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Basic Information 
 

RFP Release Date October 30, 2018 

Proposal Due Date 
This is an “Open‐Ended” RFP. Therefore, proposals will be accepted and reviewed on 
an on-going basis until the available permanent capacity has been met. Proposals 
will be accepted beginning on October 30, 2018.  

Pre-Proposal 
Conference 

Date: November 14, 2018 Time: 2:00pm to 4:00pm 

Place: 150 Greenwich 
Street (4 World Trade 
Center), 37th Floor Bid 
Room, New York, NY 10007 

Please note security at 150 Greenwich Street requires that all visitors provide 
identification (with photo) to be admitted in the building. Please arrive at least 
fifteen (15) minutes early to ensure adequate time for security procedures. To 
expedite the process, please send an email to accoprocurements@dss.nyc.gov with 
the names of the individuals expected to attend from your organization no later 
than the day before the pre-proposal conference. Please include RSVP and the title 
of the RFP in the subject line of the email. In addition, Contractors should bring a 
copy of the RFP to indicate the purpose of the individual’s visit to the building.   

Anticipated  
Contract Term 

The term of the contract(s) will be five (5) years with a four (4) year option to renew. 
DHS reserves the right to adjust the contract term. Longer length engagements may 
be contracted to correspond with the underlying lease or funding agreement.  

Agency Contact Person Cinnamon Warner: accoprocurements@dss.nyc.gov   

Anticipated Payment 
Structure 

Anticipated Total Maximum Available Funding: As Needed through the course of 
this RFP. 

• Anticipated Maximum Startup Funding to be negotiated.  

• The number of awards will be determined by DHS in order to implement the 
Turning the Tide plan: nyc.gov/tide 

Minimum 
Qualifications  

• To propose for this RFP, the proposer must have a 501c3 IRS Determination 
letter to be eligible. All proposers must submit a copy of their IRS 501(c)(3) 
Determination Letter at the time of proposal. Failure to do so shall result in a 
determination that the proposal is non-responsive. 

Questions Regarding 
this RFP 

• Questions regarding the RFP must be transmitted in writing to the Agency 
Contact Person.   

• Questions received prior to the Pre-Proposal Conference will be answered at the 
conference. Substantive information /responses to questions will be released in 
an addendum to the RFP to all organizations that are prequalified to propose to 
the RFP through the HHS Accelerator system, unless in the opinion of the 
Agency, the question is of proprietary nature. 

http://www.nyc.gov/hhsaccelerator
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mailto:accoprocurements@dss.nyc.gov
https://www1.nyc.gov/site/dhs/about/tide.page


Shelter Facilities for Homeless Single Adults              EPIN: 07119I0001 

 
This Request for Proposals is issued through the HHS Accelerator system to those organizations prequalified in the relevant service areas.  Likewise, 
proposals must be submitted through the HHS Accelerator system in the manner set forth in the 'Procurements' section of the system by those same 

prequalified organizations.  Go to www.nyc.gov/hhsaccelerator to learn more. 

3 

 

 
Subcontracting 
Information 
 

Subcontracting is permissible under the following conditions: 

• The proposer will identify any proposed subcontractor in the proposal. 

• All contractors and subcontractors shall be subject to DHS approval before 
expenses are incurred and payments made.  
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Proposal Submission Information 

General Guidelines  

• All proposals must be submitted utilizing the Procurement Tab of the HHS 
Accelerator system at www.nyc.gov/hhsacceleratorlogin by providers with 
approved HHS Accelerator Applications, including Business Application and 
required Service Application(s) for the areas listed in the Services and Providers 
Tab. 

• This is an open-ended RFP. Therefore, there is no prescribed due date for 
submission. All proposals will be reviewed by the agency on an on-going basis as 
they are received until all agency requirements have been addressed. Beginning 
Date for accepting proposal will be October 30, 2018.  

• Please allow sufficient time to complete and submit proposals, which includes 
entering information, uploading documents, and entering log-in credentials. 

• Providers are responsible for the timely electronic submission of proposals. 
        Resources such as user guides, videos, and training dates are listed on  
        www.nyc.gov/hhsaccelerator. For more information about submitting a 

proposal through the HHS Accelerator system, please contact 
help@mocs.nyc.gov 

Proposal Details  

Basic Information • Enter Proposal Title. 

Provider Contact  • Select member of your organization who will be the primary contact. 

Funding Request • Enter total funding request. 

Custom Questions 

• Enter the number of Single MALE Adult Beds. 

• Enter the number of Single FEMALE Adult Beds. 

• Enter Community District. 

• Enter Block and Lot Number.   

• Enter Zoning District Designation. 

• Enter number of floors in building. 

• Enter average square foot per floor. 

• Facility is ADA compliant. Enter Yes or No. 

• Facility is currently occupied. Enter Yes or No. 
Facility is under jurisdiction of City, State, or Federal Regulations. Enter Yes or 
No. 

Site Information • Enter Facility Name and Address. 

Proposal Documents  

 
 
Required Documents  
Note: A complete and separate 

proposal, including all required 
documents, must be 
submitted for each site 
proposed.  

Document Type Description 

Proposal 
Completed Structured Proposal Form 
(Attachment E) 

Budget  
Completed Proposal Budget Summary 
(Attachment C) 

Key Staff - Resumes Resume and/or job descriptions  

Organizational Chart  
Program organizational chart showing how 
the proposed services fit with the proposer’s 
organization 

http://www.nyc.gov/hhsaccelerator
http://www.nyc.gov/hhsaccelerator
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Reference  
Three (3) letters of reference from non-
governmental entities 

Annual Report 
Financial Audit Report or Certified Financial 
Statement or letter explaining why no 
financial statement is currently available  

Property Management 
Plan  

Property management plan narrative  

Site Control 

• Proof of site control for a minimum of 
the initial term of contract (five (5) years) 

• Letter of intent from owner or landlord 
OR other proof of ownership or site 
control, such as a deed, executed 
contract of sale, and/or executed long 
term lease  

IRS Determination Letter 
501(c)(3) 

501(c)(3) Internal Revenue Service 
determination letter 

Doing Business Data 
Form 

Completed Doing Business Data Form  

Optional Documents 

Certificate(s) of 
Occupancy 

Certificate of Occupancy 

Medical Linkage 
Agreements 

Linkage agreement(s) from medical 
organizations providing services that support 
the achievement of program participants’ 
service plan goals 

Community Linkages 
and Partnerships 

Linkage agreement from organizations 
providing services that support the 
achievement of program participants’ service 
plan goals 

Additional Requirements for 
Documents  

• Proposal document file size cannot exceed 12MB. 

• Proposal documents must be in one of the following file formats: 
Word (.doc, .docx), PDF (.pdf), and Excel (.xls, .xlsx). 

• Only one document file can be added to each required document 
slot. If you need to combine documents, complete one of the 
following steps: 

o For Word documents: Cut and paste contents of all resumes 
into one Word document.  

o For PDF documents: Combine files into a single PDF. 
o For Printed documents: Scan the multiple documents into a 

single document. 
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Section I – Program Background 

The Department of Homeless Services works to prevent homelessness before it occurs, address street 
homelessness, and assist New Yorkers in transitioning from shelter and street homelessness to permanent 
housing. DHS collaborates with non-profit partners to provide temporary shelter and services that homeless 
New Yorkers need to achieve and maintain housing permanency. In April 2016, Mayor de Blasio announced a 
major restructuring of homeless services in New York City by creating an integrated and streamlined 
management structure for DHS and the Human Resources Administration (HRA) under the Commissioner of the 
Department of Social Services. In February 2017, the Mayor announced his comprehensive plan to turn the tide 
on homelessness, neighborhood by neighborhood. The plan’s guiding principle is community and people first, 
and giving homeless New Yorkers, who come from every community across the five boroughs, the opportunity 
to be sheltered closer to their support networks and anchors of life, including schools, jobs, family, medical care, 
houses of worship, and communities they called home in order to more quickly stabilize their lives. Learn more 
about how DHS is turning the tide on homelessness, neighborhood by neighborhood, at nyc.gov/tide. 

As outlined in our plan and as demonstrated over the past year, the City is seeking to identify high-quality 
borough-based capacity in community districts that:  

• currently have cluster sites and/or commercial hotels that are closing during the “Turning the Tide” 
plan, requiring a smaller number of high-quality borough-based replacement locations to provide 
sufficient shelter capacity for families and individuals who become homeless to be sheltered near to 
their community supports and the anchors of their lives; and/or 

• do not have enough existing shelter capacity for families or individuals who become homeless to be 
sheltered near to their community supports and the anchors of their lives like schools, jobs, medical 
care, houses of worship and families as they get back on their feet. 
 

DHS is seeking appropriately qualified vendors to operate transitional residences for Adults. The mission of DHS 
is to prevent homelessness when possible and to provide short-term, emergency shelter for individuals who 
have no other housing options available. Residences, which operate in accordance with applicable New York 
State Codes, Rules and Regulations, provide temporary housing accommodations and social services to 
homeless individuals until viable housing alternatives become available. In addition to locating viable housing, 
the residence program would promote the client’s move to independent living. Residences must provide, at a 
minimum, social services, assistance in seeking permanent housing, assistance is seeking employment and 
linkages to medical and behavioral (mental health and substance use), health care and recreation services, 
Services are provided on-site and/or through linkages with other community-based programs.  

The goals and objectives of these shelters are to provide transitional housing for Single Adults without other 
housing options, as well as services that help secure viable housing in the community and maintain independent 
living arrangements. These shelters shall provide structure and an atmosphere which facilitates assessment of 
the clients’ needs, the provision of case management and other social services, referrals to appropriate 
community based services and assistance in securing alternative housing. The goal of this RFP is to procure high-
quality, borough-based shelters for Homeless Single Adults that will enable these clients to quickly obtain viable 
housing within the community.  
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Section 2 – Program Expectations and Proposal Instructions 
 
A.  Experience 

1. Program Expectations: 
a. The contractor must have tax-exempt not-for-profit status under 501(c) (3) of the internal 

revenue code.  
b. The contractor and/or sub-contractors, if any, would have at least three (3) years of successful 

demonstrated experience, within the last six (6) years, in providing social services to vulnerable 
populations and operating residences for homeless adults.   

c. The contractor and/or sub-contractors, if any, would have at least three (3) years of successful 
demonstrated experience, within the last six (6) years, in operating homeless and/or low-
income housing programs and/or the provision of other social services. 

d. The contractor and/or subcontractors, if any, would have the organizational capability to 
manage the administrative, social service, and financial components of this program. 

2.   Proposal Instructions: 
a.    Complete Section II (A) of Attachment E: Structured Proposal Form, questions 1-3.  
b. Attach an IRS Determination Letter for 501(c) (3) status. 
c. Attach three (3) Letter of Reference from non-governmental entities. 

3.   Evaluation: 
a.    This section will be evaluated based on the extent to which the proposer demonstrates relevant 

experience and capability to operate the program based on the expectations outlined in this 
section. It is worth a maximum of 15 points in the Proposal Evaluation. 

 

B. Intake, Case Management and Residential Services 
1. Program Expectations: 

a. Intake/Orientation 
i. The contractor would only accept clients referred to the respective residence by DHS; all 

DHS-referred clients will be accepted into the residences on a twenty-four (24) hour, 
seven (7) day a week basis. 

ii. The contractor would interview incoming clients at entry and complete a DHS Client 
Assistance and Re-housing Enterprise System (CARES) conditional check-in. Within 24 
hours of entry, the contractor would complete a CARES conditional review to establish 
eligibility for entitlements, medical and behavioral health needs, educational needs, and 
other appropriate services to stabilize the client. This interview would also serve to 
establish an exit strategy and target an exit date for the individual. 

iii. The contractor would complete an initial CARES service plan within fourteen (14) 
calendar days. This assessment of the client’s needs would include a mutually agreed 
upon written service plan designed to help the client obtain viable housing. The service 
plan would prioritize the individualized goals with projected time frames for completion.  

iv. The contractor would complete an initial Independent Living Plan (ILP) within fourteen 
(14) calendar days. The ILP would lay out a plan that assists the client in obtaining the 
skills to enhance their ability to live independently, and would set as a goal that the 
clients move back to the community. The contractor would be required to perform bi-
weekly updates and ongoing follow up to the ILP. 

v. The contractor would orient new residents to the facility which includes, but is not 
limited to, explaining facility rules, providing new residents with a list of rights and 
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responsibilities, grievance complaint procedures and housekeeping items, and assigning 
them to a specified residential unit. 

vi. The contractor would provide each client with a thorough explanation of the DHS Client 
Code of Conduct (CCC). The signing of the CCC would initiate the client’s understanding 
of this process. 

b.    Case Management 
i. The contractor would engage clients in educational and/or vocational training, 

occupational development training, and the necessary mental health and substance use 
services.  The contractor would also work with clients to build life and decision-making 
skills in order to promote long-term educational gains, career exploration, employment 
attainment and retention, and improved quality of life.  The contractor must leverage 
resources from the local community in order to support clients and their ability to live 
independently and attain stable and/or increased earnings.  

ii. In partnership with housing specialists, case managers would connect clients to 
opportunities in the community to fulfill their needs and promote stable employment 
earnings and public assistance, where needed, to sustain permanent housing. 

iii. More specifically, case managers would help clients with the following: 
• Determining the best exit strategy according to individual needs and what they 

can afford; 
• Conducting intake interviews and assessments in CARES; 
• Conducting Independent Living Plans biweekly in CARES; 
• Monitoring case plans for effectiveness; 
• Creating savings plans, if applicable;  
• Ensuring the individuals cash assistance cases are active;  
• Determining and monitoring clients’ immediate needs, functional capabilities and 

the assistance needed to stabilize housing, healthcare, finances, and assisting in 
meeting those needs; 

• Assisting clients with care coordination and communicating with their Health 
Home Care Coordinator if they have one, or assisting in communicating with their 
medical providers if needed; 

• Assisting clients in enrolling into Health Homes; 
• Keeping updated records of meetings and actions taken;  
• Establishing and maintaining working relationships with public agencies 

concerning public benefits, employment services, supportive services, housing 
resources, etc.; 

• Counseling clients when confronting issues adversely affecting their lives (e.g., 
mental illness, addiction, abuse, loss); 

• Linking clients to appropriate community partners; 
• Exploring the option of client reunification as a way to transition out of shelter; 
• Updating case notes and documenting all case activities and any non-compliance 

in CARES; 
• Working with clients to identify ways to resolve adverse credit reports; 
• Meeting or exceeding housing placement targets set by DHS; 
• Maintaining a flexible work schedule, taking into account working clients’ 

schedules;  
• Inspecting all dorms on at least a weekly basis or more frequently if necessary; 
• Helping individuals navigate the Public Assistance system and other City agencies; 
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• Communicating accurate information to individuals; 
• Reviewing facility rules and expectations with clients upon arrival; 
• Providing effective supervision for strong service delivery; and 
• Effectively document all case management efforts in CARES.  

  c.  Housing Specialist Services 
  The role of the Housing Specialist includes, but is not limited to, the following: 

• Maintaining relationships with landlords/brokers and housing-related community 
organizations; 

• Securing a pool of available apartments of all sizes and rent levels to be offered to 
housing-ready families; 

• Helping clients complete applications and collect the necessary documents for 
affordable and subsidized housing; 

• Assisting clients throughout the entire housing process, including submitting an 
application, meeting prospective landlords, lease signing, and moving out; 

• Working directly with realtors, landlords and DHS to expedite the lease-signing 
process and move outs;  

• Preparing housing status reports as needed; 

• Assisting clients in finding suitable apartments and escorting clients to apartment 
viewings and interviews; 

• Meeting regularly with assigned clients about their exit strategies, at least every 
two (2) weeks, and exploring every possible housing option available; 

• Ensuring that clients view at least three (3) apartments or other suitable housing 
weekly; 

• Preparing housing status reports as needed; and 

• Meeting or exceeding housing placement targets set by DHS. 
2.   Proposal Instructions: 

a.    Complete Section II (B) of Attachment E: Structured Proposal Form, questions 4-6. 
3.   Evaluation: 

a.   This section will be evaluated based on the quality of the proposed approach to operate the 
program based on the expectations outlined in this section. It is worth a maximum of 15 points 
in the Proposal Evaluation. 

 

C. Supportive Services  
1.   Program Expectations: 

a.   Public Assistance    
i. The contractor would ensure that all clients apply for all benefits that they may be 

eligible for, including public assistance, and use their benefits to assist in securing 
permanent housing. 

ii. The contractor would ensure that all eligible clients apply for public assistance, produce 
all documents necessary for establishing and maintaining public assistance eligibility, 
satisfy all requirements for participation in employment and training programs, accept 
jobs and work assignments satisfy requirements for participation in rehabilitation 
services and participate in child support enforcement programs. 

b.   Health Services 

i. The contractor would establish a relationship via a medical linkage agreement 
with a fully-accredited medical institution or clinic for referral and care 
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coordination of resident clients for routine examinations and emergency 
treatment. Whenever possible, a clinic that has experience in serving homeless 
individuals should be selected.     

ii. The contractor would implement appropriate procedures to ensure that 
communicable diseases are promptly identified; the medical provider is 
contacted immediately or the client sent to the hospital, and that those affected 
are isolated, if appropriate. In addition, the contractor would facilitate any 
needed investigations, testing screening and treatments or vaccinations.  

iii. The contractor would ensure that at least one staff person possessing first-aid and 
CPR   training would be on duty at all times.    

iv. The Contractor would be or become a New York State Certified Opioid Overdose 
Prevention Program (OOPP) or would willingly participate in the DHS OOPP and 
have at least one to two staff members trained as Certified Overdose Prevention 
Responders to cover all shifts. The Contractor will identify an Overdose 
Prevention Champion who will train staff and offer naloxone training to all clients. 

v. As part of the clinical assessment, the contractor would evaluate residents’ health, 
mental health and substance use status, and make necessary referrals to 
appropriate services. All clients would receive a full assessment, including medical 
history, evaluation of any current complaints, physical examination, tuberculosis 
test, preferably the QuantiFERON® blood test (QFT) to all clients, evaluating the 
status of preventive care (last pap smear, last mammogram, for example, based 
on age and US Preventive Services Task Force recommendations), mental health 
assessment, substance use history, medications, smoking status and anything else 
as needed. Based on this assessment, plans for updating immunizations, referrals 
for follow-up care and screening or evaluations by specialists and behavioral 
health specialists would be put in place. If an assessment was completed at a 
previous shelter, the contractor will review the previous assessment and 
coordinate for follow-up or specialty care as indicated. The contractor will offer 
routine immunizations according to DOHMH/CDC recommendations: including 
hepatitis A and B, influenza, pneumococcal pneumonia, etc.  

vi. The contractor would ensure that all women of reproductive age are provided 
with family planning counseling and access to free or low-cost contraception. 

vii. The contractor would provide access to sharps disposal containers for clients who 
use needles to inject medications.  

viii. The contractor would provide access to a refrigerator in a secure area for clients 
who may be on medications that require refrigeration.  

ix. The Contractor would refer to psychiatric outpatient services and substance use 
services, including medication-assisted treatment for opiate dependence, syringe 
exchange programs, detoxification services, residential rehabilitation, and smoking 
cessation counseling and tools. 

x. The contractor would develop and implement an appropriate and effective plan for 
emergency response, and for transferring clients to affiliated hospitals or clinics for 
treatment when necessary, including an on-call system for phone/email consultation 
coverage 24hrs/7 days a week.   

xi. The contractor would ensure that all clients sign HIPAA-compliant releases of 
information including the release of information to DHS. 

xii. The contractor would request all clients to sign consent for participation in Regional 
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Health Information Organizations (RHIOs).  
xiii. The contractor would ensure that the relevant information from all assessments and 

client encounters are entered in CARES. 
c.   Food Services 

i. The contractor would provide food services, in accordance with all Federal (FDA 
Food Code), New York State (NYS Part 14- Food Service Establishments) and City 
(NYC Article 81 Food Preparation and Food Establishments) rules, regulations and 
codes, as per the NYS Office of Temporary Disability Assistance, Part 491 which is 
accessible on their website  
http://otda.ny.gov/programs/shelter/documents/NYCRR-491.pdf.   

ii. The contractor is responsible for obtaining any necessary Food Service 
Establishment permits. 

iii. The contractor would serve three meals and two snacks a day to each client and 
snacks to new clients who arrive after the evening meal has been served. Meals 
must meet the Institute of Medicine (IOM) Dietary Reference Intakes (DRI), USDA 
Dietary Guidelines, and NYC Food Standards.  Meals must be available for those on 
medically prescribed diets (diabetic, heart healthy, renal for dialysis, and pureed), 
with documented food allergies, and/or those requesting religious accommodations.   

iv. The contractor may choose to sub-contract with an experienced food service vendor 
or, in locations with appropriate commercial kitchens, the contractor may propose 
preparing food on site. All vendors must be reviewed and approved by DHS.   

v. The contractor must follow NYC food standards as outlined here: 

https://www1.nyc.gov/assets/doh/downloads/pdf/cardio/cardio-meals-snacks-stadards 

2.   Proposal Instructions: 
a.     Complete Section II(C) of Attachment E: Structured Proposal Form, questions 7-10. 
b.  If applicable, attach Medical Linkage Agreements with a fully-accredited medical 

institution or clinic for referral of resident clients for routine examinations and 
emergency treatment.  

3.   Evaluation: 
  a.     This section will be evaluated based on the quality of the proposed approach to operate the 

program based on the expectations outlined in this section. It is worth a maximum of 15 
points in the Proposal Evaluation. 

 

D. Housing and Employment Placement Services 
1.    Program Expectations: 

a.    Employment Assistance 
i. The contractor would provide referral assistance in securing employment, job training 

and job placement services. The contractor would refer clients to job preparation 
and/or skills’ training programs through linkages with community-based programs as 
well as the broad array of HRA employment-related services as applicable. 

ii. The contractor will designate an employment specialist who will provide training, 
linkages to career enhancing employment, and partnerships with job training/placement 
services. 

b.   Housing Placement Services 
i. The contractor would be responsible for meeting housing placement targets set by DHS.  

ii. The contractor would advise the client about their responsibility to seek and accept the 
first suitable housing option appropriate for the client’s situation. 

iii. The contractor would ensure that each client is obtaining and completing appropriate 
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housing applications, including HPD Housing Connect applications and other NYC 
affordable housing programs and following up on housing appointments. 

iv. The contractor would provide appropriate forms to document housing search efforts, 
and verify all housing rejections, including the reason for rejections.  

v. The contractor would provide ongoing housing education through workshops and/or 
counseling.  

vi. The contractor would prepare clients for housing interviews and accompany clients on 
housing searches, when appropriate.  

 2.    Proposal Instructions: 
 a.    Complete Section II(D) of Attachment E: Structured Proposal Form, questions 11-12. 
 b.    If applicable, attach Linkage Agreements with other community-based organizations. 

3.    Evaluation: 
 a.    This section will be evaluated based on the quality of the proposed approach to operate the 

program based on the expectations outlined in this section. It is worth a maximum of 15 
points in the Proposal Evaluation. 

 
E. Staffing Plan 
1.   Program Expectations: 

a.    The contractor’s proposed staff would have the appropriate qualifications to effectively provide 
the requisite services to meet the needs of the target population.  DHS Programs would require 
all case managers to have a bachelor’s degree or higher. 

b. All staff members would have the appropriate experience for providing the proposed services; 
and also have opportunities for ongoing professional development and training. 

c. Appropriate staff would have a level of computer literacy that allows them to perform case 
management and operational functions in CARES. 

d. Appropriate and effective monitoring of the entries and exits of all individuals. 
e. The contractor would employ adequate staffing to ensure operational success, based on DHS 

staffing ratios where they apply (see Attachment D: Sample Model Budget Chart). This would 
include a Director of the Shelter and other appropriate titles including the following:  

• Director of Social Services (LCSW or LMSW) 

• Employment Specialist 

• Housing Specialist 

• Case Manager 
 Director of Shelter and all titles would be subject to DHS approval.  

f.  The contractor would employ mechanisms for providing ongoing and consistent staff 
supervision, ensuring adequate staff coverage (provide staffing schedule including back-up 
staff, and justifications for each position), procedures for evaluating staff performance and 
protocols for employee discipline and termination. 

g.  The contractor would hire staff that is culturally sensitive and able to communicate in the 
languages of the clients being served. 

h. The contractor would have the capacity to maintain staffing levels within established guidelines. 
i. DHS Program Administrators would review and approve all Shelter Director or similar level 
 hires. 

2.   Proposal Instructions: 
a.    Complete Section II (E) of Attachment E: Structured Proposal Form, questions 13-15. 
b.    Additionally, attach: 

i. An organizational chart specifically for the proposed program, indicating lines of 
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supervision and showing how proposed services fit into the proposer’s organization. 
ii. Resumes and/or description of the qualifications of all proposed program staff. If 

resumes are not available, include the intended job descriptions with qualification 
requirements. Specify administrative, managerial and clerical positions and indicate 
whether staff members work full-time or part-time. 

