: 

 
a. Technical Proposal  

 
Must be submitted under a separate cover and clearly marked “Technical Proposal – 
Training Services for the BSFP.” 

 
1) Cover Page 

(completed and signed – see Attachment 7) 
2) Executive Summary 
3) Organizational Qualifications 
4) Staffing Package 
5) Training Services 
6) Administration of Training Programs 
7) Website Maintenance and Development 
8) Attachment 3 – NYS Taxation and Finance Contractor Certification Form ST-

220-TD 
9) Attachment 4 – NYS Taxation and Finance Contractor Certification Form ST-

220-CA 
10) Attachment 5 – Vendor Responsibility Attestation 
 

b. Cost Proposal 
(Attachment 8) 
 
Must be submitted under a separate cover and clearly marked “Cost Proposal – 
Training Services for the BSFP.” 

 
1) Bid Form 

(Attachment 1) 
2) Detailed Cost Proposal for Years 1 and 2 

(Attachment 8, Part 2) 
3) Detailed Cost Proposal for Years 3, 4, and 5 

(Attachment 8, Part 3) 
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4. Method of Award  
 

Your response to each section of this RFP comprises your proposal.  The clarity, 
specificity, thoughtfulness, and completeness of your response will determine how well 
your proposal scores. 
 
All proposals may be rejected at the discretion of the NYS DOH.  The NYS DOH will 
conduct a comprehensive, fair, and impartial evaluation of each proposal in response to 
this RFP.  Program staff from within the NYS DOH will evaluate Technical and Cost 
Proposals and all documentation submitted by proposers.  At any time during the 
evaluation, the BSFP may request clarification from any proposer regarding any part of 
their proposal. 
 
Responses to this RFP will be reviewed by the NYS DOH through the process described 
below: 
 
a. Proposal Components 

 
All proposals must contain two separate sections: a Technical Proposal (75% of the 
total score) and a Cost Proposal (25% of the total score).   

 
b. Component Score Weight 

 
Each component will be scored with the following weight: 
 

Component/Weight Section/Weight Details 

Cover Sheet  

Name and address of organization, FEIN, 
contact person, name of person authorized to 
sign contract for proposer organization, original 
signature of person authorized to sign contract, 
identifies training location within 30 miles of 
the BSFP’s Central Office, identifies training 
location within the 5 boroughs of NYC 

Executive Summary Summary of Technical Proposal 

Organizational 
Qualifications 

 

Familiarity with conducting/managing training 
initiatives, WIC fluency, unique approaches to 
training, support materials (e.g., letters of 
reference, executive summaries of trainings) 

Staffing  
Narrative regarding how proposer plans on 
meeting staffing requirements, organization 
chart, resumes and/or job descriptions 

Training Services  Evidence of trainings offered, identifying 
experts, reproduction capabilities, etc. 

Administration  Locations, CEU credits, registration, training 
schedules, training evaluations 

Technical Proposal 
(75%) 

Website  Maintenance and development 
Cost Proposal 

(25%)   
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c. Total Component Combined Score 

 
The scores from the Technical Proposal and Cost Proposal will be used to produce a 
total score based on the assigned weights for each major section.  The scores will be 
normalized by using the following formulas: 
 

 The highest scoring Technical Proposal will be awarded 75 points, with the 
following formula: X/Y*75, where X = raw score of technical proposal being 
scored and Y = the raw technical score of the highest scoring Technical Proposal. 

 
 The cost component will be normalized using the following formula: Y/X*25, 

where X = the total cost for the proposal being scored and Y = total proposal cost 
for the lowest priced Cost Proposal. 

 
Section Maximum Points Percentage of Total Score 

Technical Proposal 25 25% 
Cost Proposal 75 75% 
Total Combined Score 100 100% 

 
The proposer with the highest Total Combined Score whose proposal meets all project 
requirements and, in the judgment of the selection committee, reflects the best value will 
be selected. 
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E. ADMINISTRATIVE 
 

1. Issuing Agency 
 

This RFP is issued by the NYS DOH.  The NYS DOH is responsible for the requirements 
specified herein and for the evaluation of all proposals. 
 

2. Letter of Interest 
 
A Letter of Interest must be received no later than February 19, 2008, in order to: 

 
 Attend Bidders’ Conference; 
 Automatically receive copies of addenda to the RFP; and 
 Automatically receive copies of questions and answers related to the RFP. 

 
A Letter of Interest with an original signature and two copies must be mailed to: 

 
Maureen Shanahan 
Bureau of Supplemental Food Programs 
Division of Nutrition 
New York State Department of Health 
Riverview Center 
150 Broadway, 6th Floor West 
Albany, New York 12204-2719 

 
A Letter of Interest must contain the following information (see Attachment 6): 
 

 Name of Organization; 
 Address; 
 Federal Employer’s Identification Number; 
 Primary contact person, telephone number and e-mail address; 
 Statement of interest to submit a proposal; and 
 Brief statement declaring the prospective proposer’s eligibility and ability to meet all 

requirements. 
 
Please note that the Letter of Interest is not a requirement to apply for this RFP. 
 

3. Bidders’ Library 
 

To review current copies of the documents listed below, proposers must contact the BSFP 
at least three business days in advance to schedule an appointment from 10:00 a.m. to 
3:00 p.m., Monday through Friday. 