3.   Evaluation: 
a.   This section will be evaluated based on the quality of the proposed approach to operate the 

program based on the expectations outlined in this section. It is worth a maximum of 10 
points in the Proposal Evaluation. 

 

F. Partnerships 
1.   Program Expectations: 

a.   The contractor would engage in successful joint efforts with other organizations providing 
services to the target population. 

b.  The contractor would develop a “good neighbor plan” for the residence. The plan would 
address how quality of life issues in the immediate area, such as security, loitering and 
sanitation, would be handled and how the residence can be used as a community resource. 

c. The contractor would establish a community advisory board or other community forum 
consisting of residence staff, residents, and representatives from the community. 

d.  Representatives of the client shelter comprised of the Director or his/her designee, may be 
required to attend Community Board meetings when requested. In conjunction with DHS, the 
provider will do community notifications no later than 30 days before opening the shelter. 
Notice will be in the form as approved by DHS. 

2.   Proposal Instructions: 
a.    Complete Section II (F) of Attachment E: Structured Proposal Form, questions 16-18. 
b.   If applicable, attach Linkage Agreements with other community-based organizations. 

3.   Evaluation: 
a.    This section will be evaluated based on the quality of the proposed approach to operate the 

program based on the expectations outlined in this section. It is worth a maximum of 5 
points in the Proposal Evaluation. 

 

G.  Facilities, Building Management and Security 
1.   Program Expectations: 

a. Facility and Building Management  
i. DHS is committed to a shelter system that is accessible for people with disabilities 

and particularly seeks shelter that is or can be made accessible for clients with 
disabilities.  DHS is particularly seeking facilities that are or can be made ADA 
accessible, and greater consideration to proposals corresponding to this need.  

ii. The proposer would coordinate with the building owner to have a process for ensuring 

that all buildings have valid Certificates of Occupancy, meet requirements of the 

Department of Buildings (DOB), The Fire Department of NYC (FDNY), and the 

Department of Housing Preservation and Development (HPD), and be free of building 

and code violations. Violations will be monitored as part of contract management on an 

annual basis. 

iii. The contractor would assure the building has an appropriate Certificate of 
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Occupancy that conforms to the use of the program before clients reside in the 
building.  

iv. The contractor would complete weekly unit inspections in order to ensure the 
health and safety of clients in the facility.  

v. The contractor would be required to maintain all areas of the facility in safe and 
sanitary condition in compliance with DHS policies (see Attachment I: DHS 
Maintenance Policy Manual) and procedures and in compliance with the 
Applicable Law.   

vi. The contractor would perform regular maintenance of sleeping areas, and respond 
to client maintenance requests in a timely manner. Upon client exit, the contractor 
would have the dorm cleaned and prepared for a new placement within six (6) 
hours.  

vii. The contractor would perform routine maintenance and repair of the facility, 
including but not limited to all interior building components, mechanical systems 
such as HVAC, boilers, plumbing systems, electrical systems, elevators, roofing and 
exterior portions of the facility, in accordance with the contractor’s lease, license or 
other documentation which provides the contractor with site control of the facility.   

viii. Site control documents would be approved by DHS and would contain provisions 
which permit the contractor to withhold rent payments for failure to correct 
conditions cited by the Department in inspections of the facility or violations issued 
by the governing regulatory agency (e.g., DOB, HPD, DOHMH, etc.), and authorize 
the Department or other City agency to repair uncorrected conditions or violations 
that the City has determined a threat to the health and safety of the clients residing 
in the facility. 

ix. The contractor would implement a Property Management Plan as approved by DHS 
(see Attachment J: DHS Shelter Inspection Policy).  

x. The contractor would maintain the interior and exterior building components, 
including general plumbing, carpentry, electrical, window screens, window glass, 
non-capital masonry, tile repair, door alarms, locks, grounds equipment, and 
furnishings.  

xi. The contractor would undertake all repairs, major or minor, that are the result of 
the contractor’s negligence or are the result of vandalism by the contractor’s staff 
or clients.  

xii. The contractor would handle emergency repairs and provide preventive 
maintenance on a schedule approved by DHS. 

xiii. The contractor would maintain the building in compliance with all applicable 
Federal, State and City Laws and regulations governing the operation of the 
building.  

xiv. The contractor would comply with DHS’s violation protocol and would remediate all 
non-capital violations/deficiencies issued against the property. The contractor 
would immediately notify the Agency if any violations were issued against the 
facility. 

xv. The contractor would hire a qualified superintendent for the facility who has a 
satisfactory knowledge of building maintenance, and whose credentials would be 
presented to DHS for review. 

xvi. The contractor would hire qualified duly licensed individuals to perform specialized 
maintenance work wherein the trade or legal requirements mandate licensing or 
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certification to do such work. 
xvii. The contractor would be required to develop a system for recording and tracking all 

maintenance and repair functions.  
xviii. The contractor would furnish to the Department on an annual basis an inventory of 

all furnishings, equipment, and supplies purchased with Department funds.  
xix. The contractor would implement appropriate fire safety measures, including fire 

safety training for staff and residents. 
xx. Greater consideration will be given to proposals for sites in areas that have few 

shelters or community social services facilities at the time of the proposal 
submission. Proposers who lack experience in locating appropriate facilities sites 
are encouraged to work with qualified consultants or brokers.   

b.   Supervision/Security 
i. The contractor would create a security plan for the facility in order to provide a safe 

environment for all clients, facility staff members, and visitors.   
ii. All proposed security plans must be reviewed and approved by the New York City Police 

Department’s (“NYPD”) Security Management team. 
iii. The proposed security plan would delineate how the contractor will provide security 

services, 24 hours a day, 7 days a week, including but not limited to the number of 
security staff to be provided per shift; the number of security staff who possess 
appropriate fire safety  and CPR certifications per shift; the number and frequency of 
daily and weekly patrols (both internal and external); the location and number of 
cameras to be placed within and on the façade of the facility: the use of a Closed Circuit 
Television System to record and retain the images captured by the cameras placed 
throughout the facility; and the equipment (e.g., metal detectors, wands) and 
procedures for accessing the facility (e.g., bag inspections at entry points).  

iv. The contractor would provide sufficient and appropriate security services to ensure the 
safety of the residents, based on the NYPD/DHS Security Assessments.  Security guards 
at the residence would conduct themselves at all times in a professional manner. The 
residence requires supervision twenty-four (24) hours per day, seven (7) days a week, 
pursuant to State regulations. This requirement may be fulfilled by a uniformed agent, 
non-uniformed monitors, and/or surveillance measures. 

v. The contractor would either directly employ security staff or provide security pursuant 
to a sub-contracting agreement with duly licensed and authorized security company. All 
subcontracting agreements must be approved by DHS.  

vi. The contractor would ensure that security guards hired are licensed by the State of New 
York and undergo necessary background checks. 

vii. At least one officer per shift will be required to possess appropriate fire safety and CPR 
certifications.  

viii. Fire Safety Plans must be up to date and certified by FDNY.   
ix. The contractor would enforce a curfew and access to the residence would be controlled. 
x. The contractor would be required to provide hourly rounds on floors where individuals 

reside. Security staff would check in with individuals who have not signed the in/out log 
and/or presented a security management issue when social services staff is not on site. 

2.   Proposal Instructions: 
a.     Complete Section G of Attachment E: Structured Proposal Form, questions 19-23. 
b.   Attach the Property Management Plan. 
c. Attach proof of site control for a minimum of the initial term of contract (five (5) years). Letter of 
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intent from owner or landlord OR other proof of ownership or site control, such as a deed, 
executed contract of sale, and/or executed long term lease. 

d. If applicable, attach a Certificate of Occupancy that states a building’s legal use and/or type of 
permitted occupancy. 

3.   Evaluation: 
a.   This section will be evaluated based on the quality of the proposed plans and approach to 

operate the program based on the expectations outlined in this section. It is worth a maximum 
of 15 points in the Proposal Evaluation. Greater consideration will be given to proposals for 
sites in areas that have few shelters or community social services facilities at the time of the 
proposal submission. Greater consideration will be given to facilities that are or can be made 
ADA accessible. 

 
H. Data Monitoring and Reporting 
1.   Program Expectations: 

a. The contractor would submit status reports and statistical information monthly, including 
health assessment information as required by DHS, DHS Incident Reports (required 
immediately after occurrence), Annual Budget Reviews, Monthly Expenditure Reports, 
expense reports, yearly Close-Out statements, and any data requested by DHS on an ad hoc 
basis.  

b. The contractor would use appropriate case record maintenance and recording protocols. The 
contractor would use any system, manual or automated, required by DHS to record client 
information. This includes forms developed by DHS for inclusion in the case record and CARES. 

c. The contractor would submit for DHS review monthly invoices.  
d. The contractor’s existing internal monitoring system would effectively identify facility, program 

and fiscal problems, and would include case record maintenance and recording protocols.  
e. All case records would be available to DHS upon request. 
f. The contractor would gather client information in a format to be determined by DHS. 

Contractors would need standard computers and internet access, at a minimum, to collect 
and share data. 

g. DHS reserves the right to modify both the method of data collection as well as data 
elements collected. 

2.   Proposal Instructions: 
a.    Complete Section II (H) of Attachment E: Structured Proposal Form, questions 24-26. 

3.   Evaluation: 
a.   This section will be evaluated based on the quality of the proposed plans and approach to 

operate the program based on the expectations outlined in this section. It is worth a 
maximum of 5 points in the Proposal Evaluation. 

 
I. Budget Management 

1.    Program Expectations: 
a. DHS anticipates that the payment structure for contracts awarded under this RFP will be line-

item budget reimbursement. 
b. The contractor’s costs would enable the effective delivery of services described in this RFP.  
c. The proposed budget represents the annual cost to provide services for the proposed program.  
d. The contractor would adopt strict fiscal controls to ensure finances are managed appropriately, 

including proper separation of duties, grant management to ensure sound financial controls, 
and financial transactions are authorized and documented appropriately 
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e. The budget would fit within the DHS Model Budget criteria which will be outlined during 
budget negotiations. 

f. Costs are subject to the requirements of OTDA Administrative Directive 17-ADM-04, as 
discussed in Attachment H. 

2.   Proposal Instructions: 
a. Complete Section II (I) of Attachment E Structured Proposal Form, questions 27-28. 
b. Complete and attach the Proposal Budget Summary (Attachment C). 

i .  Use the included Sample Budget Model Chart (Attachment D) to calculate the 
corresponding per-diem rates in line Item A of the Proposal Budget Summary.       

ii. All non-applicable line items must be given a value of $0.00 
iii. Justification for each cost item with a description of how the budget will 

support the proposal, including the identification and justification of all 
Personnel and Other than Personnel Services (OTPS), including administrative 
costs and fringe benefits. 

iv. For Personnel Services, include titles of all personnel to be employed by the 
proposer under the proposed contract, as well as the salaries and fringe to be 
provided to such personnel.                                 

v. For operation, utilities and other support expenses, list each item and explain 
how the costs (of each one) were determined. 

vi. If a Start-Up Budget is required, proposers must enter the Start-Up value within 
the Proposal Budget Summary (Attachment C) and include a separate Budget 
Narrative justifying all costs 

• For contracted services, list the associated cost included in the funding request, 
explaining how the cost of the assigned work for the program was calculated. If it is a 
non-program service purchased from a vendor, fully describe the nature of the service, 
why it is needed, and how the costs relating to its purchase were determined.  

i. If applicable, description of how in-kind contributions or other sources of funding 
will be used to leverage additional services. 

c. Attach your most recent Financial Audit Report or Certified Financial Statement; or a letter 
stating why no report or financial statement is currently available. 

   3 .  Evaluation: 
a.    This section will be evaluated based on the quality of the proposed budget to operate the 

program based on the expectations outlined in this section. It is worth a maximum of 5 points 
in the Proposal Evaluation. 
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Section 3 – List of Attachments 
 
*All attachments for this RFP can be found in the RFP Documents tab in the HHS Accelerator system. 

 
• Attachment A – General Information to Proposers 
• Attachment B – Doing Business Data Form 
• Attachment C – Proposal Budget Summary 
• Attachment D – Sample Model Budget Chart 

• Attachment E – Structured Proposal Form 
• Attachment F – DHS “Client Responsibility” Requirements 
• Attachment G – Client Code of Conduct (CCC) and Process 
• Attachment H – OTDA Administrative Directive 
• Attachment I – DHS Maintenance Policy Manual 
• Attachment J – DHS Shelter Inspection Policy 
• Attachment K – DHS Shelter Compliance Procedure 
 

 

Section 4 – Basis for Contract Award and Procedures 

 
A. Proposal Evaluation 

 
All proposals received by DHS will be reviewed to determine whether they are responsive or non-responsive to 
the requirements of this RFP. Proposals which DHS determines to be non-responsive will be rejected. DHS 
evaluation committees will evaluate and rate all remaining proposals based on the evaluation criteria outlined in 
this RFP. DHS reserves the right to conduct interviews and site visits, or to request that proposers make 
presentations, as deemed applicable and appropriate. Although DHS may conduct discussions with proposers 
submitting acceptable proposals, it reserves the right to award contracts on the basis of initial proposals 
received, without discussions; therefore, the proposer’s initial proposal should contain its best programmatic 
and price terms.   

This is an open-ended RFP; therefore, proposals will be accepted through HHS Accelerator and reviewed on an 

ongoing basis until the available units have been awarded.  

B. Contract Award 

Contracts will be awarded to the responsible proposers whose proposal(s) are determined to be the most 

advantageous to the City, taking into consideration the factors or criteria which are set forth in this RFP. 

Proposals will be ranked in descending order of their overall average technical scores. Awards will be made to 

vendors whose proposals are technically viable and whose prices do not exceed the conditions set forth in the 

RFP. However: 

• DHS reserves the right to select proposals to ensure appropriate geographic distribution of awards.  

• DHS reserves the right to select proposals based on need for services at time of award. 

• DHS reserves the right to award less than the full amount of funding requested in the best interests of 
the City. 
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• DHS reserves the right, prior to contract award, to determine the length of the initial contract term and 
each option to renew, if any.  

• DHS reserves the right to award a contract for more than nine years total due to funding or lease 
stipulations. 

• DHS reserves the right, prior to contract registration and during the term of the contract, to change the 
program service size, program type, and/or model depending on the needs of the system. 

• DHS reserves the right to make all necessary changes to the scope of services of the contract(s) to be 
awarded from this RFP. Should a change to the scope of services be required, the contractor(s) would 
ensure a smooth transition to the new program model where relevant, including the potential transfer 
of existing clients to more appropriate program settings.  

• DHS also reserves the right to incorporate additional services, including but not limited to an increase in 
program size, reduction of the per diem rate, or the imposition of financial disincentives if a program 
fails to meet program targets set by DHS.  

• Contract award shall be subject to DHS determination that the proposed site is acceptable and 
appropriate for the intended use. All sites should be able to accept clients within two months of the 
award start date.  

• In conjunction with DHS, the provider will do community notifications no later than 30 days before 
opening of the shelter. Notice would be in a format approved by DHS. 

• The proposer would coordinate with the building owner to have a process for ensuring that all 
buildings have valid Certificates of Occupancy, meet requirements of the Department of Buildings 
(DOB), The Fire Department of NYC (FDNY), and the Department of Housing Preservation and 
Development (HPD), and be free of building and code violations. Violations will be monitored as part 
of contract management on an annual basis. 

• Greater consideration will be given to facilities that are or can be made ADA accessible 

• DHS reserves the right to reject a proposal for a site that is not accessible to clients with disabilities, or 
cannot be made accessible by shelter opening, based on the overall needs of the system. 

• Greater consideration will be given to proposals for sites in areas that have few shelters or community 
social services facilities at the time of the proposal submission. Proposers who lack experience in 
locating appropriate facilities sites are encouraged to work with qualified consultants or brokers. DHS 
reserves the right to conduct a site visit to assess the quality and location (e.g., borough need for 
facility capacity, accessibility to public transportation) of the proposed facility and, in the case of an 
existing facility, its condition, and overall appropriateness for the intended use and Americans with 
Disabilities Act (ADA) compliance. 
 

Contract awards shall be subject to timely completion of contract negotiations between DHS and the selected 

proposer(s) and determination of both contractor responsibility and administrative capability. 
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General Information and Regulatory Requirements 
 

Complaints.   The New York City Comptroller is charged with the audit of contracts in New York City. Any proposer who believes that there has been 

unfairness, favoritism or impropriety in the proposal process should inform the Comptroller, Office of Contract Administration, 1 Centre Street, Room 
835, New York, NY 10007; the telephone number is (212) 669-3000.   In addition, the New York City Department of Investigation should be informed 

of such complaints at its Investigations Division, 80 Maiden Lane, New York, NY 10038; the telephone number is (212) 825-5959. 

 
Applicable Laws.   This Request for Proposals and the resulting contract award(s), if any, unless otherwise stated, are subject to all applicable provisions 

of New York State Law, the New York City Administrative Code, New York City Charter and New York City Procurement Policy Board (PPB) Rules. 

A copy of the PPB Rules may be obtained by contacting the PPB at (212) 788-0010. 
 

General Contract Provisions.  Contracts shall be subject to New York City’s general contract provisions, in substantially the form that they appear in 

“Appendix A—General Provisions Governing Contracts for Consultants, Professional and Technical Services” or, if the Agency utilizes other than the 

formal Appendix A, in substantially the form that they appear in the Agency’s general contract provisions. A copy of the applicable document is available 

through the Authorized Agency Contact Person. 

 
Contract Award. Contract award is subject to each of the following applicable conditions and any others that may apply: New York City Fair Share 

Criteria; New York City MacBride Principles Law;  submission by the proposer of the requisite New York City Department of Business Services/Division 

of Labor Services Employment Report and certification by that office; submission by the proposer of the requisite Procurement and Sourcing Solutions 

Portal (PASSPort) online disclosure process and review of the information contained therein by the New York City Department of Investigation; all other 

required oversight approvals; applicable provisions of federal, state and local laws and executive orders requiring affirmative action and equal employment 
opportunity; and Section 6-108.1 of the New York City Administrative Code relating to the Local Based Enterprises program and its implementation 

rules. 

 

Procurement and Sourcing Solutions Portal (PASSPort) Disclosure Filing (formerly known as Vendor Information Exchange System (VENDEX) Forms 

or Certificate of No Change)  

  

All organizations intending to do business with the City of New York should complete an online disclosure process to be considered for a contract. This 

disclosure process was formerly completed using Vendor Information Exchange System (VENDEX) paper-based forms. In anticipation of awards, 

proposers must create online accounts in the new Procurement and Sourcing Solutions Portal (PASSPort) and file all disclosure information. Paper 
submissions, including certifications of no changes to existing VENDEX packages will not be accepted in lieu of complete online filings. For more 

information about PASSPort, please visit nyc.gov/passport 
 

Proposer Appeal Rights.  Pursuant to New York City’s Procurement Policy Board Rules, proposers have the right to appeal Agency non-responsiveness 

determinations and Agency non-responsibility determinations and to protest an Agency’s determination regarding the solicitation or award of a contract. 

 
Multi-Year Contracts.  Multi-year contracts are subject to modification or cancellation if adequate funds are not appropriated to the Agency to support 

continuation of performance in any City fiscal year succeeding the first fiscal year and/or if the contractor’s performance is not satisfactory.  The Agency 

will notify the contractor as soon as is practicable that the funds are, or are not, available for the continuation of the multi-year contract for each succeeding 

City fiscal year.  In the event of cancellation, the contractor will be reimbursed for those costs, if any, which are so provided for in the contract. 
 

Prompt Payment Policy. Pursuant to the New York City’s Procurement Policy Board Rules, it is the policy of the City to process contract payments 
efficiently and expeditiously. 

 
Prices Irrevocable.   Prices proposed by the proposer shall be irrevocable until contract award, unless the proposal is withdrawn. Proposals may only be 

withdrawn by submitting a written request to the Agency prior to contract award but after the expiration of 90 days after the opening of proposals.  This 

shall not limit the discretion of the Agency to request proposers to revise proposed prices through the submission of best and final offers and/or the conduct 

of negotiations. 
 

Confidential, Proprietary Information or Trade Secrets.  Proposers should give specific attention to the identification of those portions of their 
proposals that they deem to be confidential, proprietary information or trade secrets and provide any justification of why such materials, upon request, 

should not be disclosed by the City.  Such information must be easily separable from the non-confidential sections of the proposal. All information not so 

identified may be disclosed by the City. 

 
RFP Postponement/Cancellation.  The Agency reserves the right to postpone or cancel this RFP, in whole or in part, and to reject all proposals. 

 

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

VENDEX/PASSPort Fees.  Pursuant to PPB Rule 2-08(f)(2), the contractor will be charged a fee for the administration of the VENDEX/PASSPort 

system, including the Vendor Name Check Process, if a Vendor Name Check review is required to be conducted by the Department of Investigation. The 

contractor shall also be required to pay the applicable fees for any of its subcontractors for which Vendor Name Check reviews are required. The fee(s) 

will be deducted from payments made to the contractor under the contract. For contracts with an estimated value of less than or equal to $1,000,000, the 

fee will be $175. For contracts with an estimated value of greater than $1,000,000, the fee will be $350. The estimated value for each contract resulting 

from this RFP is estimated to be (less than or equal to $1 million) (above $1 million). 
 

Compliance with Local Law 34 of 2007. Pursuant to Local Law 34 of 2007, amending the City's Campaign Finance Law, the City established a 

computerized database containing the names of any "person" that has "business dealings with the city" as such terms are defined in the Local Law. For 

the purposes of the database, proposers are required to complete the attached Doing Business Data Form and return it with this proposal submission, and 

should do so in a separate envelope. (If the proposer is a proposed joint venture, the entities that comprise the proposed joint venture must each complete 

a Data Form.)   If the City determines that a proposer has failed to submit a Data Form or has submitted a Data Form that is not complete, the proposer 
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will be notified by the Agency and will be given four (4) calendar days from receipt of notification to cure the specified deficiencies and return a complete 

Data Form to the Agency.  Failure to do so will result in a determination that the proposal submission is non-responsive. Receipt of notification is defined 

as the day notice is e-mailed or faxed (if the proposer has provided an e-mail address or fax number), or no later than five (5) days 

from the date of mailing or upon delivery, if delivered. 

Recruitment and Hiring of Staff/Arrest Notification. On August 4, 2011, as part of the Young Men’s Initiative, Mayor Bloomberg issued Executive 

Order 151 (EO 151) stating with respect to any employment governed by Article 23-A of the NYS Correction Law, with few exceptions, City agencies 

are prohibited from asking questions regarding an applicant's prior criminal convictions on any preliminary employment applications, or asking any 

questions about an applicant's prior criminal convictions before or during the first interview.  In keeping with the objectives of EO 151, Contractors 

selected as a result of this RFP will likewise generally be prohibited from asking questions regarding an applicant's prior criminal convictions on any 

preliminary employment applications, and from asking any questions about an applicant's prior criminal convictions before or during the first interview.  

In addition, Contractors will be required to comply with Article 23-A, including the requirement that determinations of hiring based on prior criminal 

convictions must be limited to a conviction that bears a direct relationship to the duties and responsibilities of the position sought, or where their hiring 

would pose an unreasonable risk to property or to the safety of individuals or the general public. The contractor shall report any conviction or 

subsequent arrest of any staff member (paid or volunteer) of which it becomes aware to the Agency. 

 
Nondiscrimination. The contractor shall provide services to all persons regardless of actual or perceived race, color, creed, national origin, alien or 

citizenship status, gender (including gender identity), sexual orientation, disability, marital status, arrest or conviction record, status as a victim of domestic 

violence, lawful occupation, and family status. 

 
Americans with Disabilities Act (ADA). Program Facilities should be easily accessible to people with disabilities and should meet all requirements of 

the ADA. If not, DOP/CEO-approved alternative measures, such as access to other suitable space, should be used to make activities accessible to persons 

with disabilities. 

 
Whistleblower Protection Expansion Act Rider. Local Law Nos. 30 and 33 of 2012, codified at sections 6-132 and 12-113 of the New York City 

Administrative Code, the Whistleblower Protection Expansion Act, protect employees of certain City contractors from adverse personnel action based on 

whistleblower activity relating to a City contract and require contractors to post a notice informing employees of their rights.  Please read the below 

supplementary information on labeled Whistleblower Protection Expansion Act Rider, carefully. 