 
WIC 
• WIC Program Manual 
• WIC Program Regulations are available on the Internet at www.fns.usda.gov/wic 
• WIC Program Food Card 
• Existing WIC Training Center Curricula 
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VMA 
• Current Federal Regulations relating to Vendor Management are available on the 

Internet at www.fns.usda.gov/wic 
• Current New York Code of Rules and Regulations relating to Vendor Management 
• Vendor Handbook 

 
CSFP 
• CSFP Program Manual 
• Current Federal Regulations 7 CFR 247 

 
4. Inquiries 
 

Any questions concerning this solicitation must be in writing and directed to: 
 
Maureen Shanahan 
Bureau of Supplemental Food Programs 
Division of Nutrition 
New York State Department of Health 
Riverview Center 
150 Broadway, 6th Floor West 
Albany, New York 12204-2719 
E-mail: bsfprfp@notes.health.state.ny.us  
 
Questions and answers, as well as any RFP updates and/or modifications, will be posted 
on the NYS Department of Health’s website at http://www.nyhealth.gov/funding/ by 
March 28, 2008.  Documents can also be obtained via e-mail by writing to the BSFP at 
the address above.  Proposers wishing to receive these documents automatically via mail 
must submit a Letter of Interest as specified in Section 2 above. 
 
A Pre-Bid Conference will be held on February 25, 2008, at the following address: 
 
New York State Department of Agriculture and Markets 
10B Airline Drive 
Albany, New York 12205-1004 
 
Please call (518) 402-7093 to register no later than February 19, 2008, unless a Letter of 
Interest is submitted. 

 
5. Submission of Proposals 
 

Approval of a proposal does not constitute agreement to establish a Training Entity. 
The execution of a State contract, including approval by the Office of the State 
Comptroller, is required before the proposal is legally binding. 
 
The NYS DOH will fund all costs that are directly associated with WICSIS.  All training 
materials, curriculum, outlines, slides, handouts, training activities, written publications 
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and audiovisual products developed in response to, and as part of, this contract shall 
become the sole property of the State of New York. 
 
Proposers must prepare responses to this RFP electronically and print hard copies for 
submission; hand-written copies will not be accepted.  Responsive proposers will 
demonstrate optimum quality, cost and efficiency.   
 
The Technical and Cost components must be submitted in separate sealed 
envelopes/packages and placed in a third package.  The two sections should be marked as 
follows: “Technical Proposal – Training Services for the BSFP” and “Cost Proposal – 
Training Services for the BSFP.”  Interested vendors should submit 3 originals and 6 
signed copies of their proposal no later than 5:00 p.m. on April 18, 2008. 

 
Responses to this solicitation should be clearly marked “Training Services for the BSFP” 
and directed to: 
 
Maureen Shanahan 
Bureau of Supplemental Food Programs 
Division of Nutrition 
New York State Department of Health 
Riverview Center 
150 Broadway, 6th Floor West 
Albany, New York 12204-2719 

 
It is the proposers' responsibility to see that proposals are delivered to the above address 
prior to the date and time of the proposal due date.  Late proposals due to delay by the 
carrier will be rejected. 

 
 The Bid Form must be completed in its entirety. 
 The responsible corporate officer for contract negotiation must be listed.  This document 

must be signed by the responsible corporate officer. 
 All evidence and documentation requested under Section D, Proposal Requirements, 

must be provided at the time the proposal is submitted. 
 

6. The Department’s Reserved Rights 
 

The Department Reserves the right to: 
 

 Reject any or all proposals received in response to this RFP. 
 Waive or modify minor irregularities in proposals received after prior notification to 

the proposer. 
 Adjust or correct cost or cost figures with the concurrence of proposer if errors exist 

and can be documented to the satisfaction of NYS DOH and the State Comptroller. 
 Negotiate with vendors responding to this RFP within the requirements to serve the 

best interests of the State. 
 Eliminate mandatory requirements unmet by all offerers. 
 If the Department of Health is unsuccessful in negotiating a contract with the selected 

vendor within an acceptable time frame (i.e., 30 days), the Department of Health may 
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begin contract negotiations with the next qualified vendor(s) in order to serve and realize 
the best interests of the State. 

 
7. Payment 
 

The Contractor shall submit invoices and vouchers to the State’s designated payment 
office: 

 
BSFP Training Services Contract Manager 
New York State Department of Health 
Division of Nutrition 
Bureau of Supplemental Food Programs 
150 Broadway, 6th Floor West 
Riverview Center 
Albany, NY 12204-2719 

 
Payment of such invoices by the State (NYS Department of Health) shall be made in 
accordance with Article XI-A of the New York State Finance Law.  Payment terms will 
be as follows: 
 
Payment under this contract will be made on a monthly basis and will be based on the 
performance of specific tasks.  Payment will be based on various performance standards 
such as the number of trainings offered.  Within the parameters of this RFP, specific tasks 
and performance standards will be identified during the contract development period. 
   
Payment will be made upon the successful performance of each task and upon 
submission of an itemized standard State Voucher.  Payment may be withheld by DOH in 
the event of late or unsatisfactory performance.  In the case where a subcontractor is used 
to provide services, documentation of payment of the subcontractor must also be 
submitted prior to payment of the voucher for such services. 
 

8. Term of Contract 
 

This agreement shall be effective upon approval of the NYS Office of the State 
Comptroller. 
 
The contract will be for the period October 1, 2008 – September 30, 2010, subject to the 
sole option of the State and satisfactory performance and availability of funds.  The 
contract may be extended for three additional one-year terms, at the sole discretion of the 
BSFP, for a maximum contract period of five years. 
 
This agreement may be canceled at any time by the Department of Health giving to the 
Contractor not less than thirty days (30) written notice that on or after a date therein 
specified this agreement shall be deemed terminated and canceled. 

 
A rate increase request will be considered at each contract renewal date.  The Contractor 
must state maximum prices for each service in years three, four, and five.  In general, the 
maximum permitted cost increase will be the percentage increase in the Consumer Price 
Index-Urban Consumers (CPI-U) for the twelve-month period ending two months before 
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the anniversary date of the contract.  The increase will be based on the lesser of the 
proposal amount or the change in the CPI-U issued by the U.S. Department of Labor and 
may not exceed five percent.  Any increase must have the approval of the Office of the 
State Comptroller. 

 
The authoritative document in computing the CPI-U shall be the U.S. Department of 
Labor, Bureau of Labor Statistics, Summary Data from the Consumer Price Index for All 
Urban Consumers (CPI-U), New York-Northern New Jersey-Long Island, NY-NJ-CT-PA 
table.  Base period: 1982-1984 = 100; Series ID – CUURA101SA0. 

 
9. Debriefing 
 

Once an award has been made, proposers may request a debriefing of their proposal.  
Please note the debriefing will be limited only to the strengths and weaknesses of the 
proposer’s proposal, and will not include any discussion of other proposals.  Requests 
must be received no later than three months from date of award announcement. 

 
10. Vendor Responsibility 
 

New York State Procurement Law requires that state agencies award contracts only to 
responsible vendors.  Vendors are invited to file the required Vendor Responsibility 
Questionnaire on-line via the New York State VendRep System or may choose to 
complete and submit a paper questionnaire.  To enroll in and use the New York State 
VendRep System, see the VendRep System Instructions available at 
www.osc.state.ny.us/vendrep or go directly to the VendRep system on-line at 
https://portal.osc.state.ny.us.  For direct VendRep System user assistance, the OSC Help 
Desk may be reached at 866-370-4672 or 518-408-4672 or by email at 
helpdesk@osc.state.ny.us.  Vendors opting to file a paper questionnaire can obtain the 
appropriate questionnaire from the VendRep website www.osc.state.ny.us/vendrep or 
may contact the Department of Health or the Office of the State Comptroller for a copy of 
the paper form.  Proposers also must complete and submit the Vendor Responsibility 
Attestation (Attachment 5). 
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11. Lobbying Statute 
 

Chapter 1 of the Laws of 2005, as amended by Chapter 596 of the Laws of 2005, 
provides, among other things, the following as pertains to development of procurement 
contracts with governmental entities: 

 
 makes the lobbying law applicable to attempts to influence procurement contracts 

once the procurement process has been commenced by a State agency, unified court 
system, State legislature, public authority, certain industrial development agencies 
and local benefit corporations; 

 requires the abovementioned governmental entities to record all contacts made by 
lobbyists and contractors about a governmental procurement so that the public knows 
who is contacting governmental entities about procurements; 

 requires governmental entities to designate persons who generally may be the only 
staff contacted relative to the governmental procurement by that entity in a restricted 
period; 

 authorizes the Temporary State Commission on Lobbying to impose fines and 
penalties against persons/organizations engaging in impermissible contacts about a 
governmental procurement and provides for the debarment of repeat violators; 

 directs the Office of General Services to disclose and maintain a list of non-
responsible proposers pursuant to this new law and those who have been debarred and 
publish such a list on its website; 

 requires the timely disclosure of accurate and complete information from offerers 
with respect to determinations of non-responsibility and debarment; 

 expands the definition of lobbying to include attempts to influence gubernatorial or 
local Executive Orders, Tribal-State Agreements, and procurement contracts; 

 modifies the governance of the Temporary State Commission on lobbying; 
 provides that opinions of the Commission shall be binding only on the person to 

whom such opinion is rendered; 
 increases the monetary threshold which triggers a lobbyist’s obligations under the 

Lobbying Act from $2,000 to $5,000; and 
 establishes the Advisory Council on Procurement Lobbying. 

 
Generally speaking, two related aspects of procurements were amended: (i) activities by 
the business and lobbying community seeking procurement contracts (through 
amendments to the Legislative Law) and (ii) activities involving governmental agencies 
establishing procurement contracts (through amendments to the State Finance Law). 
 
Additionally, a new Section 1-t was added to the Legislative Law establishing an 
Advisory Council on Procurement Lobbying (Advisory Council).  This Advisory Council 
is authorized to establish the following model guidelines regarding the restrictions on 
contacts during the procurement process for use by governmental entities (see Legislative 
Law §1-t (e) and State Finance Law §139-j).  In an effort to facilitate compliance by 
governmental entities, the Advisory Council has prepared model forms and language that 
can be used to meet the obligations imposed by State Finance Law §139-k, Disclosure of 
Contacts and Responsibility of Offerers.  Sections 139-j and 139-k are collectively 
referred to as “new State Finance Law.” 
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It should be noted that while this Advisory Council is charged with the responsibility of 
providing advice to the New York Temporary State Commission on Lobbying (Lobbying 
Commission) regarding procurement lobbying, the Lobbying Commission retains full 
responsibility for the interpretation, administration and enforcement of the Lobbying Act 
established by Article 1-A of the Legislative Law (see Legislative Law §1-t (c) and §1-d).  
Accordingly, questions regarding the registration and operation of the Lobbying Act 
should be directed to the Lobbying Commission. 