 
Food Guidelines [Food policy guidelines apply to prime contractors and subcontractors] 

 
(a) Pursuant to Local Law 50 of 2011, codified at section 6-130 of the New York City Administrative Code, the New York State Food Purchasing 

Guidelines, available at http://www.nyc.gov/html/mocs/html/vendors/food_purchasing_guidelines.shtml, shall apply to contracts valued at more than 

$100,000 for food or food-related services (e.g., catering), and to any contract for social services though which more than $100,000 of food would be 

purchased annually in fulfillment of the contract. The New York State Department of Agriculture & Markets list of food items available from New York 

State sources is available at http://www.nyc.gov/html/mocs/downloads/pdf/NYSFoodList.pdf. 
 

(b) If the contract includes a requirement that the contractor supply food to program participants as a material part of the client services funded by the 

Agency/Department then the contractor shall provide a healthy food environment in connection with the client services provided under the contract by 

complying with  the  attached  New  York  City  Agency  Food  Standards with regard  to  the  provision  of food  to  program  participants  under  the 

contract, including    compliance    with    the    New    York    City    Food    Standards    for    beverage    vending    and    food    vending    machines 

(http://www.nyc.gov/html/doh/html/cardio/cardio-vend-nutrition-standard.shtml) for any vending machines to which program participants are granted 

access. 

 
Compliance with the Iran Divestment Act. Pursuant to State Finance Law Section 165-a and General Municipal Law Section 103-g, the City is 

prohibited from entering into contracts with persons engaged in investment activities in the energy sector of Iran. Each proposer is required to certify that 

it is not on a list of entities engaged in investments activities in Iran created by the Commissioner of the NYS Office of General Services.  If a proposer 

appears on that list, the Agency/Department will be able to award a contract to such proposer only in situations where the proposer is takings steps to 

cease its investments in Iran or where the proposer is a necessary sole source.  Please refer to the below supplementary for information on the Iran 

Divestment Act required for this solicitation and to http://www.ogs.ny.gov/About/regs/ida.asp for additional information concerning the list of entities. 
 

Subcontractor Compliance Notice. The selected vendor will be required to utilize the City’s web based system to identify all subcontractors in order to 

obtain subcontractor approval pursuant to PPB Rule section 4-13, and will also be required to enter all subcontractor payment information and other 

related information in such system during the contract term. Please read the below supplementary information regarding subcontractor compliance notice 

as it relates to competitive solicitations. 

http://www.nyc.gov/html/mocs/html/vendors/food_purchasing_guidelines.shtml
http://www.nyc.gov/html/mocs/downloads/pdf/NYSFoodList.pdf
http://www.nyc.gov/html/doh/html/cardio/cardio-vend-nutrition-standard.shtml)
http://www.ogs.ny.gov/About/regs/ida.asp


Supplementary Information



WHISTLEBLOWER PROTECTION EXPANSION ACT RIDER 

1. In accordance with Local Law Nos. 30-2012 and 33-2012, codified at sections 6-132 and 12-113 of the New 
York City Administrative Code, respectively,

(a) Contractor shall not take an adverse personnel action with respect to an officer or employee in 
retaliation for such officer or employee making a report of information concerning conduct which such 
officer or employee knows or reasonably believes to involve corruption, criminal activity, conflict of 
interest, gross mismanagement or abuse of authority by any officer or employee relating to this 
Contract to (i) the Commissioner of the Department of Investigation, (ii) a member of the New York 
City Council, the Public Advocate, or the Comptroller, or (iii) the City Chief Procurement Officer, 
ACCO, Agency head, or Commissioner.  

(b) If any of Contractor’s officers or employees believes that he or she has been the subject of an adverse 
personnel action in violation of subparagraph (a) of paragraph 1 of this rider, he or she shall be entitled 
to bring a cause of action against Contractor to recover all relief necessary to make him or her whole. 
Such relief may include but is not limited to: (i) an injunction to restrain continued retaliation, (ii) 
reinstatement to the position such employee would have had but for the retaliation or to an equivalent 
position, (iii) reinstatement of full fringe benefits and seniority rights, (iv) payment of two times back 
pay, plus interest, and (v) compensation for any special damages sustained as a result of the retaliation, 
including litigation costs and reasonable attorney’s fees.  

(c) Contractor shall post a notice provided by the City in a prominent and accessible place on any site 
where work pursuant to the Contract is performed that contains information about: 

(i) how its employees can report to the New York City Department of Investigation allegations of 
fraud, false claims, criminality or corruption arising out of or in connection with the Contract; 
and

(ii) the rights and remedies afforded to its employees under New York City Administrative Code 
sections 7-805 (the New York City False Claims Act) and 12-113 (the Whistleblower Protection 
Expansion Act) for lawful acts taken in connection with the reporting of allegations of fraud, 
false claims, criminality or corruption in connection with the Contract. 

(d) For the purposes of this rider, “adverse personnel action” includes dismissal, demotion, 
suspension, disciplinary action, negative performance evaluation, any action resulting in loss of 
staff, office space, equipment or other benefit, failure to appoint, failure to promote, or any 
transfer or assignment or failure to transfer or assign against the wishes of the affected officer or 
employee.  

(e) This rider is applicable to all of Contractor’s subcontractors having subcontracts with a value in 
excess of $100,000; accordingly, Contractor shall include this rider in all subcontracts with a 
value a value in excess of $100,000.

2. Paragraph 1 is not applicable to this Contract if it is valued at $100,000 or less. Subparagraphs (a), (b), (d), and 
(e) of paragraph 1 are not applicable to this Contract if it was solicited pursuant to a finding of an emergency. 
Subparagraph (c) of paragraph 1 is neither applicable to this Contract if it was solicited prior to October 18, 
2012 nor if it is a renewal of a contract executed prior to October 18, 2012. 







NOTICE TO PROPOSERS – SUBCONTRACTOR COMPLIANCE: 
 

As of March 2013 the City has implemented a new web based subcontractor reporting system through 

the City's Payee Information Portal (PIP), available at www.nyc.gov/pip. In order to use the new system, a PIP 

account will be required. Detailed instructions on creating a PIP account and using the new system are also 

available at that site. Additional assistance with PIP may be received by emailing the Financial Information 

Services Agency Help Desk at pip@fisa.nyc.gov. 

 

In order to obtain subcontractor approval under section 3.02 of Appendix A or Article 17 of the Standard 

Construction Contract and PPB Rule § 4-13 Contractor is required to list the subcontractor in the system. For 

each subcontractor listed, Contractor is required to provide the following information: maximum contract value, 

description of subcontractor work, start and end date of the subcontract and identification of the subcontractor’s 

industry. Thereafter, Contractor will be required to report in the system the payments made to each 

subcontractor within 30 days of making the payment. If any of the required information changes throughout the 

term of the contract, Contractor will be required to revise the information in the system.  

 

Failure of the Contractor to list a subcontractor and/or to report subcontractor payments in a timely 

fashion may result in the Agency declaring the Contractor in default of the Contract and will subject Contractor 

to liquidated damages in the amount of $100 per day for each day that the Contractor fails to identify a 

subcontractor along with the required information about the subcontractor and/or fails to report payments to a 

subcontractor, beyond the time frames set forth herein or in the notice from the City. For construction contracts, 

the provisions of Article 15 of the Standard Construction Contract shall govern the issue of liquidated damages.  

 

Contractor hereby agrees to these provisions. 

 





Public Assistance Hiring Commitment Rider for HRA, DHS, ACS, DYCD, DFTA, DOHMH and SBS 
 

A. The Public Assistance Hiring Commitment is an initiative administered by the Human Resources 
Administration (“HRA”) through its Business Link program, and seeks to match employers with 
qualified job-seekers. For the duration of this Contract, and subject to any qualified exceptions 
listed in Subsection H below, Contractor shall hire at least one (1) Public Assistance Recipient 
(“PA Recipient”) for each two hundred fifty thousand dollars ($250,000.00) in annual value of 
this Contract.  If Contractor believes it should be exempted from the requirements of this Rider, 
Contractor may submit a request for an exemption based on the reasons outlined below in 
Subsection H. 

B. Contractor shall hire PA Recipients for employment of at least twenty (20) hours per week for 
the duration of at least one (1) year.  

1. Contractor shall pay hired PA Recipients at least the legally mandated minimum wage.  
 

2. Contractor may meet the requirements of this Rider through the hiring of PA Recipients 
by its subcontractors.  

 
3. Positions of employment may be at any site or within any program operated by the 

Contractor. 
 

4. In the event a PA Recipient hired by a Contractor is not retained for one (1) full year, the 
Contractor must hire and retain another PA Recipient for the remainder of the year in 
order to be credited for making one (1) required hire.  When the Contractor replaces a 
hired PA Recipient before one (1) year has passed, this replacement will not count as an 
additional employee toward fulfilling Contractor’s hiring requirement.  
 

5. Contractor shall seek to retain hired PA Recipients beyond the one (1) year requirement 
of this Rider. In accordance with Subsection H(3) below, if Contractor retains a PA 
Recipient hired pursuant to this Rider beyond one (1) year, Contractor may qualify for a 
full or partial exemption of its hiring requirements in the subsequent year.   
 

C. Business Link will consult with Contractor to assess Contractor’s employment needs and  
minimum job qualifications, as determined by Contractor. Business Link will make referrals 
appropriate to those needs. Within ten (10) calendar days of the commencement date and any 
subsequent anniversary date of the start date of this Contract, the Contractor shall submit (i) all 
Contract information where the counterparty is HRA, DHS, or ACS; and (ii) contact information 
for the Contractor’s primary human resources contact and his/her supervisor; an organization 
chart, job titles, duties and qualifications for the last three years of hires in Contractor’s 
organization; and the estimated volume of annual hires.  

D. Within thirty (30) calendar days of: (i) the commencement date of the Contract; or (ii) the date of 
program start (e.g., shelter opening), whichever date is later, and any subsequent anniversary 
date of the commencement date of this Contract, Contractor shall submit an implementation plan 
detailing how Contractor will meet the hiring requirements of this Rider. If necessary, Contractor 
may request the assistance of Business Link in developing its implementation plan; however, 
Contractor must still submit its implementation plan within thirty (30) calendar days of the 
Contract commencement date and subsequent anniversary dates. If Contractor is determined by 
HRA, in consultation with [AGENCY], to be in compliance with this Rider during the previous 
Contract year, HRA will notify Contractor that it is not required to submit a new implementation 
plan. 



E. Contractor shall send all documentation to: HRA’s Business Link – Contractor Hiring Unit, 
located at 348 West 34th Street, New York, New York 10001. Documents may also be emailed to 
the Contractor Hiring Unit of Business Link at businesslink@hra.nyc.gov. Contractor shall 
submit any additional relevant information within ten (10) calendar days of a request from HRA.  
In consultation with [Agency], HRA will review Contractor’s documentation to determine the 
required number of PA Recipients Contractor shall hire and the allocated timeframe in which to 
hire these PA Recipients. 

F. Contractor shall begin instituting the implementation plan within ninety (90) calendar days of the 
Contract commencement date and shall notify HRA of potential job openings and their minimum 
job qualifications as determined by Contractor. As other job openings arise, Contractor shall 
send appropriate listings to HRA for the life of this Contract.  Contractor may request the 
assistance of HRA in identifying potential employees.  In such case, HRA will refer PA 
Recipients who meet Contractor’s minimum qualifications as determined by Contractor for 
employment interviews.  

G. If Contractor fails to hire the specified number of PA Recipients by the later of either (i) the 
timeframe mutually agreed upon between HRA and Contractor or (ii) six (6) months from the 
commencement date; or fails to pay and retain PA Recipients in accordance with the 
requirements specified above, HRA in consultation with [AGENCY] will notify Contractor in 
writing, indicating what deficiencies are to be remedied. Within ten (10) calendar days of its 
receipt of this notice, Contractor shall respond to [AGENCY] and HRA in writing, and must 
include a corrective action plan identifying with specificity the steps Contractor intends to take to 
remedy any deficiencies identified. HRA will investigate Contractor’s compliance with its 
corrective action plan and shall inform [AGENCY] as to the Contractor’s performance with its 
CAP. If the identified deficiencies are not addressed to the satisfaction of HRA and [AGENCY],  
[AGENCY] shall assess the agreed upon liquidated damages based on the calculation in 
Paragraph G(1) for each day and for each PA Recipient not hired or compensated in accordance 
with the provisions of this Rider.  

1. Daily liquidated damages per PA Recipient will be calculated as the quotient of: 
 

[(current minimum wage as of the commencement date and any subsequent 
anniversary date) * 20 hours per week * 52 weeks per year] 

365 days 
 

2. [AGENCY] retains the option to require Contractor to directly pay to [AGENCY], or to 
deduct from any payment due or to become due to Contractor, such amount as may be 
assessed for liquidated damages.  
 

H. No later than ten (10) calendar days after the Contract commencement date and, for subsequent 
years, no later than the subsequent anniversary date of the commencement date of this Contract, 
Contractor may apply to HRA, for a complete or partial exemption from the requirements of this 
Rider.  Any exemption granted will be effective for one (1) year only. Any application for an 
exemption must be in the form specified by HRA, accompanied by supporting documentation. 

1. Contractor may qualify for a complete exemption if one (1) of the conditions below is 
demonstrated: 
 
a. The annual Contract amount is less than two hundred fifty thousand dollars 

($250,000.00) in annual value of personnel costs, excluding fringe benefits and 
other-than-personal-services (OTPS); 

mailto:businesslink@hra.nyc.gov


b. Contractor’s workforce within New York City is less than twenty (20) employees; 

c. Contractor possesses no vacancies and can demonstrate that no positions are 
reasonably foreseen to be available within one (1) year of the commencement or 
anniversary date of this Contract; 

d. Contractor is a party to a valid collective bargaining agreement covering all of 
Contractor’s entry-level positions and such agreement limits Contractor to a 
hiring pool which does not include PA Recipients; or 

e. Complying with the hiring requirements of this Rider in any manner will cause 
extreme hardship.  

2. Contractor may qualify for a partial exemption if one of the conditions below is 
demonstrated:  

 
a. The specified number of PA Recipients to be hired exceeds 10% of Contractor’s 

workforce located within New York City; or 

b. A valid collective bargaining agreement covers some but not all entry-level 
positions and limits Contractor to a hiring pool which does not include PA 
Recipients.  

3. Beginning with Year 2 of the Contract, Contractor may qualify for either a full or partial 
exemption from its yearly hiring requirements to the extent that Contractor can 
demonstrate that it hired the required number of PA Recipients during the previous year 
and that these hires remain employed by Contractor as of the anniversary date.  
Contractor shall submit all appropriate documentation when seeking an exemption based 
on a retained PA Recipient, including, but not limited to: payroll reports, pay stubs, and 
any other documentation HRA may require.  
 

4. HRA will review Contractor’s exemption request and will, in consultation and agreement 
with [AGENCY], notify Contractor whether its exemption request is approved or denied.  
If Contractor’s request is denied, Contractor shall: (i) within ten (10) calendar days of its 
receipt of notice from HRA, submit all documentation in accordance with Section C; and 
(ii) within thirty (30) calendar days of its receipt of notice from HRA, submit an 
implementation plan in accordance with Section D.  
  

I. At the end of each fiscal year, the Contractor Hiring Unit of Business Link will in consultation 
with [AGENCY], notify Contractor as to whether the hiring requirements were met. Where the 
Contractor has failed to meet the requirements, Contractor may seek a modification to waive its 
unmet requirements if Contractor can demonstrate that it has made best efforts to meet the hiring 
requirements of this Rider.  Evidence that Contractor utilized best efforts to meet the hiring 
requirements of this Rider include, but are not limited to: 

1. Contractor contacted Business Link for assistance in identifying potential employees and 
cooperated with Business Link to identify possible openings within Contractor’s 
organization;  

 
2. Contractor made efforts to interview PA Recipients for open positions; documentation of 

these efforts must include at a minimum: 
 

a. The names, addresses, and telephone numbers for each PA Recipient interviewed, 



and whether they were referred to Contractor by HRA;  

b. Job description and specifications of the position a PA Recipient was interviewed 
for; and 

c. An explanation detailing why any PA Recipients interviewed were rejected for 
that position. 

 



PAID SICK LEAVE LAW CONTRACT RIDER 
 
 
Introduction and General Provisions 
 
The Earned Sick Time Act, also known as the Paid Sick Leave Law (“PSLL”), requires covered 
employees who annually perform more than 80 hours of work in New York City to be provided 
with paid sick time.1  Contractors of the City of New York or of other governmental entities may 
be required to provide sick time pursuant to the PSLL. 
 
The PSLL became effective on April 1, 2014, and is codified at Title 20, Chapter 8, of the New 
York City Administrative Code.  It is administered by the City’s Department of Consumer 
Affairs (“DCA”); DCA’s rules promulgated under the PSLL are codified at Chapter 7 of Title 6 
of the Rules of the City of New York (“Rules”).  
 
Contractor agrees to comply in all respects with the PSLL and the Rules, and as amended, if 
applicable, in the performance of this agreement. Contractor further acknowledges that such 
compliance is a material term of this agreement and that failure to comply with the PSLL in 
performance of this agreement may result in its termination.   
 
Contractor must notify the Agency Chief Contracting Officer of the City agency or other entity 
with whom it is contracting in writing within ten (10) days of receipt of a complaint (whether 
oral or written) regarding the PSLL involving the performance of this agreement. Additionally, 
Contractor must cooperate with DCA’s education efforts and must comply with DCA’s 
subpoenas and other document demands as set forth in the PSLL and Rules. 
 
The PSLL is summarized below for the convenience of Contractor. Contractor is advised to 
review the PSLL and Rules in their entirety.  On the website www.nyc.gov/PaidSickLeave there 
are links to the PSLL and the associated Rules as well as additional resources for employers, 
such as Frequently Asked Questions, timekeeping tools and model forms, and an event calendar 
of upcoming presentations and webinars at which Contractor can get more information about 
how to comply with the PSLL.  Contractor acknowledges that it is responsible for compliance 
with the PSLL notwithstanding any inconsistent language contained herein.  
 
Pursuant to the PSLL and the Rules:  
 
Applicability, Accrual, and Use 
 
An employee who works within the City of New York for more than eighty hours in any 
consecutive 12-month period designated by the employer as its “calendar year” pursuant to the 
PSLL (“Year”) must be provided sick time.  Employers must provide a minimum of one hour of 
sick time for every 30 hours worked by an employee and compensation for such sick time must 
                                                 
1 Pursuant to the PSLL, if fewer than five employees work for the same employer, as determined 
pursuant to New York City Administrative Code §20-912(g), such employer has the option of 
providing such employees uncompensated sick time. 
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be provided at the greater of the employee’s regular hourly rate or the minimum wage.  
Employers are not required to provide more than forty hours of sick time to an employee in any 
Year.   
 
An employee has the right to determine how much sick time he or she will use, provided that 
employers may set a reasonable minimum increment for the use of sick time not to exceed four 
hours per day.  In addition, an employee may carry over up to forty hours of unused sick time to 
the following Year, provided that no employer is required to allow the use of more than forty 
hours of sick time in a Year or carry over unused paid sick time if the employee is paid for such 
unused sick time and the employer provides the employee with at least the legally required 
amount of paid sick time for such employee for the immediately subsequent Year on the first day 
of such Year. 
 
An employee entitled to sick time pursuant to the PSLL may use sick time for any of the 
following: 
 

• such employee’s mental illness, physical illness, injury, or health condition or the care of 
such illness, injury, or condition or such employee’s need for medical diagnosis or 
preventive medical care;  

• such employee’s care of a family member (an employee’s child, spouse, domestic 
partner, parent, sibling, grandchild or grandparent, or the child or parent of an 
employee’s spouse or domestic partner) who has a mental illness, physical illness, injury 
or health condition or who has a need for medical diagnosis or preventive medical care; 

• closure of such employee’s place of business by order of a public official due to a public 
health emergency; or 

• such employee’s need to care for a child whose school or childcare provider has been 
closed due to a public health emergency. 

 
An employer must not require an employee, as a condition of taking sick time, to search for a 
replacement. However, an employer may require an employee to provide: reasonable notice of 
the need to use sick time; reasonable documentation that the use of sick time was needed for a 
reason above if for an absence of more than three consecutive work days; and/or written 
confirmation that an employee used sick time pursuant to the PSLL. However, an employer may 
not require documentation specifying the nature of a medical condition or otherwise require 
disclosure of the details of a medical condition as a condition of providing sick time and health 
information obtained solely due to an employee’s use of sick time pursuant to the PSLL must be 
treated by the employer as confidential. 
 
If an employer chooses to impose any permissible discretionary requirement as a condition of 
using sick time, it must provide to all employees a written policy containing those requirements, 
using a delivery method that reasonably ensures that employees receive the policy. If such 
employer has not provided its written policy, it may not deny sick time to an employee because 
of non-compliance with such a policy.  
 
Sick time to which an employee is entitled must be paid no later than the payday for the next 
regular payroll period beginning after the sick time was used. 
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Exemptions and Exceptions 
 
Notwithstanding the above, the PSLL does not apply to any of the following: 
 

• an independent contractor who does not meet the definition of employee under section 
190(2) of the New York State Labor Law; 

• an employee covered by a valid collective bargaining agreement in effect on April 1, 
2014 until the termination of such agreement; 

• an employee in the construction or grocery industry covered by a valid collective 
bargaining agreement if the provisions of the PSLL are expressly waived in such 
collective bargaining agreement; 

• an employee covered by another valid collective bargaining agreement if such provisions 
are expressly waived in such agreement and such agreement provides a benefit 
comparable to that provided by the PSLL for such employee;  

• an audiologist, occupational therapist, physical therapist, or speech language pathologist 
who is licensed by the New York State Department of Education and who calls in for 
work assignments at will, determines his or her own schedule, has the ability to reject or 
accept any assignment referred to him or her, and is paid an average hourly wage that is 
at least four times the federal minimum wage; 

• an employee in a work study program under Section 2753 of Chapter 42 of the United 
States Code; 

• an employee whose work is compensated by a qualified scholarship program as that term 
is defined in the Internal Revenue Code, Section 117 of Chapter 20 of the United States 
Code; or 

• a participant in a Work Experience Program (WEP) under section 336-c of the New 
York State Social Services Law.  

 
Retaliation Prohibited 
 
An employer may not threaten or engage in retaliation against an employee for exercising or 
attempting in good faith to exercise any right provided by the PSLL. In addition, an employer 
may not interfere with any investigation, proceeding, or hearing pursuant to the PSLL.  
 
Notice of Rights 
 
An employer must provide its employees with written notice of their rights pursuant to the PSLL. 
Such notice must be in English and the primary language spoken by an employee, provided that 
DCA has made available a translation into such language.  Downloadable notices are available 
on DCA’s website at http://www.nyc.gov/html/dca/html/law/PaidSickLeave.shtml. 
 
Any person or entity that willfully violates these notice requirements is subject to a civil penalty 
in an amount not to exceed fifty dollars for each employee who was not given appropriate notice. 
 
Records 
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An employer must retain records documenting its compliance with the PSLL for a period of at 
least three years, and must allow DCA to access such records in furtherance of an investigation 
related to an alleged violation of the PSLL. 
 
Enforcement and Penalties 
 
Upon receiving a complaint alleging a violation of the PSLL, DCA has the right to investigate 
such complaint and attempt to resolve it through mediation. Within 30 days of written 
notification of a complaint by DCA, or sooner in certain circumstances, the employer must 
provide DCA with a written response and such other information as DCA may request. If DCA 
believes that a violation of the PSLL has occurred, it has the right to issue a notice of violation to 
the employer. 
 
DCA has the power to grant an employee or former employee all appropriate relief as set forth in 
New York City Administrative Code 20-924(d). Such relief may include, among other remedies, 
treble damages for the wages that should have been paid, damages for unlawful retaliation, and 
damages and reinstatement for unlawful discharge.  In addition, DCA may impose on an 
employer found to have violated the PSLL civil penalties not to exceed $500 for a first violation, 
$750 for a second violation within two years of the first violation, and $1,000 for each 
succeeding violation within two years of the previous violation. 
 
More Generous Polices and Other Legal Requirements 
 
Nothing in the PSLL is intended to discourage, prohibit, diminish, or impair the adoption or 
retention of a more generous sick time policy, or the obligation of an employer to comply with 
any contract, collective bargaining agreement, employment benefit plan or other agreement 
providing more generous sick time. The PSLL provides minimum requirements pertaining to 
sick time and does not preempt, limit or otherwise affect the applicability of any other law, 
regulation, rule, requirement, policy or standard that provides for greater accrual or use by 
employees of sick leave or time, whether paid or unpaid, or that extends other protections to 
employees. The PSLL may not be construed as creating or imposing any requirement in conflict 
with any federal or state law, rule or regulation. 
 



NOTICE TO PROPOSERS 
The City of New York has issued a new Appendix A, General Provisions Governing 
Contracts for Consultants, Professional, Technical, Human And Client Services. 
The new Appendix A, which is incorporated in this Request for Proposals, is 
different from the 2011 version previously used by the City. Some of the significant 
changes are listed below. This notice is only a partial listing. Please refer to 
Appendix A itself for a full understanding of the changes and the actual text of the 
changes that were made. The text of the revised Appendix A is the controlling 
document if there are any discrepancies between this notice and Appendix A. 
 