 
12. Accessibility of State Agency Web-based Intranet and Internet Information and 

Applications 
 

Any Web-based Intranet and Internet information and applications development, or 
programming delivered pursuant to the contract or procurement will comply with NYS 
Office for Technology Policy P04-002, “Accessibility of New York State Web-Based 
Intranet and Internet Information and Applications,” and NYS Mandatory Technology 
Standard S04-001, as such policy or standard may be amended, modified or superseded, 
which requires that State agency Web-based Intranet and Internet information and 
applications are accessible to persons with disabilities.  Web content must conform to 
NYS Mandatory Technology Standard S04-00, as determined by quality assurance 
testing.  Such quality assurance testing will be conducted by Department of Health, 
contractor or other, and the results of such testing must be satisfactory to the Department 
of Health before Web content will be considered a qualified deliverable under the 
contract or procurement. 

 
13. Information Security Breach and Notification Act 
 

Section 208 of the State Technology Law (STL) and Section 899-aa of the General 
Business Law (GBL) require that State entities and persons or businesses conducting 
business in New York who own or license computerized data which includes private 
information including and individual’s unencrypted personal information plus one or 
more of the following: social security number, driver’s license number or non-driver ID, 
account number, credit or debit card number plus security code, access code or password 
which permits access to an individual’s financial account, must disclose to a New York 
resident when their private information was, or is reasonably believed to have been, 
acquired by a person without valid authorization.  Notification of breach of that private 
information to all individuals affected or potentially affected must occur in the most 
expedient time possible without unreasonable delay, after measures are taken to 
determine the scope of the breach and to restore integrity; provided, however, that 
notification may be delayed if law enforcement determines that expedient notification 
would impede a criminal investigation.  When notification is necessary, the State entity 
or person or business conducting business in New York must also notify the following 
New York State agencies: the Attorney General, the Office of Cyber Security & Critical 
Infrastructure Coordination (CSCIC) and the Consumer Protection Board (CPB).  
Information relative to the law and the notification process is available at: 
http://www.cscis.state.ny.us/security/securitybreach/ 
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14. New York State Tax Law Section 5-a 
 

Section 5-a of the Tax Law, as amended, effective April 26, 2006, requires certain 
contractors awarded State contracts for commodities, services and technology valued at 
more than $100,000 to certify to the Department of Tax and Finance (DTF) that they are 
registered to collect New York State and local sales and compensating use taxes.  The 
law applies to contracts where the total amount of such contractors’ sales delivered into 
New York State are in excess of $300,000 for the four quarterly periods immediately 
preceding the quarterly period in which the certification is made, and with respect to any 
affiliates and subcontractors whose sales delivered into New York State exceeded 
$300,000 for the four quarterly periods immediately preceding the quarterly period in 
which the certification is made. 
 
This law imposes upon certain contractors the obligation to certify whether or not the 
contractor, its affiliates and its subcontractors are required to register to collect State sales 
and compensating use tax and contractors must certify to DTF that each affiliate and 
subcontractor exceeding such sales threshold is registered with DTF to collect New York 
State and local sales and compensating use taxes.  The law prohibits the State 
Comptroller, or other approving agencies, from approving a contract awarded to an 
offerer meeting the registration requirements but who is not so registered in accordance 
with the law. 
 
Contractor must complete and submit directly to the New York State Taxation and 
Finance, Contractor Certification Form ST-220-TD attached hereto.  Unless the 
information upon which the ST-220-TD is based changes, this form only needs to be filed 
once with DTF.  If the information changes for the contractor, its affiliate(s) or its 
subcontractor(s), a new form (ST-220-TD) must be filed with DTF. 
 
Contractor must complete and submit to the Department of Health the form ST-220-CA 
attached hereto, certifying that the contractor filed the ST-220-TD with DTF.  Failure to 
make either of these filings may render an offerer non-responsive and non-responsible.  
Offerers shall take the necessary steps to provide properly certified forms within a timely 
manner to ensure compliance with the law. 
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F. APPENDICES 
 

The following will be incorporated as appendices into any contract resulting from this RFP.  
This RFP will be referenced as an appendix of the contract. 

 
● APPENDIX A – Standard Clauses for New York State Contracts 
 
● APPENDIX B – Request for Proposal 

 
● APPENDIX C – Proposal 

 
The proposer's proposal (if selected for award), including any Bid Forms and all proposal 
requirements. 

 
● APPENDIX D – General Specifications 

 
● APPENDIX E – Proof of Workers’ Compensation and Disability Benefits Coverage 

 
Unless the Contractor is a political sub-division of New York State, the Contractor shall 
provide proof, completed by the Contractor's insurance carrier and/or the Workers' 
Compensation Board, of coverage for: 

 
Workers' Compensation, for which one of the following is incorporated into this contract 
as Appendix E-1: 
o WC/DB-100, Affidavit For New York Entities And Any Out-Of-State Entities With 

No Employees, That New York State Workers’ Compensation And/Or Disability 
Benefits Insurance Coverage Is Not Required; OR 

o C-105.2 – Certificate of Workers’ Compensation Insurance.  PLEASE NOTE:  The 
State Insurance Fund provides its own version of this form, the U-26.3; OR 

o SI-12 – Certificate of Workers’ Compensation Self-Insurance, OR GSI-105.2 – 
Certificate of Participation in Workers’ Compensation Group Self-Insurance. 

 
Disability Benefits coverage, for which one of the following is incorporated into this 
contract as Appendix E-2: 
o WC/DB-100, Affidavit For New York Entities And Any Out-Of-State Entities With 

No Employees, That New York State Workers’ Compensation And/Or Disability 
Benefits Insurance Coverage Is Not Required; OR 

o DB-120.1 – Certificate of Disability Benefits Insurance OR 
o DB-155 – Certificate of Disability Benefits Self-Insurance 

 
● APPENDIX H – Health Insurance Portability and Accountability Act (HIPAA) (if 

applicable) 
 
 
 
 
 
 



BSFP Training Services RFP 

   - 36 -

G. ATTACHMENTS 
 

● Attachment 1 – Bid Form 
 
● Attachment 2 – No-Bid Form 
 
● Attachment 3 – NYS Taxation and Finance Contractor Certification Form ST-220-TD 
 
● Attachment 4 – NYS Taxation and Finance Contractor Certification Form ST-220-CA 
 
● Attachment 5 – Vendor Responsibility Attestation 

 
● Attachment 6 – Sample Letter of Interest 

 
● Attachment 7 –  Cover Page 

 
● Attachment 8 – Cost Proposal 
 

o Part 1 – Instructions 
o Part 2 – Detailed Cost Proposal for Years 1 and 2 
o Part 3 – Detailed Cost Proposal for Years 3, 4, and 5 

 
● Attachment 9 – General Definitions 
 
● Attachment 10 – New York State WIC Regions Map 

 
o Part 1 – WIC Sites by Region 
o Part 2 – WIC Sites in Metropolitan Region 
o Part 3 – WIC Sites in New York City 

 
● Attachment 11 – Historical Training Information 
 
● Attachment 12 – Proposal Checklist 

 
● Attachment 13 – Appendix A Standard Clauses for New York State Contracts 

 
● Attachment 14 – Appendix D General Specifications 
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ATTACHMENT 1 
 

Bid Form 
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NEW YORK STATE 
DEPARTMENT OF HEALTH 

 

BID FORM 
 
 

PROCUREMENT TITLE: _______________________________FAU #_____________ 
 

Bidder Name:   
Bidder Address:  
 
Bidder Fed ID No:  
 
 
A. _________________________________bids a total price of  $________________ 

  (Name of Offerer/Bidder) 

 
 
B. Affirmations & Disclosures related to State Finance Law §§ 139-j & 139-k: 
 

Offerer/Bidder affirms that it understands and agrees to comply with the procedures of the 
Department of Health relative to permissible contacts (provided below) as required by State 
Finance Law §139-j (3) and §139-j (6) (b). 

 
Pursuant to State Finance Law §§139-j and 139-k, this Invitation for Bid or Request for 
Proposal includes and imposes certain restrictions on communications between the 
Department of Health (DOH) and an Offerer during the procurement process. An 
Offerer/bidder is restricted from making contacts from the earliest notice of intent to solicit 
bids/proposals through final award and approval of the Procurement Contract by the DOH 
and, if applicable, Office of the State Comptroller (“restricted period”) to other than 
designated staff unless it is a contact that is included among certain statutory exceptions set 
forth in State Finance Law §139-j(3)(a).  Designated staff, as of the date hereof, is/are 
identified on the first page of this Invitation for Bid, Request for Proposal, or other 
solicitation document.  DOH employees are also required to obtain certain information when 
contacted during the restricted period and make a determination of the responsibility of the 
Offerer/bidder pursuant to these two statutes.  Certain findings of non-responsibility can 
result in rejection for contract award and in the event of two findings within a 4 year period, 
the Offerer/bidder is debarred from obtaining governmental Procurement Contracts.  Further 
information about these requirements can be found on the Office of General Services 
Website at: http://www.ogs.state.ny.us/aboutOgs/regulations/defaultAdvisoryCouncil.html 

 
1. Has any Governmental Entity made a finding of non-responsibility regarding the 

individual or entity seeking to enter into the Procurement Contract in the previous four 
years?  (Please circle): 

  No   Yes 
If yes, please answer the next questions: 

 
1a.  Was the basis for the finding of  non-responsibility due to a violation of State    

Finance Law §139-j (Please circle): 
  No   Yes 
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1b. Was the basis for the finding of  non-responsibility due to the intentional provision of 

false or incomplete information to a Governmental Entity?  (Please circle): 
  No   Yes 
 

1c. If you answered yes to any of the above questions, please provide details regarding 
the finding of non-responsibility below. 

 
Governmental Entity:__________________________________________ 

 
Date of Finding of Non-responsibility:  ___________________________ 

 
Basis of Finding of Non-Responsibility:  
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_________________________________ 
(Add additional pages as necessary) 

 
2a. 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?  (Please circle): 

  No Yes 
 

2b. If yes, please provide details below. 
 