1. Section 2.01 has been revised to track the requirements of the New York State Lobbying Law.  
2. Section 3.02 has been revised (in all versions except the discretionary fund version) to provide 

automatic approval for all subcontracts that do not exceed $20,000, to include the substance of 
the Subcontractor PIP Rider, and to further describe existing requirements.  

3. Sections 4.01 and 4.02, which concern the independent nature of the contractor and its 
employees and subcontractors, have been revised. 

4. Section 4.04 has been revised to include the substance of the Living Wage Rider. 
5. Section 4.05, which concerns unlawful discrimination, has been updated to reflect changes in law 

since 2011. 
6. A new Section 4.06 includes the substance of the Paid Sick Leave Law Rider.  
7. A new Section 4.07 includes the substance of the Whistleblower Expansion Act Rider. 
8. Section 5.03, which concerns inspections of the contractor, has been revised to address 

circumstances where the observation of the contractor’s services would constitute a violation of 
law or an ethical obligation.  

9. Section 5.08(A), which concerns confidentiality, has been revised to address the contractor’s 
duty to maintain confidentiality when a disclosure demand has been made.  

10. Article 7, Insurance, has been revised in form and substance as follows: 
a. Section 7.02: The requirements concerning the maintenance of and submission of proof of 

workers’ compensation, disability benefits, and employer’s liability insurance have been 
separated from other insurance requirements.  

b. Section 7.03: The requirements for other insurance have changed as follows. (1) A new 
Schedule A specifies minimum limits of insurance. (2) For commercial general liability 
insurance, Schedule A now specifies limits for “personal and advertising injury” coverage 
and “products/completed operations” coverage. (3) Schedule A provides an option for crime 
insurance, cyber liability insurance, and other coverages.  

c. Section 7.04 has been revised to clarify that contractors’ self-insured retentions exceeding 
$10,000 must be approved by the contracting agency.  

11. A new Section 10.07 has been added to address liquidated damages. A line in Schedule A 
specifies liquidated damages applicable to the Agreement, if any.  

12. A new Section 13.04 has been added to reflect prohibitions on discrimination and a Mayor’s 
Executive Order limiting inquiries about immigration status.  

13. Section 14.04 directs the agency and contractor to list their addresses and email address for 
notices in Schedule A.  

 
Please discontinue use of this notice after December 31, 2018. 



Any entity receiving, applying for or proposing on an award or agreement must complete a Doing Business Data Form (see Q&A sheet for more information). Please 
either type responses directly into this fillable form or print answers by hand in black ink, and be sure to fill out the certification box on the last page. Submission of a 
complete and accurate form is required for a proposal to be considered responsive or for any entity to receive an award or enter into an agreement.

This Data Form requires information to be provided on principal officers, owners and senior managers. The name, employer and title of each person identified on the 
Data Form will be included in a public database of people who do business with the City of New York, as will the organizations that own 10% or more of the enitity. No 
other information reported on this form will be disclosed to the public. This Data Form is not related to the City's PASSPort registration or VENDEX requirements.

Please return the completed Data Form to the City office that supplied it. Please contact the Doing Business Accountability Project at 
DoingBusiness@mocs.nyc.gov or 212-788-8104 with any questions regarding this Data Form. Thank you for your cooperation.

If you are completing this form by hand, please print clearly.

Doing Business Data Form
To be completed by the City agency prior to distribution	 Agency		   Transaction ID			 

Check One		  Transaction Type (check one)

 Proposal	  Award	  Concession	  Economic Development Agreement	  Franchise	  Grant	  Pension Investment Contract	  Contract

Entity is a Non-Profit	  Yes		   No

Entity Type	  Corporation (any type)	  Joint Venture	  LLC	  Partnership (any type)	  Sole Proprietor	  Other (specify) 	

Address 				  

City 		   State 	  Zip 	

Phone 	  E-mail 			 
Provide your e-mail address in order to receive notices regarding this form by e-mail.

Entity Information
Entity EIN/TIN 	  Entity Name 	

Filing Status	 (Select One)

	  Entity has never completed a Doing Business Data Form. Fill out the entire form.

	  �Change from previous Data Form dated 		  . Fill out only those sections that have 
changed, and indicate the name of the persons who no longer hold positions with the entity.

	  No Change from previous Data Form dated 		  . Skip to the bottom of the last page.

Principal Officers
Please fill in the required identification information for each officer listed below. If the entity has no such officer or its equivalent, please check "This position does not 
exist." If the entity is filing a Change Form and the person listed is replacing someone who was previously disclosed, please check "This person replaced..." and fill in the 
name of the person being replaced so his/her name can be removed from the Doing Business Database, and indicate the date that the change became effective.

Chief Executive Officer (CEO) or equivalent officer	  	  This position does not exist 
The highest ranking officer or manager, such as the President, Executive Director, Sole Proprietor or Chairperson of the Board.

First Name 	  MI 	  Last 	  Birth Date (mm/dd/yy) 	

Office Title 		   Employer (if not employed by entity) 		   

Home Address 				  

 This person replaced former CEO 			    on date 	

Chief Financial Officer (CFO) or equivalent officer	  	  This position does not exist 
The highest ranking financial officer, such as the Treasurer, Comptroller, Financial Director or VP for Finance.

First Name 	  MI 	  Last 	  Birth Date (mm/dd/yy) 	

Office Title 		   Employer (if not employed by entity) 		   

Home Address 				  

 This person replaced former CFO 			    on date 	

Chief Operating Officer (COO) or equivalent officer	  	  This position does not exist 
The highest ranking operational officer, such as the Chief Planning Officer, Director of Operations or VP for Operations.

First Name 	  MI 	  Last 	  Birth Date (mm/dd/yy) 	

Office Title 		   Employer (if not employed by entity) 		   

Home Address 				  

 This person replaced former COO 			    on date 	

NEW: Data Forms submitted now must include the 
listing of organizations, as well as individuals, with 10% 
or more ownership of the entity. Until such certification 
of ownership is submitted through a change, new or 
update form, a no change form will not be accepted.

1/2018	 For information or assistance, please contact the Doing Business Accountability Project at DoingBusiness@mocs.nyc.gov or 212-788-8104.



Principal Owners
Please fill in the required identification information for all individuals or organizations that, through stock shares, partnership agreements or other means, own or control 
10% or more of the entity. If no individual or organization owners exist, please check the appropriate box to indicate why and skip to the Senior Managers section. 
If the entity is owned by other companies that control 10% or more of the entity, those companies must be listed. If an owner was identified on the previous page, 
fill in his/her name and write "See above." If the entity is filing a Change Form, list any individuals or organizations that are no longer owners at the bottom of this section. 
If more space is needed, attach additional pages labeled "Additional Owners."

There are no owners listed because (select one):
 The entity is not-for-profit	  The entity is an individual	  No individual or organization owns 10% or more of the entity

Other (explain) 	

Individual Owners (who own or control 10% or more of the entity)

First Name 	  MI 	  Last 	  Birth Date (mm/dd/yy) 	

Office Title 		   Employer (if not employed by entity) 		   

Home Address 				  

First Name 	  MI 	  Last 	  Birth Date (mm/dd/yy) 	

Office Title 		   Employer (if not employed by entity) 		   

Home Address 			   	

Organization Owners (that own or control 10% or more of the entity)

Organization Name 				  

Organization Name 				  

Organization Name 				  

Remove the following previously-reported Principal Owners

Name 			    Removal Date 	

Name 			    Removal Date 	

Name 			    Removal Date 	

Senior Managers
Please fill in the required identification information for all senior managers who oversee any of the entity's relevant transactions with the City (e.g., contract managers if 
this form is for a contract award/proposal, grant managers if for a grant, etc.). Senior managers include anyone who, either by title or duties, has substantial discretion 
and high-level oversight regarding the solicitation, letting or administration of any transaction with the City. At least one senior manager must be listed, or the Data Form 
will be considered incomplete. If a senior manager has been identified on a previous page, fill in his/her name and write "See above." If the entity is filing a Change Form, 
list individuals who are no longer senior managers at the bottom of this section. If more space is needed, attach additional pages labeled "Additional Senior Managers."

Senior Managers

First Name 	  MI 	  Last 	  Birth Date (mm/dd/yy) 	

Office Title 		   Employer (if not employed by entity) 		   

Home Address 				  

First Name 	  MI 	  Last 	  Birth Date (mm/dd/yy) 	

Office Title 		   Employer (if not employed by entity) 		   

Home Address 			   	

First Name 	  MI 	  Last 	  Birth Date (mm/dd/yy) 	

Office Title 		   Employer (if not employed by entity) 		   

Home Address 				  

Remove the following previously-reported Senior Managers

Name 			    removal date 	

Name 			    removal date 	

Certification
I certify that the information submitted on these two pages and 	  additional pages is accurate and complete. I understand that willful or fraudulent submission of a 
materially false statement may result in the entity being found non-responsible and therefore denied future City awards.

Name 			    Title 		

Entity Name 				     Work Phone # 	

Signature 				     Date 	

Please return this form to the City agency that supplied it to you, not to the Doing Business Accountability Project.	 Standard Form



BUDGET SUMMARY FORM

Agency/Provider Contract No.  

Program/Facility Fiscal Year

Term of Contract Date

Agency Representative Title

Agency E-mail

Vendor ID #

I PERSONNEL SERVICES (PS)  ORIGINAL BUDGET FTE'S

Administration $0 0.00

Social Work $0 0.00

Child Care (Tier IIs only) $0 0.00

Recreation $0 0.00

Case Management $0 0.00

Security $0 0.00

Maintenance $0 0.00

MVO $0 0.00

Kitchen $0 0.00

TOTAL  PERSONNEL SERVICES $0 0.0

II FRINGE  BENEFITS #DIV/0! $0  

III TOTAL PS $0

IV OTHER THAN PERSONNEL SERVICE

Office Equipment $0

Client Supplies/Furniture $0

Client Transportation $0

Utilities $0

Office Expenses $0

Professional Costs $0

Maintenance/Repair $0

Mechanical System Contracts $0

Food $0

Contracted Security $0

Vehicle Expenses $0

TOTAL OTPS $0

V TOTAL PS &  OTPS  ( III + IV ) $0

FY 

VI ADMINISTRATIVE  OVERHEAD #DIV/0! $0

VII RENT $0

VIII TOTAL (without Debt Service)  ( V + VI + VII ) $0

IX START UP $0

 

X DEBT SERVICE AMORTIZATION  $0

XI AMENDMENTS (I.E., DEPRECIATION, NEW NEED, ETC.) $0

XII GROSS AMOUNT ( VIII + IX + X + XI ) $0

XIII REVENUE $0

XIV FUNDING ( XII - XIII ) $0

LDSS Program Representative Date

LDSS Budget Representative Date

Provider Date

Agency Telephone

Federal EIN



LINE ITEM BUDGET FORM - A

Page 1 - PERSONNEL SERVICE (PS)

Facility 0

Address

Provider 0

Facility Type

Capacity

Effective Dates

Fiscal Year 01/00/00

$ % Justification 

Position Title FTE'S Salary Total FTE'S Salary Total Variance Variance Needed?

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

Subtotal Administration 0.0 $0 0.0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - - - - - - - - - - - - - - - - - - - - - - -- - -- - -- - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

Subtotal Social Work 0.0 $0 0.0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

Subtotal Child Care (Tier IIs only) 0.0 $0 0.0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

Subtotal Recreation 0.0 $0 0.0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

Subtotal Case Management 0.0 $0 0.0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

Subtotal Security 0.0 $0 0.0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

Subtotal Maintenance 0.0 $0 0.0 $0 $0 #DIV/0! #DIV/0!

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

Subtotal Motor Vehicle Operator 0.0 $0 0.0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

$0 $0 $0 #DIV/0!

Subtotal Kitchen 0.0 $0 0.0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - - - - - - - - - - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

  

         Subtotal PS 0.0 $0 0.0 $0 $0 #DIV/0!

  

Fringe Benefits #DIV/0! #DIV/0! $0 #DIV/0! #DIV/0!

  

         TOTAL PS $0 $0 $0 #DIV/0!

FY  20 __ Annual BudgetFY  20__ Annual Budget



LINE ITEM BUDGET FORM - A

Page 2 - OTHER THAN PERSONNEL SERVICE (OTPS)

Facility 0

Effective Dates 01/00/00

FY 20__   AnnualFY  20__ Annual $ % Justification

Budget Budget Variance Variance Needed?

Office Equipment Purchase/Replacement/Lease $0 #DIV/0!

Office Furniture Replacement and Purchase $0 #DIV/0!

Copier $0 #DIV/0!

Fax $0 #DIV/0!

Computer $0 #DIV/0!

Subtotal Office Equipment $0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - -- - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

Laundry and Replacement Linen $0 #DIV/0!

Client Furniture (Purchase and Replacement) $0 #DIV/0!

Client Supplies $0 #DIV/0!

Program Supplies $0 #DIV/0!

Subtotal Client Supplies/Furniture $0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - -- - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

Client Transportation $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - -- - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

Telephone $0 #DIV/0!

Electricity $0 #DIV/0!

Oil/Gas $0 #DIV/0!

Water/Sewer $0 #DIV/0!

Subtotal Utilities $0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - -- - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

Office Supplies $0 #DIV/0!

Postage $0 #DIV/0!

Insurance $0 #DIV/0!

Recruitment and Advertising $0 #DIV/0!

Staff Training $0 #DIV/0!

Staff Transportation $0 #DIV/0!

Subtotal Office Expenses $0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - -- - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

Accounting $0 #DIV/0!

Legal $0 #DIV/0!

A-133 Audit Fees $0 #DIV/0!

Consultants $0 #DIV/0!

Subtotal Professional Services $0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - -- - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

Maintenance Equipment Replacement $0 #DIV/0!

Office Equipment Repair $0 #DIV/0!

Miscellaneous Repairs (Directly Paid) $0 #DIV/0!

Miscellaneous Repairs (Contracted) $0 #DIV/0!

Maintenance Supplies $0 #DIV/0!

Janitorial  Supplies $0 #DIV/0!

Subtotal Maintenance/Repair $0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - -- - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

HVAC/Boiler System Maintenance $0 #DIV/0!

Emergency Generator Maintenance $0 #DIV/0!

Fire Detection/Suppression/Central Station $0 #DIV/0!

Extermination Contract $0 #DIV/0!

Elevator Maintenance $0 #DIV/0!

Subtotal Mechanical System Contracts $0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - -- - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

Food $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - -- - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

Contracted Security $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - -- - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

Vehicle Rental/Lease $0 #DIV/0!

Vehicle Insurance $0 #DIV/0!

Gasoline $0 #DIV/0!

Vehicle Maintenance and Repair $0 #DIV/0!

Subtotal Vehicle Expenses $0 $0 $0 #DIV/0! #DIV/0!

- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - -- - - - - -- - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - - - - -- - -- - -- - -

         TOTAL OTPS $0 $0 $0 #DIV/0!

 

TOTAL PS &  OTPS $0 $0 $0 #DIV/0!

FY FY  

Administrative Overhead (Attachment #8A) #DIV/0! #DIV/0! $0 #DIV/0! #DIV/0!

Rent $0 #DIV/0! #DIV/0!

TOTAL (without Debt Service) OPERATING BUDGET $0 $0 $0 #DIV/0!

 

Start Up $0 #DIV/0!

 

Debt Service Amortization $0 #DIV/0!

 

Depreciation $0 #DIV/0!

New Need $0 #DIV/0!

GROSS  AMOUNT $0 $0 $0 #DIV/0!

REVENUE $0 #DIV/0!

 

TOTAL FUNDING $0 $0 $0 #DIV/0!

Per Diem at Percent #DIV/0! #DIV/0! #DIV/0!  



Single Adults
All Site Types - Administration Staff Sites under 50 Units 50 - 99 Units 100 - 149 Units Over 150 Units

Program Director 1 1 1 1
Assistant Program Director 1 1 1 2
Director of Program Operations 0.5 1 1 1
Administrative Assistant 0.5 1 2 2

All Site Types - Social Service Staff All Capacity

Case Manager 1:25
Housing Specialist 1:40
Case Manager Supervisor 1:125

Adult Mental Health Direct Care Staff All Capacity
Team Leader (LMSW) 1 per Shelter
Psychiatrist 1:100
Social Worker 1:50
Peer Specialist 1:50

Adult Substance Abuse Direct Staff All Capacity
CASAC 1:25

Adult Employment Direct Staff All Capacity
Employment Specialist 1:50

Adult Assessment Direct Care Staff All Capacity
CASAC 1:100
Care Coordinator 1:200
Social Worker 1:50



2016-N-1

Division of State Government Accountability 35

Adult Mental Health 

Shelter Capacity 75

FTE Proposed 
Per Diem

Administration Staff

Per diem derived by developing a standard complement of staff and averages salaries.  Staffing and 
compensation were increased for larger facilities.Providers have flexibility to propose alternative 
staffing plan based on their specific operation and organizational structure. See Staff ratio tab for 
staffing assumptions.

Total Administration Staff  $           7.92 491.7 (Resident rights); 491.8 (Resident services); 491.11 (Disaster and emergency  planning)

Direct Care Staff Staffing based client to staff ratios as established by Agency policy in compliance with appropriate 
regulation.  

   Team Leader LMSW (1:6 supervision ratio) 1 491.8.b-d (Resident services - special population needs); 491.8.e (Resident services - social 
rehabiliaition needs/benefits/case management)

   Psychiatrist (1:100) 1 491.8.b-d (Resident services - special population needs); 491.8.e (Resident services - social 
rehabiliaition needs/benefits/case management)

   Social Worker (1:50) 2 491.8.b-d (Resident services - special population needs); 491.8.e (Resident services - social 
rehabiliaition needs/benefits/case management)

   Peer Specialist (1:50) 2 491.8.b-d (Resident services - special population needs); 491.8.e (Resident services - social 
rehabiliaition needs/benefits/case management)

Total Direct Care Staff 6

Social Service Counseling Staffing based client to staff ratios as established by Agency policy in compliance with appropriate 
regulation.  

   Case Manager (1:25) 3 491.8.c-e (Resident services - social rehabiliation needs/benefits); 491.8.g (Resident services - 
information and referral services)

   Housing Specialist (1:40) 2 491.8.c-e.iii (Resident services - social rehabiliation needs/benefits, housing)

   Case Manager Supervisor (1:125) 1 491.8.c-e (Resident services - social rehabiliation needs/benefits); 491.8.g (Resident services - 
information and referral services)

Total Social Service Counseling Staff 6

Operations Staff Staffing based client to staff ratios as established by Agency policy in compliance with appropriate 
regulation.  

   Shift Supervisors/Residential Aide (1:25) 3  $           2.96 491.8.c-f (Resident services - social rehabiliation needs/benefits; resident services - supervision); 
491.9 (Food service); 491.10 (Environmental standards)

Total Operations Staff 3  $           2.96 

Recreation Staffing based client to staff ratios as established by Agency policy in compliance with appropriate 
regulation.  

   Recreation Staff (1:150) 1  $           1.10 491.8 (Resident services)
Total Recreation Staff 1  $           1.10 

Fringe (26%) 26% Fringe rate based on agency standard policy

Proposed 
Per Diem

Utilities
Will establish appropriate funding level based on documentation of building expenses or comps.

Insurance
Will establish appropriate funding level based on documentation of building expenses or comps.

Client Supplies/Office Equipment  $           3.30 
Per diem derived by applying a uniform increase to current system averages. 491.10.j,m 
(Environmental standards - furnishings and equipment/housekeeping)

Professional Costs Professional costs will be evaluated on a case by case basis. 491.7 (Resident rights); 491.8 (Resident 
services);

Kitchen Staff/Food 
Kitchen staff/food costs per diem based on current average.  Provider can choose to provide food 
service with personnel or through a contrated food service.491.9 (Food service)

Maintenance

Standard per diem guideline was derived in consultation with Housing Preservation and Development, 
based on best practice.  Proposals will be evaluated by DHS Maintenance and Repair division and 
governed by established agency maintenance standards. 491.10 (Environmental standards)

Transportation  $           1.50 
Standard per diem derived based on system averages. 491.8.e.vii (Resident services - social 
rehabiliaition needs/benefits/transportation); 491.8.f.4 (Resident services -supervision/transportation)

Overhead (10%) 10% Admin Overhead rate based on city-wide standard policy

Rent
Rent per diem is evaluated based on documentation of building expenses. New proposals will be 
evaulated on a case by case basis using a methodology developed by HPD, DHS, DSS and OMB.

Security (PS + Contracted) Security will be evaluated on a case by case basis through an onsite security assessment and 
consultation with NYPD. 491.8.f (Resident services -supervision.)

SAMPLE MODEL

 Per diem to maintain 
adequate health and 

safety standards 

N/A

N/A

Documented 
Actuals/Comps

Documented 
Actuals/Comps

N/A

Average food service per 
diem



2016-N-1

Division of State Government Accountability 36

Adult Substance Use

Shelter Capacity 75

FTE Proposed 
Per Diem

Administration Staff

Per diem derived by developing a standard complement of staff and averages salaries.  Staffing and 
compensation were increased for larger facilities.  Providers have flexibility to propose alternative staffing 
plan based on their specific operation and organizational structure.  See Staff ratio tab for staffing 
assumptions.

Total Administration Staff  $           7.92 491.7 (Resident rights); 491.8 (Resident services); 491.11 (Disaster and emergency  planning)

Direct Care Staff Staffing based client to staff ratios as established by Agency policy in compliance with appropriate regulation.  

   CASAC (1:25) 3 491.8.b-d (Resident services - special population needs); 491.8.e (Resident services - social rehabiliaition 
needs/benefits/case management)

Total Direct Care Staff 3

Social Service Counseling Staffing based client to staff ratios as established by Agency policy in compliance with appropriate regulation.  

   Case Manager (1:25) 3 491.8.c-e (Resident services - social rehabiliation needs/benefits); 491.8.g (Resident services - 
information and referral services)

   Housing Specialist (1:40) 2 491.8.c-e.iii (Resident services - social rehabiliation needs/benefits, housing)

   Case Manager Supervisor (1:125) 1 491.8.c-e (Resident services - social rehabiliation needs/benefits); 491.8.g (Resident services - 
information and referral services)

Total Social Service Counseling Staff 6

Operations Staff Staffing based client to staff ratios as established by Agency policy in compliance with appropriate regulation.  

   Shift Supervisors/Residential Aide (1:25) 3  $           2.96 491.8.c-f (Resident services - social rehabiliation needs/benefits; resident services - supervision); 491.9 
(Food service); 491.10 (Environmental standards)

Total Operations Staff 3  $           2.96 

Recreation Staffing based client to staff ratios as established by Agency policy in compliance with appropriate regulation.  

   Recreation Staff (1:150) 1  $           1.10 491.8 (Resident services)
Total Recreation Staff 1  $           1.10 

Fringe (26%) 26% Fringe rate based on agency standard policy

Proposed 
Per Diem

Utilities Will establish appropriate funding level based on documentation of building expenses or comps.

Insurance Will establish appropriate funding level based on documentation of building expenses or comps.

Client Supplies/Office Equipment  $           3.30 
Per diem derived by applying a uniform increase to current system averages. 491.10.j,m (Environmental 
standards - furnishings and equipment/housekeeping)

Professional Costs
Professional costs will be evaluated on a case by case basis. 491.7 (Resident rights); 491.8 (Resident 
services);

Kitchen Staff/Food 
Kitchen staff/food costs per diem based on current average.  Provider can choose to provide food service 
with personnel or through a contrated food service.491.9 (Food service)

Maintenance
Standard per diem guideline was derived in consultation with Housing Preservation and Development, based 
on best practice.  Proposals will be evaluated by DHS Maintenance and Repair division and governed by 
established agency maintenance standards. 491.10 (Environmental standards)

Transportation  $           1.50 
Standard per diem derived based on system averages. 491.8.e.vii (Resident services - social rehabiliaition 
needs/benefits/transportation); 491.8.f.4 (Resident services -supervision/transportation)

Overhead (10%) 10% Admin Overhead rate based on city-wide standard policy

Rent
Rent per diem is evaluated based on documentation of building expenses. New proposals will be evaulated 
on a case by case basis using a methodology developed by HPD, DHS, DSS and OMB.

Security (PS + Contracted)
Security will be evaluated on a case by case basis through an onsite security assessment and consultation 
with NYPD. 491.8.f (Resident services -supervision.)

SAMPLE MODEL

N/A

N/A

Documented 
Actuals/Comps

Documented 
Actuals/Comps

N/A

Average food service per 
diem

 Per diem to maintain 
adequate health and 

safety standards 
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Division of State Government Accountability 37

Adult Employment 

Shelter Capacity 75

FTE Proposed 
Per Diem

Administration Staff
Per diem derived by developing a standard complement of staff and averages salaries.  Staffing and 
compensation were increased for larger facilities.  Providers have flexibility to propose alternative staffing plan 
based on their specific operation and organizational structure.  See Staff ratio tab for staffing assumptions.

Total Administration Staff  $         7.92 491.7 (Resident rights); 491.8 (Resident services); 491.11 (Disaster and emergency  planning)

Direct Care Staff Staffing based client to staff ratios as established by Agency policy in compliance with appropriate regulation.  

   Employment Specialist (1:50) 2 491.8.b-d (Resident services - special population needs); 491.8.e (Resident services - social rehabiliaition 
needs/benefits/case management)

Total Direct Care Staff 2

Social Service Counseling Staffing based client to staff ratios as established by Agency policy in compliance with appropriate regulation.  

   Case Manager (1:25) 3 491.8.c-e (Resident services - social rehabiliation needs/benefits); 491.8.g (Resident services - information 
and referral services)

   Housing Specialist (1:40) 2 491.8.c-e.iii (Resident services - social rehabiliation needs/benefits, housing)

   Case Manager Supervisor (1:125) 1 491.8.c-e (Resident services - social rehabiliation needs/benefits); 491.8.g (Resident services - information 
and referral services)

Total Social Service Counseling Staff 6

Operations Staff Staffing based client to staff ratios as established by Agency policy in compliance with appropriate regulation.  

   Shift Supervisors/Residential Aide (1:25) 3  $         2.96 491.8.c-f (Resident services - social rehabiliation needs/benefits; resident services - supervision); 491.9 
(Food service); 491.10 (Environmental standards)

Total Operations Staff 3  $         2.96 

Recreation Staffing based client to staff ratios as established by Agency policy in compliance with appropriate regulation.  

   Recreation Staff (1:150) 1  $         1.10 491.8 (Resident services)
Total Recreation Staff 1  $         1.10 

Fringe (26%) 26% Fringe rate based on agency standard policy

Proposed 
Per Diem

Utilities Will establish appropriate funding level based on documentation of building expenses or comps.

Insurance Will establish appropriate funding level based on documentation of building expenses or comps.

Client Supplies/Office Equipment  $         3.30 
Per diem derived by applying a uniform increase to current system averages. 491.10.j,m (Environmental 
standards - furnishings and equipment/housekeeping)

Professional Costs
Professional costs will be evaluated on a case by case basis. 491.7 (Resident rights); 491.8 (Resident 
services);

Kitchen Staff/Food 
Kitchen staff/food costs per diem based on current average.  Provider can choose to provide food service 
with personnel or through a contrated food service.491.9 (Food service)

Maintenance
Standard per diem guideline was derived in consultation with Housing Preservation and Development, based 
on best practice.  Proposals will be evaluated by DHS Maintenance and Repair division and governed by 
established agency maintenance standards. 491.10 (Environmental standards)

Transportation  $         1.50 Standard per diem derived based on system averages. 491.8.e.vii (Resident services - social rehabiliaition 
needs/benefits/transportation); 491.8.f.4 (Resident services -supervision/transportation)

Overhead (10%) 10% Admin Overhead rate based on city-wide standard policy

Rent
Rent per diem is evaluated based on documentation of building expenses. New proposals will be evaulated 
on a case by case basis using a methodology developed by HPD, DHS, DSS and OMB.

Security (PS + Contracted)
Security will be evaluated on a case by case basis through an onsite security assessment and consultation 
with NYPD. 491.8.f (Resident services -supervision.)

SAMPLE MODEL

N/A

N/A

Documented 
Actuals/Comps

Documented 
Actuals/Comps

N/A

Average food service 
per diem

 Per diem to maintain 
adequate health and 

safety standards 
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Division of State Government Accountability 38

Adult Assessment

Shelter Capacity 75

FTE Proposed 
Per Diem

Administration Staff

Per diem derived by developing a standard complement of staff and averages salaries.  Staffing and 
compensation were increased for larger facilities.  Providers have flexibility to propose alternative 
staffing plan based on their specific operation and organizational structure.  See Staff ratio tab for 
staffing assumptions.

Total Administration Staff  $         7.92 491.7 (Resident rights); 491.8 (Resident services); 491.11 (Disaster and emergency  planning)

Direct Care Staff Staffing based client to staff ratios as established by Agency policy in compliance with appropriate 
regulation.  

   CASAC (1:100) 1
491.8.b-d (Resident services - special population needs); 491.8.e (Resident services - social 
rehabiliaition needs/benefits/case management)

   Care Coordinator (1:200) 1
491.8.b-d (Resident services - special population needs); 491.8.e (Resident services - social 
rehabiliaition needs/benefits/case management)

   Social Worker (1:50) 2
491.8.b-d (Resident services - special population needs); 491.8.e (Resident services - social 
rehabiliaition needs/benefits/case management)

Total Direct Care Staff 4  $             -   

Social Service Counseling Staffing based client to staff ratios as established by Agency policy in compliance with appropriate 
regulation.  

   Case Manager (1:25) 3
491.8.c-e (Resident services - social rehabiliation needs/benefits); 491.8.g (Resident services - 
information and referral services)

   Housing Specialist (1:40) 2 491.8.c-e.iii (Resident services - social rehabiliation needs/benefits, housing)

   Case Manager Supervisor (1:125) 1
491.8.c-e (Resident services - social rehabiliation needs/benefits); 491.8.g (Resident services - 
information and referral services)

Total Social Service Counseling Staff 6

Operations Staff Staffing based client to staff ratios as established by Agency policy in compliance with appropriate 
regulation.  

   Shift Supervisors/Residential Aide (1:25) 3  $         2.96 
491.8.c-f (Resident services - social rehabiliation needs/benefits; resident services - supervision); 
491.9 (Food service); 491.10 (Environmental standards)

Total Operations Staff 3  $         2.96 

Recreation Staffing based client to staff ratios as established by Agency policy in compliance with appropriate 
regulation.  

   Recreation Staff (1:150) 1  $         1.10 491.8 (Resident services)
Total Recreation Staff 1  $         1.10 

Fringe (26%) 26% Fringe rate based on agency standard policy

Proposed 
Per Diem

Utilities Will establish appropriate funding level based on documentation of building expenses or comps.

Insurance Will establish appropriate funding level based on documentation of building expenses or comps.

Client Supplies/Office Equipment  $         3.30 
Per diem derived by applying a uniform increase to current system averages. 491.10.j,m 
(Environmental standards - furnishings and equipment/housekeeping)

Professional Costs
Professional costs will be evaluated on a case by case basis. 491.7 (Resident rights); 491.8 (Resident 
services);

Kitchen Staff/Food 
Kitchen staff/food costs per diem based on current average.  Provider can choose to provide food 
service with personnel or through a contrated food service.491.9 (Food service)

Maintenance

Standard per diem guideline was derived in consultation with Housing Preservation and Development, 
based on best practice.  Proposals will be evaluated by DHS Maintenance and Repair division and 
governed by established agency maintenance standards. 491.10 (Environmental standards)

Transportation  $         1.50 
Standard per diem derived based on system averages. 491.8.e.vii (Resident services - social 
rehabiliaition needs/benefits/transportation); 491.8.f.4 (Resident services -supervision/transportation)

Rent
Rent per diem is evaluated based on documentation of building expenses. New proposals will be 
evaulated on a case by case basis using a methodology developed by HPD, DHS, DSS and OMB.

Security (PS + Contracted)
Security will be evaluated on a case by case basis through an onsite security assessment and 
consultation with NYPD. 491.8.f (Resident services -supervision).

SAMPLE MODEL

N/A

N/A

Documented 
Actuals/Comps

Documented 
Actuals/Comps

N/A

Average food service 
per diem

 Per diem to maintain 
adequate health and 

safety standards 
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Division of State Government Accountability 39

Adult General 

Shelter Capacity 75

FTE Proposed Per 
Diem

Administration Staff

Per diem derived by developing a standard complement of staff and averages salaries.  Staffing and 
compensation were increased for larger facilities.  Providers have flexibility to propose alternative staffing 
plan based on their specific operation and organizational structure.  See Staff ratio tab for staffing 
assumptions.

Total Administration Staff  $            7.92 491.7 (Resident rights); 491.8 (Resident services); 491.11 (Disaster and emergency  planning)
Direct Care Staff

NA NA NA
Total Direct Care Staff NA NA

Social Service Counseling Staffing based client to staff ratios as established by Agency policy in compliance with appropriate 
regulation.  

   Case Manager (1:25) 3
491.8.c-e (Resident services - social rehabiliation needs/benefits); 491.8.g (Resident services - 
information and referral services)

   Housing Specialist (1:40) 2 491.8.c-e.iii (Resident services - social rehabiliation needs/benefits, housing)

   Case Manager Supervisor (1:125) 1
491.8.c-e (Resident services - social rehabiliation needs/benefits); 491.8.g (Resident services - 
information and referral services)

Total Social Service Counseling Staff 6

Operations Staff Staffing based client to staff ratios as established by Agency policy in compliance with appropriate 
regulation.  

   Shift Supervisors/Residential Aide (1:25) 3  $            2.96 
491.8.c-f (Resident services - social rehabiliation needs/benefits; resident services - supervision); 
491.9 (Food service); 491.10 (Environmental standards)

Total Operations Staff 3  $            2.96 

Recreation Staffing based client to staff ratios as established by Agency policy in compliance with appropriate 
regulation.  

   Recreation Staff (1:150) 1  $            1.10 491.8 (Resident services)
Total Recreation Staff 1  $            1.10 

Fringe (26%) 26% Fringe rate based on agency standard policy

Proposed Per 
Diem

Utilities Will establish appropriate funding level based on documentation of building expenses or comps.

Insurance Will establish appropriate funding level based on documentation of building expenses or comps.

Client Supplies/Office Equipment  $            3.30 
Per diem derived by applying a uniform increase to current system averages. 491.10.j,m (Environmental 
standards - furnishings and equipment/housekeeping)

Professional Costs
Professional costs will be evaluated on a case by case basis. 491.7 (Resident rights); 491.8 (Resident 
services);

Kitchen Staff/Food 
Kitchen staff/food costs per diem based on current average.  Provider can choose to provide food service 
with personnel or through a contrated food service.491.9 (Food service)

Maintenance
Standard per diem guideline was derived in consultation with Housing Preservation and Development, 
based on best practice.  Proposals will be evaluated by DHS Maintenance and Repair division and 
governed by established agency maintenance standards. 491.10 (Environmental standards)

Transportation  $            1.50 
Standard per diem derived based on system averages. 491.8.e.vii (Resident services - social 
rehabiliaition needs/benefits/transportation); 491.8.f.4 (Resident services -supervision/transportation)

Overhead (10%) 10% Admin Overhead rate based on city-wide standard policy

Rent
Rent per diem is evaluated based on documentation of building expenses. New proposals will be 
evaulated on a case by case basis using a methodology developed by HPD, DHS, DSS and OMB.

Security (PS + Contracted)
Security will be evaluated on a case by case basis through an onsite security assessment and 
consultation with NYPD. 491.8.f (Resident services -supervision).

SAMPLE MODEL

N/A

N/A

Documented 
Actuals/Comps

Documented 
Actuals/Comps

N/A

Average food service per 
diem

 Per diem to maintain 
adequate health and 

safety standards 



 
 
 
 
 
 
Proposer:        
 
 
Section II (A): Experience – 15 Points 
 

1. In 12,000 characters (approximately 1,800 words) or less, fully describe at least three years of 
the proposer’s successful, relevant experience, including that of each subcontractor, if any, 
within the last six years, in providing social services to vulnerable populations and operating 
residences that include homeless single adults.   

 
      
 

2. In 12,000 characters (approximately 1,800 words) or less, fully describe at least three years of 
the proposer’s successful experience, including that of each subcontractor, if any, within the 
last six years, in operating homeless and/or low-income housing programs and/or the provision 
of other social services. 

 
      

  
3. In 12,000 characters (approximately 1,800 words) or less, fully describe the experience and 

organizational capability of the proposer, including that of each subcontractor, if any, to 
manage the administrative, social service, and financial components of this program. 

 
      

 

ATTACHMENT E 
 

Structured Proposal Form  
 

Shelter Facilities for Homeless Single Adults  
 

EPIN:  07119I0001 
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Section II (B): Intake, Case Management and Residential Services - 15 Points 

 
4. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s approach 

to provide intake and orientation for this program. Include detailed information on the 
proposed intake and orientation processes, and demonstrate how they would conform to the 
guidelines and expectations outlined in this section. 
 
      

 
5. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s approach 

to provide case management services for this program that promotes the stabilization of clients 
and their ability to live independently, as outlined in this section. 
 
      

 
6. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s approach 

to provide housing specialist for this program, based on the expectations outlined in this 
section. 

 
      

 
 

Section II (C): Supportive Services – 15 Points 
 

7. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s approach 
to provide supportive services to assist clients in applying for public assistance benefits, 
participating in child support enforcement programs, participating in employment and training 
programs, accepting jobs and work assignments, and satisfying all requirements for 
participation in rehabilitation services, based on the expectations outlined in this section. 

 
      
 

8. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s approach 
for referral services to provide supportive health services with a fully accredited medical 
institution or clinic for referral of residents for routine examinations and emergency treatment, 
based on the expectations outlined in this section. 
 
      

 
9. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s approach 

for providing CPR services, communicable disease prevention, mental health/psychiatric 
outpatient services, substance use services including opioid overdose prevention, preventative 
care, tuberculosis testing, immunizations, behavioral health services, and physical examinations 
based on expectations outlined in this section.   
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10. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s approach 
to provide food services for all residents in accordance with all dietary guidelines and 
standards, based on the expectations outlined in this section.  

 
      

 
 

Section II (D): Housing and Employment Placement Services – 15 Points 
 

11. In 8,000 characters (approximately 1,200 words) or less, fully describe the proposer’s 
approach to provide referral assistance in securing employment, job training, and job 
placement services, including referrals to community programs and/or HRA employment 
services for job preparation, placements, and training, based on the expectations outlined in 
this section. 

 
      
 

12. In 8,000 characters (approximately 1,200 words) or less, fully describe the proposer’s 
approach to provide housing placement services, based on the expectations outlined in this 
section.  Include details on how the proposer will assist clients in finding housing, provide 
housing education, and meet the housing placement targets set by DHS, including the steps 
taken to achieve these goals.  
 

          
 

 
Section II (E): Staffing Plan – 10 Points 
 

13. In 8,000 characters (approximately 1,200 words) or less, fully describe the proposer’s staffing 
plan, including a description of the qualifications and experience of staff to effectively provide 
the requisite services that meet the needs of the target population, based on the expectations 
outlined in this section. 

 
      
 

14. In 8,000 characters (approximately 1,200 words) or less, fully describe the proposer’s 
mechanisms for providing ongoing and consistent staff supervision, procedures for evaluating 
staff performance and protocols for employee discipline and termination. 

 
      
 

15. In 8,000 characters (approximately 1,200 words) or less, fully describe the proposer’s plan to 
hire staff that is culturally sensitive and able to communicate in the languages of the clients 
being served.        
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Section II (F): Partnerships – 5 Points 

 
16. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s approach 

to establish and manage joint efforts with other organizations providing services to the target 
population, based on the expectations outlined in this section.  

 
      
 

17. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s approach 
to developing a “good neighbor plan” for the residence. Include how the plan would address 
quality of life issues, and how the residence would be a resource for the community, based on 
the expectations outlined in this section.  

 
           
 
18. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s approach 

to establish and manage community relations for the program, based on the expectations 
outlined in this section. 

 
        

 
 

Section II (G): Security, Facilities, and Building Management – 15 Points 
 

19. In 8,000 characters (approximately 1,200 words) or less, fully describe the proposer’s plan to 
complete weekly unit inspections to ensure the health and safety of clients in the facility, based 
on the expectations outlined in this section.  

 
           
 
20. In 8,000 characters (approximately 1,200 words) or less, fully describe the proposer’s plan to 

perform regular, emergency maintenance and repairs, ensuring all areas of the residence are 
kept in a sanitary and safe condition, based on the expectations outlined in this section. 

 
      

 
21. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s Property 

Management Plan, based on the expectations outlined in this section. 
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22. In 8,000 characters (approximately 1,200 words) or less, fully describe the proposer’s plan to 

implement appropriate fire safety measures, including fire safety training for staff and 
residents, based on the expectations outlined in this section. 

 
      
 

23. In 8,000 characters (approximately 1,200 words) or less, fully describe the proposer’s plan to 
provide supervision and security services to the facility, based on the expectations outlined in 
this section.  
 
      

 
 
Section II (H): Data Monitoring and Reporting – 5 Points 

 
24. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s plan to 

create and submit required status reports and statistical information, based on the 
expectations outlined in this section.  

 
          

 
25. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s approach 

to manage case record maintenance, utilize recording protocols, and submit invoices, based on 
the expectations outlined in this section.  

 
            

 
26. In 4,000 characters (approximately 600 words) or less, fully describe the proposer’s plan to 

utilize their internal monitoring system to identify facility, program and fiscal problems, based 
on the expectations outlined in this section.  

 
           

 
 
  Section II (I): Budget Management – 5 Points 
 

27. In 8,000 characters (approximately 1,200 words) or less, fully describe how the proposer will 
plan for and manage budgets for this program, based on the program expectations outlined 
throughout this RFP and consistent with the proposed program design.  

i. Justification for each cost item with a description of how the budget will support   
the proposal, including the identification and justification of all Personnel and 
Other than Personnel Services (OTPS), including administrative costs and fringe 
benefits. 

ii.     For Personnel Services, include titles of all personnel to be employed by the  
        proposer under the proposed contract, as well as the salaries and fringe to be  
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        provided to such personnel.                                 
iii.    For operation, utilities and other support expenses, list each item and explain  
        how the costs of each one were determined.  

• For contracted services, list the associated cost included in the funding request, explaining 
how the cost of the assigned work for the program was calculated. If it is a non-program 
service purchased from a vendor, describe the nature of the service, why it is needed, and 
how the costs relating to its purchase were determined.  

i. If applicable, description of how in-kind contributions or other sources of funding 
will be used to leverage additional services. 
 

       
 

28. In 4,000 characters (approximately 600 words) or less, if applicable, provide a Budget 
Narrative justifying all Start-Up costs.  
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SHELTER NAME:  ________________________________________              

DATE:  ___ /___ /___ 
FAMILY COMPOSITION:  # ADULTS _____   # CHILDREN _____ 
 

 

 

STATEMENT OF CLIENT RIGHTS  
AND CLIENT CODE OF CONDUCT  

 
The Statement of Client Rights and Client Code of Conduct sets out the standards for staying in short-term temporary 
housing assistance (“shelter”).  Since shelter is not a home, but rather a stepping stone to permanent housing and rejoining 
the community, there are certain expectations for you while in shelter.  These standards ensure shelters are safe for 
everyone and that we work together to help you move as quickly as possible from emergency housing to a home.  
 
While in shelter, your rights include: 
 

1. The right to exercise your civil rights and religious freedoms; 

2. The right to have your personal, financial, social and medical information kept confidential by DHS and shelter 
staff; 

3. The right to meet and have written communications with your legal representatives in private; 

4. The right to receive courteous, fair and respectful treatment; 

5. The right to remain in the facility, and not be involuntarily transferred or discharged except in accordance with 
State regulations and the DHS procedures implementing those regulations;  

6. The right to present grievances on behalf of yourself and other residents to your shelter or DHS without fear of 
retaliation and to receive a timely response; 

7. The right to manage your own finances; 

8. The right to receive visitors in common areas of the facility Monday through Friday between 6 pm and 9 pm and 
on Saturday and Sunday between 12 pm and 4 pm; 

9. The right to leave and return to the facility in accordance with the 10 pm curfew; 

10. The right to send and receive mail without interference or interception;  

11. The right to be free from physical restraint or confinement; and 

12. The right to end your shelter stay at any time. 

 
Single acts of the following misconduct may lead to the loss of shelter: 
 

1. You are forbidden to bring weapons and any illegal substances into the shelter. 

2. Violence, threatened violence, or other illegal conduct is not permitted and will be reported to law enforcement 
authorities.   

LAST NAME (HEAD OF HOUSEHOLD) FIRST NAME MI 

SOCIAL SECURITY NUMBER DATE OF BIRTH CASE # 
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3. Acts that endanger the health and safety of yourself or others or which substantially interfere with the orderly 
operation of the facility will not be tolerated.   

Single violations of the following may lead to the loss of shelter: 
 

4. Since shelter is temporary housing, you must look for permanent housing and accept any suitable housing that is 
found.  

5. You must cooperate with and complete an assessment conducted by DHS or shelter staff. 

6. You must cooperate in developing an independent living plan (ILP) together with facility staff. 

 
Multiple violations of the following conduct standards may lead to the loss of shelter. However, in some cases, a 
single violation of a serious nature may also lead to the loss of shelter: 

 
7. You must cooperate in carrying out and completing your ILP with facility staff to achieve permanent housing. 

You must agree to and meet with shelter staff at least once every other week to discuss your progress in 
complying with the ILP.  
 

8. You are required to keep your unit and the common areas of your temporary shelter clean and orderly.  Shelter 
staff may conduct unannounced health and safety inspections of your unit on a weekly or more frequent basis.  
You must provide access to shelter staff for these inspections.   
 

9. Each family member is limited to bringing two bags of personal belongings into the shelter.  

10. You may not bring in and use: hot plates, space heaters; air conditioners, furniture; televisions larger than 19 
inches; cable TV service; or animals (unless you have a disability and require the use of a service animal).  

11. You are not permitted to smoke or possess/consume alcoholic beverages in the shelter. 

12. Excessive noise and disrespectful behavior towards fellow residents/shelter staff will not be tolerated.  

13. All residents must be properly dressed while on the grounds of the residence.  You may not appear outside your 
unit undressed or partially dressed. 

14. When directed, you are required to leave your unit/the building during fire drills, evacuations, and other safety 
exercises. 

15. You are responsible for supervising your children at all times, including in all common areas.  You may not leave 
shelter without your children unless arrangements have been made for another adult to supervise the children and 
these arrangements have been approved by shelter staff. 

16. Children under two years of age must sleep in cribs, in accordance with the “Safe Sleeping” guidelines that have 
been provided to you either in written or video form.  

17. School-aged children are required to attend school.  

18. With the help of your caseworker, you are expected to take part in activities that will help get you to a permanent 
home, such as working (or looking for work), looking for housing, or working with HRA.  This may require you 
to be outside of your unit during the day.  If you remain in your unit without a valid reason, shelter staff will 
direct you to some activities, either in the shelter or elsewhere.    

19. Shelter staff has the right to check your room every day.   

20. Overnight stays outside of the shelter are not permitted unless pre-approved by shelter staff. 

21. You must leave your unit keys with shelter security staff when leaving the facility and you must sign in and out 
with your children when entering and exiting the shelter.  
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22. All shelters have a curfew of 10 pm and children must be in their units with a responsible adult by 9 pm, except in 
the case of a documented emergency or if you have an approved late pass. 

23. Visitors are not allowed in units.  Visitors are only permitted in common areas Monday through Friday between 6 
pm and 9 pm and on Saturday and Sunday between 12 pm and 4 pm. 

24. You may not change the locks on your unit or add additional locks. 

25. If you have been placed in a shelter with on-site recreation, day care, or a cafeteria, you must abide by the rules 
established by the facility for using these services. 

26. You must notify shelter staff whenever you or anyone in your family becomes ill. 
 

Compliance with Public Assistance and Client Contribution is a Requirement for Staying in Shelter: 

27. You are required to apply for and, if eligible, keep open a Public Assistance (PA) case with HRA.  

28. You must cooperate to determine available resources, and apply for and use any benefits and resources that will 
reduce or eliminate the need for shelter.  

29. If you have income, you are required to pay towards the cost of your stay in temporary shelter.  If you have an 
open PA case, HRA will determine the amount, if any, that you must contribute towards the cost of your shelter. 

30. If you have income and you are not eligible for PA, you must contribute 30% of your family's gross income 
towards the cost of your shelter. 

My family is seeking shelter from the Department of Homeless Services. I have reviewed and have had the above 
“Statement of Client Rights and Client Code of Conduct” explained to me and I understand it. These rights and 
responsibilities will help my family achieve independence and find a permanent place to live.  I understand that my family 
has the right to file a grievance with the shelter operator and/or DHS without fear of getting in trouble. 
 
 

IF MY FAMILY DOES NOT FOLLOW THE CLIENT CODE OF CONDUCT: 
 

1. I or my family may have to leave the shelter and have our shelter/temporary housing assistance 
discontinued if we do not follow the Client Code of Conduct, even if we refuse to sign this document.  
 