Governmental Entity:  _______________________________________ 
 

Date of Termination or Withholding of Contract:  _________________ 
 

Basis of Termination or Withholding:  
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_________________________________ 
(Add additional pages as necessary) 

 
 

C. Offerer/Bidder certifies that all information provided to the Department of Health with 
respect to State Finance Law §139-k is complete, true and accurate. 
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D. Offerer/Bidder agrees to provide the following documentation either with their submitted 
bid/proposal or upon award as indicated below: 

 

With Bid Upon Award 

� � 1.  A completed N.Y.S Taxation and Finance Contractor Certification 
Form ST-220-CA (for procurements greater than or equal to 
$100,000) 

� �  2.  A completed N.Y.S. Office of the State Comptroller Vendor 
Responsibility Questionnaire (for procurements greater than or 
equal to $100,000) 

� �  3.  A completed State Consultant Services Form A, Contractor's 
Planned Employment From Contract Start Date through End of 
Contract Term 

----------------------------------------------------------------------------------------------------------- 
 
 
________________________________________ ___________________________________ 

(Officer Signature)  (Date) 

 
_________________________________________ ___________________________________ 

(Officer Title)  (Telephone) 
 

____________________________________ 
(e-mail Address) 
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ATTACHMENT 2 
 

No-Bid Form 
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NEW YORK STATE 

DEPARTMENT OF HEALTH 
 

NO-BID FORM 
 

 
PROCUREMENT TITLE: _______________________________FAU #_____________ 
 
Bidders choosing not to bid are requested to complete the portion of the form 
below: 

 
 

� We do not provide the requested services.  Please remove our firm from your mailing list 
 
� We are unable to bid at this time because: 

 
 

________________________________________________________________________ 
 
____________________________________________________________ 
 
____________________________________________________________ 
 
____________________________________________________________ 
 

 Please retain our firm on your mailing list. 
 
 
 
 

______________________________________________________________________________
__ 

(Firm Name) 

 
____________________________________ _____________________________________ 

 (Officer Signature)  (Date) 

 
____________________________________ _____________________________________ 

 (Officer Title) (Telephone) 

 
__________________________________ 

(e-mail Address) 

 
 
 

FAILURE TO RESPOND TO BID INVITATIONS MAY RESULT IN YOUR FIRM BEING 
REMOVED FROM OUR MAILING LIST FOR THIS SERVICE.  
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ATTACHMENT 3 
 

NYS Taxation and Finance Contractor Certification Form - ST-220-TD
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ATTACHMENT 4 
 

NYS Taxation and Finance Contractor Certification Form - ST-220-CA 



BSFP Training Services RFP 

   - 49 -



BSFP Training Services RFP 

   - 50 -



BSFP Training Services RFP 

   - 51 -

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ATTACHMENT 5 
 

Vendor Responsibility Attestation 
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Vendor Responsibility Attestation 
 
 

To comply with the Vendor Responsibility Requirements outlined in Section E, Administrative, 
10. Vendor Responsibility Questionnaire, I hereby certify: 
 
Choose one: 
 
 
 An on-line Vender Responsibility Questionnaire has been updated or created at OSC's 

website: https://portal.osc.state.ny.us within the last six months. 
 
 
 A hard copy Vendor Responsibility Questionnaire is included with this proposal/bid 

and is dated within the last six months.   
 
 
 A Vendor Responsibility Questionnaire is not required due to an exempt status.  

Exemptions include governmental entities, public authorities, public colleges and 
universities, public benefit corporations, and Indian Nations. 

 
 
Signature of Organization Official: ___________________________________ 
 
Print/type Name: _____________________________________ 
 
Title: ________________________________________ 
 
Organization: ________________________________________ 
 
Date Signed: __________________ 
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ATTACHMENT 6 
 

Sample Letter of Interest or Letter to Receive RFP Questions and Answers 
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Sample Letter of Interest or Letter to Receive RFP Questions and Answers 
 
 
 
 
 
 
Ms. Maureen Shanahan 
Bureau of Supplemental Food Programs 
Division of Nutrition 
New York State Department of Health 
Riverview Center 
150 Broadway – 6th Floor West 
Albany, New York 12204-2719 
  
 RE: RFP #: (insert RFP number) 
  Training Services for the BSFP 
 
Dear Ms. Shanahan: 
 
 This letter is to indicate our interest to bid on the above Request for Proposals and to 
request that our organization be placed on the mailing list for any updates or amendments, 
written answers to questions, or addenda to the RFP. 
 
 My organization (insert name of organization and FEIN) will provide the services 
specified in this RFP.  (insert brief statement of eligibility).  The individual who will serve as the 
contact for this proposal is: 
 
(insert name, address, telephone number, and e-mail address) 
 
 We understand that in order to receive any RFP updates and/or modifications as well as 
answers to submitted questions, the NYS Department of Health requires that this letter be 
received by the Division of Nutrition, Bureau of Supplemental Food Programs by February 19, 
2008. 
 
 If you have any questions, please contact (insert name of contact). 
 
 Sincerely, 
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ATTACHMENT 7 
 

Cover Page 
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Cover Page 
 

Proposal for Training Services for the Bureau of Supplemental Food Programs 
 

PROPOSAL ENTITY: ________________________________________________________ 

(Name & Address) ________________________________________________________ 

 ________________________________________________________ 
 

FEDERAL INTERNAL REVENUE TAX IDENTIFICATION #  
 

INDIVIDUAL TO CONTACT REGARDING THIS PROPOSAL: 

Name: Title:
 

Telephone Number: E-mail:
 

 
 
PERSON AUTHORIZED TO SIGN A CONTRACT FOR PROPOSER ORGANIZATION 

Name:  Title:  

Address:  Telephone Number:  

  Fax Number:  

Signature/Date:  E-mail Address:  

 
 
TRAINING LOCATIONS (ACTUAL OR ANTICIPATED) 
 

Capital Region Address:  

  

Metropolitan Region Address:  
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ATTACHMENT 8 
 

Cost Proposal 
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Cost Proposal - Part 1 – Instructions 
 
This component must be submitted in a sealed envelope clearly marked “Cost Proposal – 
Training Services for the BSFP” with the agency name and signed by an authorized 
representative (3 originals, 6 copies). 
 
The Cost Proposal section consists of the following: 

 
• Detailed Cost Proposal Form for Years 1 and 2 
• Detailed Cost Proposal Form for Years 3, 4, and 5 

 
The Cost Proposal estimate provides a basis for cost comparison between proposers.  The 
following quantities and information are presented as examples for cost comparison of the 
proposals only, and may be modified in the contract. 
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Cost Proposal - Part 2 – Detailed Cost Proposal for Years 1 and 2 
 
Training Services Entity Name:  ___________________________________________________ 
 
Contract Period: October 1, 2008 – September 30, 2010 
 

Item Unit 
Estimated 

Annual 
Quantity 

Unit Cost for 
Years 1 & 2 

Modalities 
Mobile Computer-based Trainings Per pupil-day 270  

Computer-based Trainings Per pupil-day 1,530  

Classroom Trainings Per pupil-day 8,000  

Expert-led Classroom Trainings6 Expert premium per day 140  

Teleconferences/Satellite Video 
Conferencing Per conference 4  

Expert-led Conferences6 Expert premium per day 3  

On-site Local Agency Training Per diem per trainer 20  

Task 
Rate per poster 5  

Rate per brochure 10  Develop materials 

Rate per message card 20  

Rate per 50 posters 25  

Rate per 50 brochures 50  Print, copy or reproduce materials 
Rate per 100 message cards 100  

Prepare multilingual materials Rate per page  200  

WICSIS and FANIS testing Per testing day for each staff 
member 40  

Website development Flat rate – one-time fee 1  
Website maintenance Monthly rate 12  

Consulting services6 Hourly rate 500  

 
 
 

Contract Signatory:  Date:  

                                                 
6 Not to Exceed Rate 
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Cost Proposal - Part 3 – Detailed Cost Proposal for Years 3, 4, and 5 
 
Training Services Entity Name:  ___________________________________________________ 
 
Contract Period: October 1, 2010 – September 30, 2013 
 

Unit Cost for  Item Unit Year 3 Year 4 Year 5 
Mobile Computer-based 
Trainings Per pupil-day    

Computer-based Trainings Per pupil-day    

Classroom Trainings Per pupil-day    

Expert-led Classroom 
Trainings7 

Expert premium per 
day    

Teleconferences/Satellite Video 
Conferencing Per conference    

Expert-led Conferences7 Expert premium per 
day    

On-site Local Agency Training Per diem per trainer    

Rate per poster    
Rate per brochure    Develop materials 
Rate per message 
card    

Rate per 50 posters    
Rate per 50 
brochures    Print, copy or reproduce 

materials 
Rate per 100 
message cards    

Prepare multilingual materials Rate per page     

WICSIS and FANIS testing Per testing day for 
each staff member    

Website development Flat rate N/A N/A N/A 

Website maintenance Monthly rate    

Consulting services7 Hourly rate    

 
 
 

Contract Signatory:  Date:  

                                                 
7 Not to Exceed Rate 
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ATTACHMENT 9 
 

General Definitions 
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General Definitions 
 

Bureau of Information Technology Services (BITS) – A program within the Division of 
Nutrition responsible for maintaining all automation and technology-related issues. 
 
Competent Professional Authority (CPA) – An individual on staff of the WIC local agency 
authorized to determine nutritional risk and prescribe supplemental foods.  The following 
persons are the only persons of the State agency who are authorized to serve as a competent 
professional authority:  Physicians, Nutritionists (bachelor’s or master’s degree in Nutritional 
Sciences, Community Nutrition, Clinical Nutrition, Dietetics, Public Health Nutrition or Home 
Economics (with emphasis in nutrition)), Dietitians, Registered Dietitians, Physician’s Assistants 
(certified by the National Committee on Certification of Physician’s Assistants or certified by the 
State medical certifying authority), or State or local medically trained health officials. 
 
Commodity Supplemental Food Program (CSFP) – USDA Commodity Supplemental Food 
Program that provides USDA donated foods to eligible women, infants, children and the elderly 
at various distribution sites in Queens, Kings, Nassau and Suffolk counties. 
 
Division of Nutrition (DON) – Division of the New York State Department of Health that 
manages programs designed to improve the nutritional status of New York State residents.  It 
oversees the Bureau of Supplemental Food Programs. 
 