2. My family will not have its shelter/temporary housing assistance discontinued if we cannot obey the 
Client Code of Conduct due to an appropriately documented physical or mental impairment. 
 

3. My family has a right to challenge a decision to discontinue shelter/temporary housing assistance by 
requesting a New York State Fair Hearing and/or an agency conference with DHS. 

 

________________________ _______________________ ______ 
Print Name    Signature    Date 
 

________________________ _______________________ ______ 
Print Name    Signature    Date 
 

________________________ _______________________ ______ 
Print Name    Signature    Date 
 
 
 
 

STAFF:  I have explained this form to the client.  [    ] Client refused to sign. 
 
 

________________________ _______________________ ______ 
Print Name/Title    Signature    Date 



 

 
ANDREW M. CUOMO 
Governor 

SAMUEL D. ROBERTS 
Commissioner 

BARBARA C. GUINN 
Executive Deputy Commissioner 
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Section 2 
 

I. Summary 
 

This Administrative Directive (ADM) is to inform social services districts (districts) of the required 
submission of operating budgets and associated per diem rates for all emergency shelters and 
the submission of payment rates for hotels and motels that provide emergency shelter. 

 
II. Purpose 
 

In order to effectively evaluate per diem rates, OTDA will require any district that reimburses a 
provider for emergency shelters to submit an operating budget, including a per diem rate, for all 
such shelters. For hotels and motels that districts utilize to provide emergency shelter, districts 
must submit the rate paid to the hotel/motel, as well as the corresponding commercial rate for 
the same facility. This ADM includes the necessary forms to complete these required 
submissions. 
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III. Background 
 

A recent amendment to 18 NYCRR Section 352.8(b)(1) authorizes OTDA to review and approve 
rates set by social services districts for emergency shelters, including hotel/motel facilities. The 
amendment to Section 352.8(b)(1), published June 22, 2016, further authorizes OTDA to 
establish a timetable for this review and approval. 

 
IV. Program Implications 

 
Certified Tier II shelters within New York City currently submit operating budgets and per diem 
rates annually to OTDA for review and approval and will experience no change with these new 
requirements.  Similarly, certified Tier II shelters outside of New York City currently submit 
revised budgets when a new rate is requested; these shelters will now submit operating budgets 
annually, regardless of any budgetary or rate change.  Submission and review of operating 
budgets for all other emergency shelters has not been previously required. 

 
V. Required Action 

 
Districts must submit operating budgets with corresponding per diem rates for all emergency 
shelters utilizing the attached Budget Summary Form, within the time frames outlined in the 
schedule below. For hotels and motels that are utilized for temporary emergency shelter, 
districts must provide the negotiated contracted rate, as well as the corresponding commercial 
rate for the same facility on the attached Commercial Hotel / Motel Rate Template. 
 
The operating budget must be presented in sufficient detail to enable OTDA to identify costs 
that are not subject to federal financial participation and structured to ensure that the costs of 
resident services that may be paid from other funding sources, including medical assistance 
(MA), are not included in the proposed per diem rate. 
 
In order to facilitate completion and review, OTDA is providing the attached Budget Summary 
Form template and associated guidance, entitled Fiscal Profile and Budgeting Instructions. 
Operating budgets must be submitted on these forms and in the manner prescribed by OTDA, 
to the Division of Shelter Oversight and Compliance (DSOC) at the email address above. DSOC 
staff will review each submission and work with the district to ensure that all required documents 
have been included. In addition, the review will assess operating costs to verify that all 
expenditures are reasonable and necessary. Should OTDA determine that an expenditure is not 
reasonable or necessary, the DSOC reviewer will work with the district to revise or delete such 
costs. 
 
New York City will submit shelter operating budgets and hotel/motel rates for City Fiscal Year 
(“CFY”) 2017 immediately, but no later than September 1, 2017and, for CFY 2018 and all 
subsequent years, in accordance with the following dates within that CFY: 
 

Shelter Type         Due Date 

Certified Tier II Family Shelters January 1st 

Non-certified Family Shelters and all Adult Single Shelters (certified 
and non-certified) 

September 1st 

All Adult Family Shelters (certified and non-certified) November 1st 

Non-certified Cluster sites and Hotel/Motel rates January 1st 
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For shelters outside of New York City, all budgets and hotel/motel rates for Calendar Year (CY) 
2017, regardless of shelter type, must be submitted by August 1, 2017, and for CY 2018 and all 
subsequent years by January 1 of that CY. 

 
 
VI. Systems Implications 
 

None. 

 
 
VII. Effective Date 
 

This ADM is effective immediately. 
 

 
 

 
Issued By  
Name:   Barbara C. Guinn 
Title:    Executive Deputy Commissioner 
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BUDGET SUMMARY FORM

Agency/Provider Contract No.  

Program/Facility Fiscal Year

Term of Contract Date

Agency Representative Title

Agency E-mail

Vendor ID #

I PERSONNEL SERVICES (PS)  ORIGINAL BUDGET FTE'S

Administration $0 0.00

Social Work $0 0.00

Child Care (Tier IIs only) $0 0.00

Recreation $0 0.00

Case Management $0 0.00

Security $0 0.00

Maintenance $0 0.00

MVO $0 0.00

Kitchen $0 0.00

TOTAL  PERSONNEL SERVICES $0 0.0

II FRINGE  BENEFITS #DIV/0! $0  

III TOTAL PS $0

IV OTHER THAN PERSONNEL SERVICE

Office Equipment $0

Client Supplies/Furniture $0

Client Transportation $0

Utilities $0

Office Expenses $0

Professional Costs $0

Maintenance/Repair $0

Mechanical System Contracts $0

Food $0

Contracted Security $0

Vehicle Expenses $0

TOTAL OTPS $0

V TOTAL PS &  OTPS  ( III + IV ) $0

FY 

VI ADMINISTRATIVE  OVERHEAD #DIV/0! $0

VII RENT $0

VIII TOTAL (without Debt Service)  ( V + VI + VII ) $0

IX START UP $0

 

X DEBT SERVICE AMORTIZATION  $0

XI AMENDMENTS (I.E., DEPRECIATION, NEW NEED, ETC.) $0

XII GROSS AMOUNT ( VIII + IX + X + XI ) $0

XIII REVENUE $0

XIV FUNDING ( XII - XIII ) $0

LDSS Program Representative Date

LDSS Budget Representative Date

Provider Date

Agency Telephone

Federal EIN
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FISCAL PROFILE AND BUDGETING INSTRUCTIONS  
 
A. Preparation of Proposed Budget Information for Overall Agency Operations  
 
These instructions provide social service districts (districts) with the required accounting 
procedures, definitions of expenditure categories, reporting guidelines for personnel services 
(PS), other than personnel services (OTPS), and required fiscal reporting forms for homeless 
shelter budgets. The information contained herein will assist you in completing the required 
fiscal forms that will be used to propose/adjust a program/facility negotiated rate. 
 
At this time, all non-certified emergency shelters and certified Adult emergency shelters in 
operation for an entire fiscal year outside of New York City must report their anticipated 
expenditures for Calendar Year (CY) 2017 only, which is the local districts’ fiscal period. 
Certified Tier II shelters outside of NYC must report program/facility expenditures for CY 2017, 
as well as the previous year’s approved budgetary amounts and associated changes. 
 
For certified Tier II shelters in New York City, DHS must report program/facility expenditures on 
the July to June 2017 City Fiscal Year (CFY), as well as the previous CFY’s approved 
budgetary amounts and associated changes. All other emergency shelters in NYC only need to 
report CFY 2017 budgeted expenditures at this time. 
 
For CY and CFY 2018 and all subsequent years, all shelters will report the prior year’s budgeted 
amounts and reflect associated changes, including justifications as necessary. 
 
B. General Accounting Procedures  
 

1. The Modified Accrual Basis for Accounting is required.  

 

2. Once the accounting methodology for the allocation of indirect expenditures has been 
established, any changes by programs/facilities will require prior approval by OTDA. 
 

3. Replacement and acquisition of plant, furnishings, equipment, and vehicles  
should be distinguished as minor or major items. Minor items, which may be expensed, 
are defined as items costing less than $1,500, and should be reported in the appropriate 
OTPS category on the Line Item Budget Form-A. Items costing $1,500 or more are to be 
capitalized, with the resultant depreciation expense reported on the Depreciation Report 
and the corresponding line of the Line Item Budget Form-A. 
 

4. The straight-line method of calculating use charges (depreciation) on owned plant, 

furnishings, equipment and vehicles is generally required. In the absence of clear 

evidence indicating that the expected consumption of the asset will be significantly 

greater in the early portions than in the later portions of its useful life, the straight-line 

method of depreciation must be used. 

 

5. Income and expense amounts are to be reported in even dollar amounts. All amounts of 

50 cents or more are to be rounded up to the nearest dollar. All amounts under 50 cents 

are to be rounded down to the nearest dollar. 

 

6. In conformance with the State’s full financial disclosure practice, each emergency shelter 

is required to report all allowable operating expenditures and revenue even if the other 
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programs are not related to the facility shelter program, with certain exceptions. 

However, grant funded expenditures (private or public) cannot be included in the shelter 

per diem cost, and must be reported on the Revenue form. 

 

7. Leasehold improvements are to be amortized over the life of the lease or the life of the 
improvements, whichever is shorter. Renewal options are to be included as the life of the 
lease when amortizing leasehold improvements. The amortization schedule will be 
based on the life of the original lease plus the option period, or the life of the 
improvement, whichever is shorter. Leasehold improvements must be amortized over a 
period of at least 60 months.  

 
 

C. Expenditure Categories and Procedures 
 

 Budget Summary Form – Lines 6-10 should be completed, providing the following 
information: 
 

 Agency/Provider – The legal name of the entity providing shelter services; 

 Contract No. – Identifying number provided by district, as applicable; 

 Program/Facility – The name of the specific shelter to which the budget applies; 

 Fiscal Year – Generally January 1 to December 31, except in NYC; 

 Term of Contract – The multi-year term of the contract between the agency/provider 
and district; 

 Agency Representative – The Chief Executive or Fiscal Officer who is responsible 
for, and knowledgeable of the facility’s fiscal matters, including telephone and e-mail 
contact information; 

 Federal EIN – The Federal tax identification number of the entity providing shelter 
services. 

 Vendor ID # – Benefits Issuance and Control System (BICS) generated identification 
number. BICS Vendor ID is not required in NYC. 
 

All other information on the Budget Summary form will automatically pre-populate from 
entries on the Line Item Budget Form-A. 
 
Dated signatures from the districts’ Program and Budget representatives, as well as the 
Agency Representative, are required. 

 

 Line Item Budget Form-A 
 
The following describes the specific categories in which budgeted costs should be grouped for 
reporting purposes. All gross expenditures shall be reported by program. Only allowable items 
of expenditure should be included in the budget. Non-allowable expenditures are listed at the 
end of these instructions. 
 
If an agency operates more than one shelter program, each program must report a separate 
Line Item Budget Form–A, which must then be aggregated into a summary form. Agencies may 
only submit consolidated budgets for shelters of the same type. Districts and agencies should 
seek clarification from OTDA for further assistance as necessary. 
 



 

3 
 

Projected costs will be evaluated by OTDA based upon facility size and similar programs in 
comparable geographic areas, as well as increases over prior year budgets. 
 
The categories of expenditures are as follows: 
 

Page 1 - PERSONNEL SERVICE (PS) 
 
Column A: Position Title – List the associated title of all budgeted positions within the specific 
category. 
Columns B and E: FTE’s – The total number of full time equivalents (FTEs), per position. For 
example: 40 hours per week per person = 1.0 FTE. 
Columns C and F: Salary – Total salary paid for one FTE in each position. 
Columns D and G: Total – Automatically calculates the total PS cost by line, by multiplying the 
number of FTE’s by Annual Salary. 
Column J: Justification – Justification must be included on separate report for any item that 
changes by 10% or $10,000 more or less than the previous fiscal year’s budget submission. 
 
**Data for FY 2016 and associated justifications are only required for certified Tier II Shelters at 
this time. For CY and CFY 2018 and subsequently, all shelters will provide the prior year values 
and justification for variances as necessary. 
 
1. Administration – Include in this category personnel costs associated with the administration 
and management of the program/facility. Work performed in this category includes, but need not 
be limited to: total administration of the facility; management of personnel; background checks 
and fingerprinting; data processing; reception and secretarial; accounting and bookkeeping, and 
supervision of this functional category. Allowable administrative costs are a maximum of 15% of 
total allowable program/facility costs, excluding rent and debt service payments. 
 
2. Social Work – Include in this category personnel costs associated with the preliminary needs 
determinations and assessments of families/individuals; development of treatment goals and 
objectives; and provision of counseling. Costs for the provision of medical services which either 
can be provided only by, or under the direct supervision of, a medical professional or are 
reimbursable under Medicaid, are not permitted and should not be included. 
 
3 & 4. Child Care and Recreation – Include in these categories personnel costs associated 
with the supervision of the activities of children in care and recreational needs of families. Costs 
to operate a NYS licensed day care program are not to be included. The regulations for family 
shelters allow for a suitable adult resident to be counted as staff for the purpose of supervised 
child care ratios. These staffing patterns, including the adult residents are mandated. However, 
the guidelines for reimbursement will provide agencies with funds only for the child care workers 
in relation to the number of children listed on the chart that follows. Include in these categories 
all persons whose primary function is to provide child care and recreational needs of children 
and families. 
 

Allowable staffing patterns, including adult resident staff, for child care activities: 
 

Infant (0-2 years)  
Facilities are expected to employ, and will be eligible for reimbursement of, 1 
child care worker for every 4 children in this age group. 

 
Pre-School (3-5 Years)  



 

4 
 

Facilities are expected to employ, and will be eligible for reimbursement of, 1 
child care worker for every 8 children in this age group. 
 
School Age (6-16 years) 
Facilities are expected to employ, and will be eligible for reimbursement of, 1 
recreation worker for every 15-20 children in this age group. 
 

The allowable supervisor ratio is 1 to every 8 reimbursable employees. 
 

5. Case Management – Include in this category personnel costs associated with the daily care 
of the residents and assistance in accessing services and obtaining permanent housing, 
including staff whose primary function is to provide direct care and supervision of the 
families/individuals in the facility; assist families/individuals in applying for and obtaining income 
entitlements, public benefit programs, mental health and social services, and job training; and 
finding and obtaining permanent housing. 
 
6. Security – Include in this category all staff whose primary function is to provide security for 
families/individuals, 24 hours/7 days a week. Work performed in this area includes, but need not 
be limited to, family monitors and attendants. 
 
7. Maintenance – Include in this category all staff whose primary function is the maintenance 
and repair of the buildings and grounds. Work performed in this area includes, but need not be 
limited to: building maintenance, housekeeping, cleaning, painting, and porter duties. 
 
8. Motor Vehicle Operator (MVO) – Include in this category all staff whose primary function is 
to provide transportation for clients. 
 
9. Kitchen – Include in this category all staff whose primary function is to provide food for 
clients. Work performed in this area includes, but need not be limited to cooks and other kitchen 
assistants. 
 
10. Fringe Benefits – Should include the following: 

Fringe benefits should include the following:  
a. Social Security – Include employer portion of FICA taxes; 
b. Insurances – Include employer cost of health, disability and dental insurance, as 

applicable; 
c. Pension and retirement – Include employer costs of employee retirement benefit 

plans; and 
d. Workers’ Compensation, Unemployment Insurance, NYS Disability. 

 
Fringe Benefits as a percent of PS subtotal will be automatically calculated. 
 

Page 2 – OTHER THAN PERSONNEL SERVICE (OTPS) 
 
Column A: OTPS Expense: Potential OTPS expenses are pre-populated for each category. If 
necessary, additional expense lines may be inserted into a category, subject to review by 
OTDA.  
Columns D and E: Budget: Include the total budgeted amount for each OTPS line, by fiscal 
year. 
Column H – Justification: Justification shall be included on separate report if any item 
changes by 10% or $10,000 more or less than previous fiscal year’s budget submission. 
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**Data for FY 2016 and associated justifications are only required for certified Tier II Shelters at 
this time. For CY and CFY 2018 and subsequently, all shelters will provide the prior year values, 
and justification for variances as necessary. 
 
Office Equipment – Include in this category the acquisition cost, freight, delivery and 
installation charge of minor equipment. Minor equipment is defined as equipment costing less 
than $1,500. Individual items costing $1,500 or more are to be capitalized, with the resultant 
depreciation expense reported on the Depreciation Report and the corresponding line of the 
Line Item Budget Form-A. This category is restricted to items that are necessary for the 
operation of the facility.  
 
Client Supplies/Furniture – Include in this category the consumable supplies, including freight 
and delivery charges, for blankets, sheets, bedding, household and kitchen items, beds, 
dressers, and similar items costing less than $1,500. Items costing $1,500 or more are to be 
capitalized, with the resultant depreciation expense reported on the Depreciation Report and the 
corresponding line of the Line Item Budget Form-A. 
 
Client Transportation – Include in this category all costs incurred by client while engaged in 
facility business in connection with training or housing/employment search, including car fare, 
taxi fare, gasoline, tolls and parking charges. 
 
Utilities – Include in this category the cost of telephone, electricity, oil/gas and water/sewer, 
provided these costs are not included in costs reported for rent.  
 
Office Expenses – Include in this category the cost of consumable office supplies, computer 
supplies and software for preparation of payroll. Other administrative cost such as insurance, 
recruitment, staff training and transportation are allowable. Details on insurance must be 
included on the Insurance Attestation Form. 
 
Professional Services – Include in this category the cost of establishing and maintaining 
accounting and other information systems required for the management of the shelter program, 
as well as the cost of independent accountants required for certified audits, attorneys, and 
computer consultants. Detailed information on any consulting services must be reported on the 
Consultant Project Information Report. 
 
Maintenance/Repair – Include in this category costs incurred for necessary maintenance, 
repair, or upkeep of property, offices, and stationary or movable equipment, which keeps the 
property and equipment in an efficient operating condition. These costs are allowable to the 
extent that they are not otherwise included in rental or other charges for space. Please note that 
costs for maintenance and repairs must not include any capital costs which add to the 
permanent value of the property or appreciably prolong the property’s intended life. 
 
Mechanical System Contracts – Include in this category costs incurred for services rendered 
by independent contractors, including payments for contracted boiler and generator system 
maintenance, fire detection, elevator maintenance and repair, and extermination contracts. 
Detailed information on any independent contractor services must be reported on the 
Consultant Project Information Report. 
 
Food – Include in this category payments for the cost of food purchased for use and 
consumption by clients, including infant formula and delivery of food purchases. 



 

6 
 

 
Contracted Security – Include in this category costs incurred for services rendered by 
independent contractors for the reasonable security needs of clients, staff and physical plant, 
including security cameras. Detailed information on any independent contractor services must 
be reported on the Consultant Project Information Report. 
 
Vehicle Expenses – Include in this category all costs incurred while engaged in facility 
business in connection with the care of families/individuals, including payments for vehicle 
rental/lease, insurance, gasoline and vehicle maintenance and repair. Details on insurance must 
be included on the Insurance Attestation Form. 
 
 
TOTAL PS & OTPS will be calculated automatically 
 
Administrative Overhead – Include in this category charges to the program/facility receiving 
supportive services from sponsoring provider if applicable (administrative services, finance, 
human resources, technical consultants, etc.). Costs must be identified separately on the 
Administrative Overhead report and may not be paid for by other funding sources. The 
maximum allowable percentage is 10% of the Total PS & OTPS, and the amounts and/or 
allowable percentage of expenditures may be further limited by the district and/or OTDA. 
 
Rent – Rental costs for property are allowable if the costs are reasonable when compared to 
similar facilities of like type, life expectancy, condition, and value in the area. 
 
Total Operating Budget will be calculated automatically. 
 
 
Non-allowable expenditures that should NOT be included in PS or OTPS are listed below:  
 

1. Capital Construction Costs: Improvements to capital assets that materially increase 

the assets’ value or useful life. Examples of such improvements include activities that go 

beyond the arresting of deterioration or maintenance of capital assets (e.g., adding a 

new wing to a shelter; replacing a conventional roof with a slate roof, etc.). 

 

2. Child Care: If an agency is operating or proposes to operate a NYS licensed day care 
program, do not include any of these child care expenses in the shelter program cost 
center. 
 

3. Contributions and Donations: Political and charitable contributions and/or other 
donations. 
 

4. Entertainment Costs: Entertainment costs, including lunches, dinners and staff parties. 
 

5. Fines and Penalties: Costs resulting from violations of, or failure by the program/facility 
to comply with, federal, state, and/or local laws and regulations. 
 

6. Fund Raising Costs: Costs of organized fund raising, including financial campaigns, 
endowment drives, or solicitation of gifts and bequests, done to raise capital or obtain 
contributions. 
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7. Goodwill: Goodwill or the stated value of a business in excess of its book value. 
 

8. Investment Management: Costs of investment counsel and staff, and similar expenses 
incurred solely to enhance income from investments. 
 

9. Personal Costs: All personal expenses, including but not limited to personal travel 
expenses, laundry charges, beverage charges, gift certificates to staff and vendors, 
flowers or parties for departing staff, holiday parties, repairs on a personal vehicle, rental 
expenses for personal apartments. 
 

10. Profits and Losses on Investments: Profits or losses on the sale or exchange of 
investments will not be considered either an offset to expenses or an allowable cost. 

 
Start-Up Costs – Start-up costs incurred by a new program/facility prior to its operational 
starting date, may be reimbursable, but only upon prior approval of OTDA. For purposes of the 
Shelter program, the operational starting date will be calculated as 45 days from the date the 
operational plan is submitted to OTDA. Since certain staff members are required to be 
employed prior to the opening of the agency, their salaries and certain OTPS costs will be 
allowed 90 days prior to the shelter’s operational starting date. Since these costs are related to 
shelter services that are to be rendered after the agency is in operation, they must be 
capitalized as deferred charges and amortized over a 60-month period. This requirement to 
defer these charges shall not apply to single adult shelters in New York City. 
 
Start-up costs include, but need not be limited to: salaries, utilities, insurance, rent, employee 
training, repairs and maintenance, loan servicing fees and interest payments and any other 
allowable costs incident to the start-up period. However, any costs that are properly identifiable 
as construction or major renovation costs are capitalized and must be excluded from start-up 
costs. 
 
Limitations on allowable start-up costs are as follows: 
 

Administrative salaries – 90 days prior to operational starting date; 
Utilities - 90 days prior to operational starting date; 
Rent - 90 days prior to operational starting date; 
Building Security - 90 days prior to operational starting date; and 
All other Salaried Positions – 30 days prior to operational starting date. 

 
 

OTHER REQUIRED REPORTS 
 
The following reports must be completed when applicable, with the corresponding total entered 
onto the relevant line on Line Item Budget Form A: 
 
1. Justification – A detailed explanation is required for every budget line item that increases 

or decreases by more than 10% or $10,000 from the previous fiscal year’s budget 
submission. Any changes in staffing from the current Operations Plan must be documented. 
 

2. Consultant Project Information – Consultant contact and project information is required for 
every consultant contract where reimbursement is sought for within the Mechanical 
Systems, Contracted Security and Professional Services categories. 
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3. Administrative Overhead – Facility charges from sponsoring provider, if applicable 
(administrative services, finance, human resources, technical consultants, etc.). 
 

4. Debt Service Amortization – Debt Service on refinanced facility capital costs that have 
been specifically pre-approved by OTDA may be permitted. 
 

5. Depreciation – All replacement and acquisition of equipment, furnishings, vehicles and 
property individually costing more than $1,500 must be capitalized, with the resultant 
depreciation expense reported on the Depreciation Report and the corresponding line of 
Line Item Budget Form-A. 

 
The straight-line method of calculating use charges (depreciation) on owned plant, 

furnishing, equipment and vehicles is generally required. In the absence of clear evidence 

indicating that the expected consumption of the asset will be significantly greater in the early 

portions than in the later portions of its useful life, the straight-line method of depreciation 

must be used. 

A use charge (depreciation expense) relating to the use of currently owned plant, leasehold 
improvement, equipment, furniture and vehicle is an allowable expense in the computation 
of a reimbursement rate. The basis for such charges shall be actual (historical) cost. In the 
event that the historical cost of the facility cannot be adequately determined, an appraisal 
value shall be the basis for the depreciation. Such appraisal shall be conducted by an 
appraiser approved by OTDA and pursuant to a method approved by OTDA. The straight-
line method of computing depreciation on owned plant, equipment, furnishings and vehicles 
will be required. Allowable useful lives for capital items are as follows: 
 

 Plant/Renovation – 25 years 
 Equipment/Furnishings – 5 to 15 years 
 Vehicles – 3 to 5 years 
 Leasehold Improvement 5 to 15 years, or the duration of the lease agreement 
 
6. New Needs Request – Facilities may experience a change in operations from the previous 

year that necessitates increased staffing or new OTPS expenses. Such change may be in 
response to identified regulatory deficiencies or be necessary for unique services for a 
specific population. Generally, such program modifications should include a dedicated 
funding source. All such requests should include a detailed description, justification and 
funding source. 