Eat Well Play Hard (EWPH) – New York State Department of Health program designed to 
prevent childhood obesity and reduce long-term risks for chronic disease through promotion of 
targeted dietary practices and increased physical activity beginning at age two.  Strategies 
include increased developmentally appropriate physical activity, and the increased consumption 
of low-fat (1%) or fat-free milk/dairy products, vegetables, and fruits. 
 
Food and Nutrition Information System (FANIS) – The automated system under which CSFP 
operates. 
 
Local Agency (LA) – Generally used to refer to those agencies providing local WIC services to 
participants through a contract with the NYS DOH. 
 
New York State Department of Health (NYS DOH) – The State contracting agency. 
 
Nutrition Education – Individual or group education session designed to improve health status, 
achieve positive changes in dietary habits, and emphasize relationships between nutrition and 
health, in keeping with participant personal, cultural, and socioeconomic preferences. 
 
Nutrition Risk – Detrimental or abnormal nutritional conditions, detectable by biochemical or 
anthropometric measurements; other documented nutritionally-related medical conditions; 
dietary deficiencies that impair or endanger health; or conditions that predispose persons to 
inadequate nutritional patterns, or nutrition related medical conditions. 
 
Registered Dietitian – An individual accredited by the American Dietetic Association 
Commission on Dietetic Registration. 
 
Request for Proposals (RFP) – A formal request for proposals used by the NYS DOH. 
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USDA – United States Department of Agriculture. 
 
VENA – Value Enhanced Nutrition Assessment. 
 
VMA – Vendor Management Agency. 
 
WIC Participant – A pregnant woman, breastfeeding woman, postpartum woman, infant or 
child, who has been certified by the WIC Program and is receiving supplemental foods or food 
instruments under the WIC Program.  Pregnant, breastfeeding or postpartum women, infants, 
children or elderly persons certified by and receiving commodities from the CSFP also referred 
to as participants. 
 
WIC Program – The Special Supplemental Nutrition Program for Women, Infants and 
Children. 
 
WICSIS – The NYS WIC Program Statewide Information System.  The automated system under 
which the WIC Program operates. 
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ATTACHMENT 10 
 

New York State WIC Regions Map 
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New York State WIC Regions Map - Part 1 – WIC Sites by Region
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New York State WIC Regions Map - Part 2 – WIC Sites in Metropolitan Region
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New York State WIC Regions Map - Part 3 – WIC Sites in New York City
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ATTACHMENT 11 
 

Historical Training Information 
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Historical Training Information 
 

 FFY 2005 FFY 2006 FFY 20078

Total Number of Trainings 

Mobile Computer-based Trainings N/A N/A N/A 

Computer-based Trainings 14 14 16 
Classroom Trainings 18 18 39 
Expert-led Classroom Trainings 9 12 7 
Teleconferences/Expert-led Conferences/Satellite Video 
Conferences 2 2 1 

On-site Local Agency Training 0 4 0 

Total Number of Trainees/Attendees 

Mobile Computer-based Trainings N/A N/A N/A 
Computer-based Trainings 130 160 173 
Classroom Trainings9 690 818 1408 

Teleconferences/Expert-led Conferences/Satellite Video 
Conferences 768 1,300 700 

On-site Local Agency Training 0 30 0 

Total Number of Pupil Days 

Mobile Computer-based Trainings N/A N/A N/A 
Computer-based Trainings 650 800 865 
Classroom Trainings9 2638 1650 2164 
Total Number of Training Days 

On-site Local Agency Trainings N/A 
17 

Number of 
trainers: 4 

N/A 

Expert-Led Classroom Trainings10 37 40 15 
 

                                                 
8 Figures in this column represent year-to-date totals  
9 Includes totals for Expert-Led Classroom trainings. 
10 The actual number of training days utilized for Expert-Led Classroom Trainings. 
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ATTACHMENT 12 
 

Proposal Checklist 
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Proposal Checklist 
 
Prior to submission of your proposal, be sure you have completed and included all of the 
following documentation: 
 
_____ Technical Proposal – (must be placed in a separate envelope and clearly marked 

“Technical Proposal – Training Services for the BSFP”; 3 originals + 6 copies) 
 
_____ Section I – Cover Page (Attachment 7) 
 
_____ Section II – Executive Summary 
 
_____ Section III – Organizational Qualifications 
 
_____ Section IV – Staffing 
 
_____ Section V – Training Services 
 
_____ Section VI – Administration of Training Programs 
 
_____ Section VII – Website Maintenance and Development 

 
_____  Attachment 5 – Vendor Responsibility Attestation 

 
_____  Attachment 3 – NYS Taxation and Finance Contractor Certification Form ST-

220-TD 
 

_____  Attachment 4 – NYS Taxation and Finance Contractor Certification Form ST-
220-CA 

 
_____ Cost Proposal (Attachment 8) – (must be placed in a separate envelope and clearly 

marked “Cost Proposal – Training Services for the BSFP”; 3 originals + 6 copies) 
 
_____ Bid Form (Attachment 1) 
 
_____ Part 2 – Detailed Cost Proposal Form for Years 1 and 2 
 
_____ Part 3 – Detailed Cost Proposal Form for Years 3, 4, and 5 
 



BSFP Training Services RFP 

 - 72 -

 
 
 
 
 
 
 
 
 
 
 
 

ATTACHMENT 13 
 

APPENDIX A - Standard Clauses for New York State Contracts 
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ATTACHMENT 14 
 

APPENDIX D - General Specifications 
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