 
7. Revenue – All revenue received by the Agency/Provider that is not paid based upon the 

established shelter per diem rate and care days must be detailed. Where such revenue is 
based upon a specified rate, details must be provided on the rate and number of units (e.g. 
medical visits, trips, care days, etc.). This amount will be deducted from the Gross 
expenditures that it used to determine the Shelter per diem rate. 
 

8. Insurance Attestation – Identifying details on all non-personnel related insurance costs 
charged to the shelter must be provided, including relevant address or other identifying 
information for insured items. This form must be signed by the relevant Agency 
Representative. 
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TOTAL FUNDING / PER DIEM – Total Funding is automatically calculated as Gross Costs 

(Operating expenses plus additional costs) net of revenue. Providers must enter their approved 

occupancy rate in Column B. The Per Diem rate is calculated based upon shelter capacity, 

automatically applying the applicable occupancy rate, with services provided 365 days a year. 
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Overview 

 
The purpose of this maintenance policy is to inform providers of DHS’ expectations for the 
proper facility maintenance of DHS-funded facilities.  The policy outlines the roles and 
responsibilities of the provider and DHS as they relate to maintenance, repair and construction. 
Focusing on the safety of the clients and staff, daily maintenance and repair will be necessary 
and is the primary responsibility of the provider.  For larger repairs and construction related 
items, DHS will work with the provider on the most effective method to complete the repair.  Our 
goal is to work collaboratively to ensure that each facility is in the best condition to provide a safe 
and healthy environment.  
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SECTION I: Operation and Maintenance 

 

1. OPERATION AND MAINTENANCE: 
 

The provider must adhere to the following maintenance provisions for all housing contracts 
with the Department of Homeless Services (DHS).   

 
The provider must ensure that each location containing designated shelter units, which may 
be in one entire building, in multiple buildings, or in a portion of a facility, is in compliance 
with all applicable laws, codes and regulations governing environmental standards at 
locations used as shelter, including but not limited to, DHS policies and procedures and the 
New York State Office of Temporary and Disability Assistance’s (OTDA) regulations, 
including, but not limited to, Part 491 and Part 900 of Title 18 of the New York Codes, Rules 
and Regulations.1  

 

 An appropriate unit must be provided to each client household referred to each 
facility. The provider must supply minimum furnishings for each Unit in accordance 
with § 900.12 of the Part 900 Regulations for families and §491.10 of the Part 491 
Regulations for singles. Minimum furnishings include one (1) bed per person, cribs 
(as necessary), lamps, bureau, locker or similar secured container, table and chairs.  

 

 Staff must conduct health and safety inspections of all family units on a bi-weekly 
basis. Staff shall conduct weekly inspections of the units of families with newborns 
and/ or open Administration for Children’s Services (ACS) cases. Staff must maintain 
documentation indicating their compliance with this requirement, including findings 
and corrective action taken, subject to inspection by DHS.  

 

2. STAFFING: 
 

The provider must operate and maintain each facility in accordance with all applicable 
provisions set forth here, DHS policies, Part 491 and Part 900 of Title 18 of the New York 
Codes, Rules and Regulations, and all other applicable Laws.  

 

Hiring of Superintendent/Maintenance Staff:  

 
The provider must hire a qualified superintendent and maintenance staff for each facility 
who have a satisfactory knowledge of building maintenance and meet DHS’s experience 
requirements. 

 

Superintendent: 

 

 The superintendent hired by the provider must have five (5) years of experience 
working at buildings of similar size to the facilities. In certain circumstances, a 
superintendent may oversee more than one (1) building, subject to DHS approval. 

 Applicants’ and/or subcontractor credentials shall be presented to the DHS for 

                                                 
1 https://otda.ny.gov/programs/shelter/documents/PART-900.pdf 
   http://otda.ny.gov/programs/shelter/documents/NYCRR-491.pdf 

https://otda.ny.gov/programs/shelter/documents/PART-900.pdf
http://otda.ny.gov/programs/shelter/documents/NYCRR-491.pdf
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review. This includes, but is not limited to, boilers, electrical, plumbing, and fire 
suppression systems.   

 DHS will notify the provider if the proposed candidates for superintendent are 
acceptable within two (2) weeks of the submission. In the event DHS does not notify 
the provider within this two (2) week period that the proposed employee is not 
acceptable, the employee is considered approved by DHS.  

 

General Maintenance Staff:  

 

 Each individual hired by the provider as part of its maintenance staff must possess a 
general knowledge of building repair and maintenance, including, but not limited to, 
maintenance and repair of building systems (e.g. plumbing, electric, HVAC, and fire 
safety) and the maintenance and repair of interior building components (e.g. carpentry, 
masonry, and tile repair). DHS reserves the right to approve the Providers employees 
that are engaged in the maintenance of the Facility. 

 

 The provider must ensure that all building maintenance staff (including the 
superintendent), maintain all applicable licenses and certificates.2 The provider must 
retain copies of all licenses and certificates for superintendent and maintenance staff and 
make these records available for DHS to review.  

 

3. PROPERTY MANAGEMENT PLAN: 

  
The provider must submit a draft property management plan to DHS within 30 days after 
registration of its contract with DHS. The plan must outline the provider’s strategy for 
handling routine maintenance and emergency repairs, set forth a schedule for inspections 
and preventive maintenance, and describe how the provider will meet its responsibilities and 
obligations described in this section.  

 
The plan must describe: 
 

 Procedures for inspection and maintenance of all areas of each Facility on a regular 
basis. 

 How the provider will comply with the applicable legal standards for inspections and 
maintenance of the various building systems, along with any additional standards as may 
be issued by DHS. 

 How the provider will handle client complaints made directly to facility staff. 

 How the provider will handle client complaints made to the City’s shelter resident 
complaint hotline. 

 If any facility is in a leased building, the provider shall describe how it will coordinate 
maintenance and repair obligations with the landlord. 

 The provider, no later than thirty (30) days from the execution of its contract with DHS, 
must develop and submit to DHS a tracking mechanism, such as records, forms, etc. for 
recording and tracking all maintenance and repair functions that will be subject to DHS 
audits. 

 

                                                 
2 http://www1.nyc.gov/site/buildings/industry/licensing.page 
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Upon receiving the property management plan, DHS will identify a time to meet with the 
provider to review the plan and address any necessary revisions. Upon approval from DHS, 
but not later than sixty (60) days from the execution of the provider‘s DHS contract, DHS will 
deem the plan to be in full force and effect. DHS reserves the right to require the provider to 
revise the plan at any time during the contract term. 
 
The Provider must submit on an annual basis to DHS either: 1) an updated version of the 
plan; or 2) a letter stating that no changes have been made to the plan.  
 
The plan will serve as the binding procedure for the provider’s maintenance of each facility. 
The provider’s compliance with the plan will be a factor in evaluating the provider’s 
performance under its contract with DHS.  Any changes to the plan must conform to all 
requirements as set forth in this section, including resubmission and approval of the plan by 
the DHS. Invoices related to the maintenance and repair of the facility will not be processed 
without an approved plan. The provider’s failure to submit or adhere to an approved property 
management plan within the prescribed deadline constitutes a Category 2 Deficiency 
(defined below) for which the provider may be subject to enforcement pursuant to the DHS’ 
Shelter Inspection Procedure3  and Shelter Compliance Procedure (Appendix G), and all 
remedies enumerated in the provider’s contract with DHS and permitted under the governing 
law. 

 

 

4. MAINTENANCE AND REPAIR OBLIGATIONS: 
 

The provisions of this subsection apply to all units under the provider’s DHS contract, 
whether or not they have been converted to Tier II Shelters.  
 
The provider shall be responsible for the preventative, daily, corrective, and emergency 
maintenance of the Facility. The provider’s obligations hereunder include, but are not limited 
to: the maintenance of the interior and exterior building components, (including boiler and 
elevator inspections, general plumbing, carpentry, electric, window screens, window glass, 
non-capital masonry, tile repair, door alarms, locks, grounds, equipment, and furnishings.  
The provider is responsible for all repairs, major or minor, that is the result of the provider’s 
negligence or is the result of vandalism by the provider’s staff or clients.  The provider shall 
only be responsible for repairs necessitated by client vandalism to the extent funds are 
available in its budget for this purpose and the vandalism was not the result of the provider's 
negligence to supervise the clients.  The provider shall consult with, and receive written 
approval from the DHS before initiating any structural changes, including renovations and 
room reconfigurations, divisions or change in use. 

 

 

Leasing Facility Space: 
 

 In the event the provider leases any facility space, the provider shall be responsible for all 
of the above maintenance and repair obligations to the extent responsibility is so 
allocated under its lease. The provider must exercise all remedies available under the 

                                                 
3 https://intranet.dhs.nycnet/Divisions/Policy/Shared%20Documents/FY15/15-210.PDF 
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lease for each facility to ensure its landlord complies with all landlord repair and 
maintenance obligations. 

 In the event the provider leases any facility space, the provider must comply with and 
correct any deficiency, as defined in the DHS’s Shelter Inspection Procedure  within the 
specified deadlines.  

 

 

SECTION II: Inspections and Violations 
 

1. VIOLATIONS: 
 

 The provider is responsible to engage with the landlord to cure all pre-existing violations 
at the building prior to the commencement of the contract. The facility must comply with 
all applicable federal, state, and local laws governing the operation of the building.  

 The provider is responsible for curing all violations and deficiencies issued against the 
property after the commencement of its contract with DHS. The provider must 
immediately notify DHS if any violations are issued against the Facility. The provider is 
responsible for all costs incurred to cure any code violation issued subsequent to the 
commencement of the provider’s DHS contract.  

 The provider shall prepare and submit a corrective action plan (CAP) for curing capital 
and non-capital violations, including time frames for curing violations, and written notice 
once these violations have been cured, in accordance with all applicable laws and 
Shelter Inspection Procedure. The CAP must be submitted to DHS in a time and manner 
to be determined by DHS. The provider must comply with DHS’ violation protocol, a copy 
of which is given to the provider prior to the commencement of its contract with DHS. 

 The provider must consult with, and receive written approval from DHS before initiating 
any structural changes, including renovations and room reconfigurations, divisions or 
change in use. 

 Violations are considered severe deficiencies for purposes of enforcement in accordance 
with the Shelter Inspection Procedure and Shelter Compliance Procedure. 

 

Department of Homeless Services Responsibilities for City-Owned Buildings: 

 

 DHS is only responsible for major structural repairs to the facility, and capital 
improvements to the major building systems, including HVAC, boilers, plumbing 
systems, electrical systems, elevators, roofing and exterior portions of the facility.  

 DHS is not responsible for said repairs if they are the result of the provider’s or its 
agents’ negligence or willful acts or are the provider's responsibility pursuant to 
paragraph two under Maintenance/Repair Obligations above.   

 DHS will coordinate with the provider before undertaking any structural repairs or 
capital improvements.  

 DHS will also ensure that at the commencement of its contract with the provider, the 
facility complies with all applicable federal, state and local laws governing the 
operation of the facility.  

 DHS will correct any code violations issued prior to the commencement of its contract 
with the provider or that are the DHS’ responsibility pursuant to the first and second 
bullets in this sub-section, unless such violations are the result of  the provider's or its 
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agents' acts of omission or commission.  

 The City must indemnify, defend and hold harmless the providers and its officers, 
directors, employees and agents from and against any and all losses, costs, 
liabilities, expenses (but not including legal fees), claims, fines, penalties and 
damages incurred by any indemnified party that result from DHS' failure to perform or 
comply with any of the terms or conditions contained in this section. 

 In the event a replacement reserve account is created, the provider shall use the 
replacement reserve account to fund capital items. DHS’ written approval will be 
required prior to the use of replacement account reserve funds. 

 DHS reserves the right to undertake the curing of any code violation that is either the 
provider’s responsibility pursuant to paragraph two under the Maintenance/Repair 
Obligations above or the result of the provider’s or its agents’ acts of omission or 
commission AND where the provider fails to cure the code violation. DHS will 
chargeback and/or withhold all expenses incurred by the Department in correcting such 
violations(s) (including, but not limited to, labor and materials) from funds due or 
scheduled to become due to the provider under its contract with DHS or other DHS-
funding arrangement. Any such chargeback and/or withholding will be in accordance 
with Subsection Seven of Section Two of this Policy and DHS’ Shelter Inspection 
Procedure. This remedy is in addition to, and not in lieu of, any other remedies the 
Department may have under its contract with the Provider or law. 

 

2. INSPECTIONS: 

 

Callahan 

 
As part of a settlement reached between the City of New York v. Callahan, it is required 
that the adult shelter system be inspected by the Coalition for the Homeless twice per 
year.  These inspections are in addition to the DHS RSRI Inspections. In general, these 
inspections take place starting in January and June of each calendar year. The majority 
of this inspection focuses on facility conditions ranging from general cleanliness to 
ensuring that the facility is in good operating condition. 

 

Routine Site Review Inspections (RSRI) and Shelter Repair Squad (SRS)  

 
With its providers, DHS provides Temporary Housing Assistance (THA) to homeless 
individuals and families, when needed. The applicable law requires DHS to provide THA 
in a setting that is safe, habitable and in compliance with all governing laws, codes, 
regulations and rules.  The City’s Shelter Repair Squad (SRS) oversees the inspection 
process of buildings that DHS and its providers use to provide THA to homeless 
individuals and families.  The SRS is a multi-Agency initiative consisting of 
representatives from the Mayor’s Office of Operation, the Department of Homeless 
Services, Department of Buildings, Fire Department, Housing Preservation and 
Development and the Department of Health and Mental Hygiene.  At least 2 times per 
year, each Agency will inspect the facility for deficiencies and inform each provider of the 
results.  Specifically, the RSRI (Appendix A) is DHS' primary tool to determine whether a 
shelter's physical environment is in compliance with the laws, codes, regulations and 
rules governing THA.  Additionally, the RSRI helps DHS evaluate the appropriateness 
and efficiency of the provider's use of City funds budgeted for the maintenance of a 
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shelter. Moreover, the RSRI assists DHS and the providers with identifying problematic 
building conditions (i.e. roofs, plumbing, HVAC) to prevent their premature failure. Finally, 
the RSRI maximizes the utility of preventative maintenance to minimize the number of 
units being placed off-line.  The RSRI Inspection Process is outlined in DHS’ Shelter 
Inspection Procedure. 
 
 

3. LEAD PAINT REMEDIATION: 
  
The City's Childhood Lead Poisoning Prevention Act (Local Law 1 of 2004, see Appendix C) 
requires landlords to identify and remediate lead-based paint hazards in buildings likely to have 
lead paint and in apartments of young children, using trained workers and safe work practices 
 
Providers must follow the below procedures regarding lead paint remediation.  
 
Lead-based paint hazards must be tested for and remediated if: 

 The building was built before 1960  
 Or 1978 if the owner knows that there is lead-based paint) and a child under the age of 

six (6) lives in the apartment (or has access to the common areas). 
 
Upon notification of potential lead based paint hazards (LBP), the provider is considered to be 
put on notice to test for and remediate those hazards in conformance with local law. 
 

 Contract with U.S. Environmental Protection Agency (EPA)-certified trained workers in 
lead remediation; 

 Providers must maintain accurate records of any work performed related to the 
remediation; and 

  Providers must submit proper documentation that condition has been abated; this 
includes but not limited to invoices, work orders, other records, etc. 

 
 Please refer to the following source for latest update: 
http://www1.nyc.gov/site/hpd/owners/Lead-Based-Paint.page 
 

4. NEW NEED REQUEST: 

 
A Provider New Need Request is a request for additional funding to enhance the current 
program or to add a new program component. The New Need Request can be for a one-time 
need or a recurring need (baseline). New Need Requests can be submitted to DHS at any 
time using the DHS Contracted Facilities and/or Programs Serving Homeless Families or 
Individuals New Need Request Form (Fiscal Manual Appendix B). The request should be 
submitted to the Budget Office and should clearly define the reason for the request and how 
the amount of funding being requested was calculated. Please note that all submissions 
must be accompanied by a written justification, scope of work and three (3) bids when 
appropriate. New needs will be reviewed on a first-come basis and prioritized based on 
criticality and availability of funds. Highest priority will be given to emergency needs, such as 
health and safety and/or regulatory compliance issues. 

 

http://www1.nyc.gov/assets/hpd/downloads/pdf/lead-local-local1-2004.pdf
http://www1.nyc.gov/site/hpd/owners/Lead-Based-Paint.page
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DHS has revised the process for submitting New Need Requests to ensure proper tracking 
of the providers’ requests. The New Need form will no longer be submitted to the Program 
Analyst; providers will now submit the form to the Budget Office as outlined in the Fiscal 
Manual 
 
 

5. CONSTRUCTION REQUESTS 
 

If the intended use of the shelter needs to be altered, the proposed changes need to be 
analyzed for both Life Safety and code requirements.  These types of changes may include 
adding or removing walls, changing the use of a room, replacing or upgrading facility 
systems such as bathrooms, roofs, electrical and plumbing services and other long-term 
solutions.   

 

6.  SUB-CONTRACTS: 
 

 For guidelines regarding budget approval for subcontract work, please refer to the DHS 
Fiscal Manual 

 Prior to the execution of any sub-contract(s), the provider must submit to DHS the 
following information for each proposed subcontract: a scope of work; the name of the 
contractor; a copy of the contract; and the provider's written request for approval that 
clearly identifies the source of budget funds for the contract(s). 

 The provider is responsible for ensuring that all sub-contractors are licensed and have 
the appropriate certification(s) to perform the scope of work and file all appropriate 
permits and applications with the required NYC Departments (i.e, Department of 
Buildings, FDNY, etc.)  

 All scopes of work must be performed in a competent fashion. 

 DHS will notify the provider if the proposed sub-contract is acceptable within two (2) 
weeks of the submission of the sub-contract and such other information, as reasonably 
required by DHS.  In the event that DHS does not notify the provider within such two (2) 
week period that the sub-contract is or is not acceptable, the sub-contract should be 
considered approved by DHS.  

 Such sub-contractors are required to (a) insure DHS and the City of New York in the 
same manner and to the same extent as the provider is required given their contract with 
the DHS, and (b) post performance and payment bonds in the form to be prescribed by 
DHS. 
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7. WITHHOLDING AND CHARGEBACK : 

 
 

 DHS reserves the right to chargeback and/or withhold all expenses incurred by the 
Department in correcting a Deficiency (including, but not limited to, labor and materials) from 
funds due or scheduled to become due to the Provider under its contract with DHS or other 
DHS-funding arrangement. 

 In the event DHS chargebacks and/or withholds funds, such chargeback and/or withholding 
will come from funds allocated in the Budget for Administrative Overhead where the 
deficiency is the Provider’s responsibility either under its lease for the facility or due to the 
Provider’s ownership of the facility. Where the deficiency is the responsibility of the landlord 
under the lease, the chargeback and/or withholding shall come from funds allocated in the 
budget for Rent. 

 The Provider is prohibited from using funds in the budget designated for a purpose other 
than administrative overhead or rent to pay for or offset any chargeback and/or withholding 
by DHS. 
 
 

Withholding of Funds 
 

For deficiencies requiring long-term remediation, DHS expects the Provider to adhere to 
the timeframes described in the scope of work or CAP. Where DHS determines that the 
Provider’s progress towards completing the remediation of a deficiency is not adhering to 
the agreed upon timeframes, DHS may withhold any funding in the Provider’s budget 
designated for such work.  

 
 

Withholding of funds may be surrendered at DHS’s discretions or as follows: 
 
1. 50% of the withheld amount to be released once the Providers submits a plan that 

shows they have engaged with its consultants, subcontractors, etc. to resolve the 
deficiencies (show proof of documents, i.e. contracts, letters of intent, etc.) 
 

2. The remaining 50% (total 100%) to be released once the deficiency has been 
properly addressed. 
 
The provider is able to request the release of the above funds in cases of extenuating 
circumstances or proof of hardship.   

 

Chargeback to Contract 
 

 The Department reserves its right to correct any deficiency through the use of its contractors, 
subcontractors, other entities or staff to resolve any outstanding deficiency. This remedy is in 
addition to, and not in lieu of, any other remedies the Department may have under its contract 
with the Provider or law. 

 Where the Provider fails to correct any deficiency within the designated timeframe(s), as 
described in the RSRI Report, and the Department determines to use its resources to 
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correct the deficiency, the Facilities and Logistics Division will issue a Notice to the Provider 
no less than 24 hours of the expected date of the Department’s work to correct the 
deficiency. The Notice will inform the Provider of the deficiency to be corrected, the expected 
scope of work to be undertaken by the Department or its agents and the expected date and 
time of the work. The Notice will also serve as the Department’s official notice to the Provider 
of its intent to chargeback all expenses incurred by DHS in correcting the deficiency, in 
accordance with the Procedure and the Department’s contract with the Provider, where 
applicable.   

 The amount of the chargeback will be based on the prevailing wage(s)/labor costs and costs 
of material(s) that the Department used to correct the deficiency(ies), as determined by the 
Facilities and Logistics Division. Where DHS has corrected any deficiency through the use 
of its staff, contractors, subcontractors, other entities or staff, the Facilities and Logistics 
Division will calculate the amount of the chargeback and submit a detailed written 
determination to the Department’s Office of Legal Affairs (“OLA”) and Finance Division 
(“Finance”) for review and approval.  

 Upon approval of the Facilities and Logistics Division’s determination of the amount of 
the chargeback from funds due or scheduled to become due to the Provider, OLA and 
Finance will issue a written notification to the Provider describing the bases for such 
action(s) to be taken. 
 

 

8. CERTIFICATE OF OCCUPANCY: 

 
Except for buildings that have a close down plan, DHS will not make any payments for units 
that do not possess a valid certificate of occupancy, letter of no objection, or equivalent. In 
the event changes are made to the facility that would require an amended Certificate of 
Occupancy to conform to the new use, payments may be suspended until such time that 
proper documentation is presented to DHS.  

 

9. LIQUIDATED DAMAGES 

 
The Department may assess liquidated damages where the Provider fails to properly 
address a deficiency(ies) within the prescribed timeframe(s) described in the RSRI Report 
AND the Department finds the Provider to be in noncompliance, in accordance with the 
Shelter Compliance Procedure (Appendix G). The amount of the assessed liquated 
damages will be as follows: 

i. For each day that the Provider fails to address a Category 1 Deficiency within the 
prescribed 24-hour deadline, DHS may assess liquidated damages in the amount 
of one hundred twenty-five dollars ($125.00) per day until the deficiency is properly 
addressed or corrected. 

ii. For each day after the 30-day deadline that the Provider fails to address a 
Category 2 Deficiency, DHS may assess liquidated damages in the amount of fifty 
dollars ($50.00) per day until the deficiency is properly addressed or corrected. 

iii. For each day after the 60-day deadline that the Provider fails to address a 
Category 3 Deficiency, DHS may assess liquidated damages in the amount of 
twenty-five dollars ($25.00) per day until the deficiency is properly addressed or 
corrected. 
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SECTION III: Budget 
 

1. BUDGET REALLOCATION MAINTENANCE OR CAPITAL REPAIRS: 

 
The re-allocation of funds designated for maintenance and/or capital repairs is prohibited 
without the explicit written authorization of the Deputy Commissioners for Fiscal and 
Administration and the General Counsel. 
 

2. HUMAN SERVICES PROVIDERS FISCAL MANUAL: 
 
For other budget related questions, please refer to the DHS Fiscal manual (appendix B). 
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Appendix A: DHS Inspection Policy 15-210  

Shelter Inspection Procedures 

 
 

To be added after the Policy is finalized 
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Appendix B: MRCC RSRI Inspection Flow Chart 
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Appendix C: Human Resources Fiscal Manual 

Subsection: New Needs 

https://www1.nyc.gov/assets/dhs/downloads/pdf/dss-fiscal-manual.pdf 

 

https://www1.nyc.gov/assets/dhs/downloads/pdf/dss-fiscal-manual.pdf
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Appendix D: Lead Paint Guidelines 

 

http://www1.nyc.gov/assets/hpd/downloads/pdf/lead-local-local1-2004.pdf 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www1.nyc.gov/assets/hpd/downloads/pdf/lead-local-local1-2004.pdf
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Appendix E: Violations at DHS City & Privately Owned Shelters 
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Appendix F: Other Useful Building Guidelines 
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Appendix G: Shelter Compliance Procedure 
 

To be inserted once final 



 

 

 
NEW YORK CITY DEPARTMENT OF HOMELESS SERVICES 

 
 Procedure Number:    DHS-PB-2018-011 

SUBJECT: 
 
Shelter Inspection Policy 

APPLICABLE TO: 
 
All staff of Facility and Logistics 
Division, Routine Site Review 
Inspection (RSRI) Unit, DHS 
Directly-Operated or Provider 
Facilities/Programs Serving 
Homeless Individuals and 
Families    

ISSUED: 
June 29, 2018 
 
 

 

ADMINISTERED BY: 

 

Facility and Logistics Division, Routine 
Site Review Inspection (RSRI) Unit 
 
 

APPROVED BY: 

 

Joslyn Carter, Administrator 

Department of Social Services/ 
Department of Homeless Services 

 
PURPOSE 
The purpose of this procedure is to provide staff instructions in the policy for conducting 
inspections of Department of Homeless Services (DHS) directly-operated and funded 
facilities.   

INTRODUCTION 
The Routine Site Review Inspection (RSRI) Unit conducts inspections of Department of 
Homeless Services (DHS) directly-operated and funded shelters a minimum of twice per 
year.  The resulting report is DHS’ primary tool to determine whether a shelter’s physical 
environment is in compliance with the laws, codes, regulations, and rules governing 
Temporary Housing Assistance (THA). 

POLICY  
DHS is required to provide THA in a setting that is safe, habitable, and in compliance 
with all governing laws, codes, regulations, and rules.   In order to ensure this, DHS 
conducts regular inspections.  
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BACKGROUND 
 

The RSRI unit conducts inspections of DHS directly-operated and funded shelters a 
minimum of twice per year, the resulting report of which is DHS’s primary tool to 
determine whether a shelter’s physical environment is in compliance with the laws, 
codes, regulations, and rules governing THA. 

The RSRI Report: 

• Helps DHS evaluate the appropriateness and efficiency of Provider’s use of 
City’s funds budgeted for the maintenance of a shelter.  

• Assists DHS and the Providers with identifying problematic building conditions 
(i.e., roofs, plumbing, HVAC) to prevent their premature failure.  

• Maximizes the utility of preventative maintenance to minimize the number of units 
being placed offline. 

DHS reserves the right to update the RSRI Report form as it deems appropriate. 
Providers should contact their Program Administrator for a copy of the most recent 
version of the RSRI Report. 

The inspection cycle occurs within a six-month interval, with cycle one covering July to 
December, and cycle two covering January to June. The RSRI Unit may conduct 
additional inspections outside of the inspection cycle when DHS deems it necessary. 

After inspection of a facility, the Provider must submit a Corrective Action Plan (CAP) for 
all items identified as unsatisfactory.  Conditions identified as severe must be 
addressed within 24 hours. 
 
When necessary, the conditions are re-inspected before the end of the six-month cycle, 
in order to ensure that all deficiencies were corrected. 

If the Provider fails to comply with the directives issued, DHS may refer the matter to the 
Office of Regulatory Compliance and Accountability (ORCA) for an enforcement 
conference. 
 
REQUIRED ACTION  

 
Pre-Inspection  
 
The Mayor’s Office of Operations oversees the scheduling of DHS’ Shelter Repair 
Squad (SRS) inspections, which are scheduled once every six months. Additionally, 
DHS reserves the right to inspect a shelter without prior notice.   The Office of 
Operations notifies the Provider of the scheduled inspection and emails DHS’ Facilities 
and Logistics Division the schedule for the following week’s inspections.  
 
The RSRI Director assigns the shelter inspection to an Inspector. 

The Inspector must:   
 

• Review violations from the last RSRI report.   
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• Review violations from Enforcement Agencies, including the:         
 Fire Department of the City of New York (FDNY) 
 Housing Preservation and Development (HPD)  
 Department of Buildings (DOB)  
 Department of Health and Mental Hygiene (DOHMH). 

 

• Print out the outstanding violations issued by the Enforcement Agencies. 

 

• Contact the Shelter/Program Director prior to conducting the inspection to 
confirm the appointment.  
 

Inspection Process 
 

On the day of the inspection, the RSRI Inspector ensures that he/she has copies of the 
previous violations, and the RSRI Report, which is used as a checklist during the 
inspection.   During the inspection, the RSRI Inspector may be accompanied by any of 
the following:  
 

• Landlord • Head of Maintenance 

• Building Manager • Owner or representative 

• Director • Caseworker 

• Security  • Other Managerial staff 

 
The RSRI Report contains questions in three main categories: Cleanliness, Building 
Integrity, and Management: 
 

• Cleanliness – Inspectors examine the facility to ensure it is free of dirt, debris, 
marks, and stains. Floors are inspected for cleanliness, wax build-up, and 
garbage. Walls and ceilings are inspected for graffiti and stains from water, food 
residue, and foot prints.   

 
Windows are inspected for soot and dirt accumulation.  Kitchens are inspected 
for grease build-up. 
 

• Building Integrity – Inspectors check for broken/worn items throughout the 
facility.  Various items including water faucets, bathroom doors and partitions, 
window screens, window guards, light switches and fixtures are inspected to 
ensure they are properly functioning.    

                
Management – Inspectors review administrative logs and records of fire drills, facility 

violations, budgets, headcount, supplies, and work order tickets; as well as the results 

of inspections by FDNY, DOB, New York State, and other oversight agencies.  

 

The responses to the questions of the RSRI Report are rate in one of four categories - 
Excellent, Very Good, Satisfactory, and Unsatisfactory, as defined below (see 
Attachment 5 - Scoring Methodology).   
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• Excellent – The building, building component, or individual item works as 
intended.  In the case of cleanliness, no dirt, debris, or graffiti was discovered.  

 

•  Very Good – The building, building component, or individual item needs minor 
repair.  In the case of cleanliness, minor dirt, debris, or graffiti was discovered.  
 

• Satisfactory – The building, building component, or individual item works as 
intended but needs minor repair to make it 100% operational. In the case of 
cleanliness, some dirt, debris, or graffiti was discovered in several areas.   
 

• Unsatisfactory – The building, building component, or individual item needs 
major repair in order for it to work as intended or is non-functional. In the case of 
cleanliness, dirt, debris, or graffiti is discovered in all parts the facility.   

 

Walk-Through Inspection  
 
The Provider must afford access to all parts of the building.  The inspection will include, 
but not limited to, checking the efficacy of: 
 

• hallways • windows 

• walls • plumbing 

• ceilings • electrical 

• stairs 

• kitchens 

• Dining Rooms/Cafeteria 

• client rooms (inspected last) 

 
DHS reserves the right to require the Provider immediately remediate any condition that 
the RSRI Inspector deems severe, hazardous, or dangerous.  In such cases, the RSRI 
Inspector immediately notifies the building escort (Provider, Building Manager, etc.) and 
the RSRI Director of the condition(s) requiring immediate remediation. The Provider 
must either remediate these conditions within 24 hours and submit proof of such 
remediation, or send a remediation plan to DHS within 24 hours.  
 
If the RSRI Inspector finds that a client’s room has deficiencies making it uninhabitable, 
the room may be taken offline in accordance with the below protocol.  
 
When the room is uninhabitable due to severe deficiencies, the RSRI Inspector 
immediately:  
  

•  Notifies the Shelter Director of his/her recommendation to take the unit offline.  
 

• Sends the RSRI Director the recommendation to take the unit offline, along with 
supporting documents. 
 The RSRI Director reviews and sends the recommendation to the 

Assistant Commissioner (AC), Program Administrators and related-shelter 
staff. 
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Note: The Facilities and Logistics Division makes the recommendation to take the unit 
offline only to DHS Senior Management. DHS Senior Management and the Provider 
operating the shelter make a joint decision to take the room off-line. 

At the end of the inspection, the RSRI Inspector conducts an exit conference with the 
Provider, providing his/her findings, i.e., severe deficiencies and violations.  The RSRI 
Inspector gives the Provider copies of previous violations from Enforcement Agencies.  
 
Post-Inspection 
 

DHS incorporates all field findings into the RSRI Report. The RSRI Inspector has 14 
calendar days from the date of the inspection to compile the list of unsatisfactory items 
identified during the inspection, classify the deficiencies, and provide timeframes for 
remediation, based on the deficiencies’ classifications. The RSRI Report, including a list 
of the unsatisfactory items, is mailed and emailed to the Provider and the Landlord (if 
involved).  See the below table for a description of the deficiency classifications and 
corresponding timeframes.  

 

 

CATEGORY 
DEFICIENCY 

CLASSIFICATION DEADLINE DESCRIPTION 

1 SEVERE Remediation or 
CAP required 

within 24 hours 
from the date of 
Issue of RSRI 

Report 

Electrical and plumbing 
systems 

failures, extreme flooding, 
sparking wires, severe 
structural damage, no heat, 
radiator issues, lead paint, 
fire safety, sewer backups, 
violations, etc. 

2 DEFECTIVE Remediation or 
CAP within 30 

days from the date 
of Issue if the 
RSRI Report 

Non-functioning light and 
toilet fixtures, holes in walls, 
minor leaks, problems with 
doors and locks, broken and 
missing tiles, etc. 

3 NON-HAZARDOUS Remediation or 
CAP within 60 

days from the date 
of Issue of the 
RSRI Report 

Graffiti, broken and missing 
tiles, etc. 

 
 
Responding to the RSRI Report and CAP 
 
Once the RSRI reports are issued to the Providers, the Providers must proceed as set 
forth below: 

 

• For Severe/Category 1 Items Identified at Walk-Through: 
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 The Provider must address items either through remediation or submission of 

a remediation plan within 24 hours.  
 

 If a CAP is required for any of the items listed in (ii) and (iii) below, the 
Provider can indicate in the CAP whether or not remediation has been 
completed for Severe/Category 1 items identified during the inspection, and 
attach the responses that it previously submitted to DHS, in accordance with 
the 24-hour timeframe. 

 

• For Severe/Category 1 items:  

 

Submit a CAP, which must contain the signature of the Executive Director for all 
the items identified within (5) days of receipt of the RSRI Report. 

 
 The CAP must describe the Provider’s plan for remediating each 

Unsatisfactory item within the timeframe(s) described in the RSRI Report. 
 
 If a CAP is not submitted within five (5) days, DHS will send a reminder letter 

to the Provider, who must address the item within 24 hours. 
 
 If there are severe issues and the Provider fails to submit a CAP within the 

required timeframe, the RSRI Inspector sends a “Severe CAP Letter” 
informing the Provider that the CAP is overdue and must be submitted within 
24 hours. 

 
 If the Provider fails to respond to the “Severe CAP Letter” and has not 

submitted the CAP, DHS may send a Non-Compliance Referral to ORCA to 
initiate an Enforcement Conference. 

 

• For item which is not Severe/Category 1:   
 Submit a CAP, which must contain the signature of the Executive Director, for 

any and all items that have been identified as Unsatisfactory within 14 
business days from the date of receipt the RSRI Report. 

 

 The CAP must describe the Provider’s plan for remediating each 
Unsatisfactory item within the timeframe(s) described in the RSRI Report.  

 
 If the Provider fails to submit a CAP within 14 days, the DHS Inspector sends 

a “Notice of Non-Compliance” informing the Provider that the CAP must be 
submitted within three (3) business days. 

 

•  If the Provider fails to respond to the “Notice of Non-Compliance” and has not 
      submitted the CAP as required in either (ii) or (iii) above, DHS may send a 
      Compliance submitted the CAP as required in either (ii) or (iii) above, DHS may 
      send a Compliance Referral to ORCA to initiate an Enforcement Conference in 
      accordance with the Department’s Compliance Procedure. 
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• The Provider must send a copy of the RSRI Report to their Executive Director  
           and Chair of the Board when submitting a CAP to DHS. 
 

•  Once a CAP is submitted, DHS will review it. DHS reserves the right to reject the  
            CAP, in whole or in part. DHS will work with the Provider to come up with  
            acceptable solutions. 
 

•  DHS reserves the right to conduct a re-inspection to verify the remediation of 
            any condition for which it deems the provider’s response to be insufficient. 
 

Re-inspection 
 
After the Provider submits the CAP, DHS may schedule a re-inspection, based on the 
CAP. 
 

• At the facility, the DHS Inspector signs in and waits for the building escort 
    (Provider, Landlord, etc.). 
 

• The Inspector refers to the CAP and proceeds to re-inspect the specified                 
areas. 

 

• At the end of the inspection, the DHS Inspector conducts an exit conference                 
with the escort. 

 

• The DHS Inspector returns to the DHS Office and updates the CAP with the                 
status of the re-inspection. 
 

 
 
Enforcement Referrals to ORCA 
 
The Enforcement referral to ORCA is initiated when the Provider: 
 

• Fails to submit a CAP pursuant to a Severe CAP Letter or Notice of Non-           
Compliance.  

 

• Fails to demonstrate that it has properly addressed the conditions listed in the           
RSRI Report.  

 
 

• Fails to demonstrate that it has properly addressed the conditions pursuant                    
to inspections by oversight agencies (Comptroller, DOB, HPD, DOI, etc.).  

  

Exception: Agreed upon conditions, which require capital construction measures that 
have been identified and addressed in the CAP or other conditions where DHS has 
approved an extension of time required for repair, will not be subject to Enforcement 
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Referrals.  Such extensions are granted at DHS’ discretion. The Facility and Logistics 
Division will monitor these matters as part of its project management portfolio. 
 
DHS must include all relevant information regarding a Provider’s non-compliance when 
making am Enforcement Referral to ORCA. 
 
The following documents must be submitted with an Enforcement Referral: 
 

• Copy of the RSRI inspection report; 
 

• Provider’s CAP or responses; 
 

• Any relevant communications between the responsible DHS Division and the  
                Provider; and 
 

• Copy of the Notice of Non-Compliance 

 

Recoupment and/or Withholding of Funds 
 

• DHS reserves the right to chargeback and/or withhold all expenses incurred 
by the Department in correcting a Deficiency (including, but not limited to, 
labor and materials) from funds due or scheduled to become due to the 
Provider under its contract with DHS or other DHS-funding arrangement. 

 

• In the event DHS chargebacks and/or withholds funds, such chargeback 
and/or withholding will come from funds allocated in the Budget for 
Administrative Overhead where the deficiency is the Provider’s responsibility 
either under its lease for the facility or due to the Provider’s ownership of the 
facility. Where the deficiency is the responsibility of the landlord under the 
lease, the chargeback and/or withholding shall come from funds allocated to 
Administrative Overhead in the budget. 

 

• The Provider is prohibited from using funds in the budget designated for a 
                purpose other than Administrative Overhead to pay for or offset any  
                chargeback and/or withholding by DHS. 
 

Withholding of Funds 
 
For deficiencies requiring long-term remediation, DHS expects the Provider to adhere to 
the timeframes described in the scope of work or CAP. Where DHS determines that the 
Provider’s progress towards completing the remediation of a deficiency is not adhering 
to the agreed upon timeframes, DHS may withhold any funding in the Provider’s budget 
designated for such work.  
 

Withholding of funds may be surrendered at DHS’s discretion or as follows: 

• 50% of the withheld amount to be released once the Provider submits a 
plan that demonstrates it has engaged with its consultants, 

9 



DHS-PB-2018-011 

 
subcontractors, etc. to resolve the deficiency (submitted supporting 
documentation, i.e., contracts, letters of intent, etc.). 

 

• The remaining 50% to be released once the deficiency has been properly 
addressed per the requirements set forth in the DHS Maintenance Policy 
Manual. 

 
The Provider may request the release of withheld funds in extenuating circumstances or 
undue hardship.   
 
Chargebacks to Contract  
 

• The Department reserves its right to correct any deficiency through the use of  
      its contractors, subcontractors, other entities or staff to resolve any  
      outstanding deficiency. This remedy is in addition to, and not in lieu of, any 
      other remedies the Department may have under its contract with the Provider 
      or law. 
 

• Where the Provider fails to correct any deficiency within the designated  
                 timeframe(s) as described in the RSRI Report, and the Department 
                 determines to use its resources to correct the deficiency, the Facilities and 
                 Logistics Division will issue a Notice to the Provider no less than 24 hours of  
                 the expected date of the Department’s work to correct the deficiency. The 
                 Notice will inform the Provider of the deficiency to be corrected, the 
                 expected scope of work to be undertaken by the Department or its agents 
                 and the expected date and time of the work. The Notice will also serve as the  
                 Department’s official notice to the Provider of its intent to recoup all 
                 expenses incurred by DHS in correcting the deficiency, in accordance with 
                 the Procedure and the Department’s contract with the Provider, where  
                 applicable.    
 

• The amount of chargeback will be based on the prevailing wage(s)/labor 
                 costs and costs of material(s) that the Department used to correct the 
                 deficiency(ies), as determined by the Facilities and Logistics Division.  
                 Where DHS has corrected any deficiency through the use of its staff,  
                 contractors, subcontractors, other entities or staff, the Facilities and 
                 Logistics Division will calculate the amount of the recoupment and submit a 
                 detailed written determination to the Department’s Office of Legal Affairs 
                 (“OLA”) and Finance Division (“Finance”) for review and approval.  
 

•  Upon approval of the Facilities and Logistics Division’s determination of the 
                  amount of the chargeback from funds due or scheduled to become due to 
                  the Provider, OLA and Finance will issue a written notification to the 
                  Provider describing the basis for such action(s) to be taken. 
 

Effective Immediately 
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REFERENCES: 
18 NYCRR § 352.3 
18 NYCRR § 352.8 
18NYCRR § 900 et seq, including but not limited to 18 NYCRR §§ 900.5, 900.11, and § 
900.12 
18 NYCRR § 491 et seq, including but not limited to 18 NYCRR § 491.10 
 

RELATED ITEMS: 
DHS Procedure No. 10-210 (Facility Access) 
94 ADM 20 
Human Services Standard Contract Section 1.01(l) 
Consent Decree, Callahan v. Carey (1981) 
 
DEFINITIONS 
 

• Corrective Action Plan (CAP) - A detailed proposal which lists deadlines for 

correcting or curing the deficiencies listed in a Routine Site Review Inspection 

(RSRI) Report.  The CAP may include evidence, e.g., photographs, invoices, 

etc., which demonstrates the correction of conditions listed in the subject 

RSRI Report.  

 

• Enforcement Conference - A conference convened by the Office of 

Regulatory Compliance and Accountability (ORCA) and issued pursuant to a 

Notice of Enforcement and the process outlined in the Department’s Shelter 

Compliance Procedure, DSS contracts (if applicable), laws, codes, 

regulations and rules governing the provision of temporary housing 

assistance including, but not limited to, the Housing Maintenance, Building, 

and Fire Codes.  

 

• Law(s) - The New York City Charter (Charter), the New York City 
Administration Code (Admin. Code), a local rule of the City of New York, the 
Constitutions of the United States of America and State of New York,  a 
statute of the United States of America or State of New York and any 
ordinance, rule or regulation having the force of law and adopted pursuant 
thereto, as amended, and common law.  

 

• Provider - Any person, entity, or organization that provides shelter or 
operates a shelter on behalf of the DHS.  

 

• Routine Site Review Inspection (RSSI) Report - An examination conducted 
by DHS pursuant to the process outlined in this Procedure. An RSRI Report 
constitutes an inspection and an audit pursuant to Article V of the Human 
Services Standard Contract and Section 5.04 of Appendix A of the Human 
Services Standard Contract. 
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• Shelter - Temporary housing as defined by 18 NYCRR Part 352.35 (b) (3), 
and any unit, hotel room, apartment, apartment building, hotel, or location 
(contracted or not) utilized by the Department for the provision of THA. 

 

• Temporary Housing (TH) - shelters authorized by 18 NYCRR §900 or 352.8 
(a) & (b), §352.3 (e) and §491. 

 

• Temporary Housing Assistance - A public assistance benefit provided 
temporarily for an eligible homeless individual or family to meet an immediate 
need for shelter.  

APPENDICES 
1. Corrective Action Plan  

2. Severe CAP Letter 
3. Notice of Non-Compliance 
4. Scoring Methodology   
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Appendix 1   
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Appendix 2   
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Appendix 3   
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Appendix 4   
 
 
SCORING METHODOLOGY (page 1 of 2) 

The following chart outlines the scoring methodology applied to all RSRI Report questions: 
 
SCORING GUIDELINE CATEGORY BREAKDOWN 

1-Excellent: Condition where a building, building 
component, or individual item performs as 
designed. In the case of cleanliness, no dirt, debris, 
or graffiti is discovered during the inspection for the 
item being scored. 
2-Very Good: Condition where a building, building 
component, or individual item needs minor repair. 
In the case of cleanliness, minor dirt, debris or 
graffiti is discovered in parts of the facility during 
the inspection for the item being scored. 
3-Satisfactory: Condition where a building, 
building component, or individual item performs as 
it is designed, but needs minor repair to make it 
100% operational. In the case of cleanliness, some 
dirt, debris, or graffiti is discovered in several areas 
during the inspection for the item being scored. 
4-Unsatisfactory: Condition where a building, 
building component, or individual item needs major 
repair in order to function or is non-functional. In the 
case of cleanliness, dirt, debris, or graffiti is 
discovered in all parts the facility during the 
inspection for the item being scored. 

1-Cleanliness: Inspectors examine the 
facility to see if the facility is free of dirt, 
debris, marks, and stains. Floors are 
inspected for dirt, wax build-up, and garbage. 
Inspection of walls and ceilings include graffiti 
and stains from a variety of encounters; 
including water, food residue, and foot prints. 
Windows are checked for soot and general 
household dirt accumulations. In addition, 
kitchens are inspected for grease build-up. 
2-Structural Integrity: Inspectors identify 
broken or worn items throughout the facility. 
Various items are inspected to determine if 
they are operational and/or missing. 
Examples include water faucets, bathroom 
doors and partitions, door closures, window 
screens and guards, light switches and 
fixtures, and similar items. 
3-Management: Inspectors review 
administrative logs and records that include: 
Fire drills, facility violations, budgets, 
headcount, recordkeeping related to 
inventory supplies and work order tickets, and 
various facility inspections required by the 
FDNY, DOB, New York State, and other 
oversight agencies. 
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Appendix 4   
 

SCORING METHODOLOGY (page 2 of 2) 

Each individual RSRI Report question has a point structure.  Questions are scored starting 
with Excellent receiving a score of ‘100’ and Unsatisfactory receiving a score of ‘0’. 

The RSRI Report generates two scores: 

a. The Shelter score which accounts for all items in the RSRI Report. 

b. The Provider score. 

• Upon mutual, written agreement by both DHS and the Provider, designated questions 
may be eliminated from scoring due to items that are not classified as maintenance 
and repair items, but deemed capital projects.  While these items are not scored for 
RSRI Report purposes, they are included as capital projects on the RSRI Report and 
the Provider shall deliver a capital plan to MRCC. 

• Both the operator and the facility score are weighted as follows:  60% for cleanliness, 
30% for integrity, and 10% for management. 

• Questions that are marked not applicable are eliminated from the scoring system. 

• PERFORMANCE EVALUATION RATING:  To convert the weighted score (numerical) 
to the equivalent Performance Evaluation Rating, the following chart demonstrates the 
related values. 

• Approximately 13% of the overall Performance Evaluation Rating is directly related to 
the RSRI Report average score for each building. 

Numeric Score 
Performance 

Evaluation Rating 

> 90 Excellent 

81 - 90 Very Good 

76 - 80 Satisfactory 

<76 Unsatisfactory 
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November 1, 2018 

 

ADDENDUM #1 

RE: Shelter Facilities for Homeless Single Adults Request for Proposals  

EPIN: 07119I0001 

Pursuant to Sections 3-02 (i) and 3-16 (o) (2) of the Procurement Policy Board (PPB) Rules, the 

Department of Homeless Services is issuing Addendum #1 to the Shelter Facilities for Homeless Single 

Adults Request for Proposals (RFP), EPIN 07119I0001. 

 

I. REVISION TO RFP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

2 
 

I. Revision to the Shelter Facilities for Homeless Single Adults Request for Proposals (RFP) 

EPIN: 07119I0001 

 

 

Please be advised that the subject Request for Proposals is revised as described below.  All new 
language is bolded and underlined. Language that is crossed out is being deleted from the Request for 
Proposals. 
 
 
 
Page 2 of the RFP, Basic Information, Proposal Due Date, is revised as follows: 
 

Proposal Due Date  This is an “Open‐Ended” RFP. Therefore, proposals will be accepted and 
reviewed on an on-going basis until the available permanent capacity has 
been met. Proposals will be accepted beginning on October 30, 2018 
December 17, 2018 at 2:00pm. 
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December 13, 2018 

 

ADDENDUM #2 

RE: Shelter Facilities for Homeless Single Adults Request for Proposals  

EPIN: 07119I0001 

Pursuant to Sections 3-02 (i) and 3-16 (o) (2) of the Procurement Policy Board (PPB) Rules, the 

Department of Homeless Services is issuing Addendum #2 to the Shelter Facilities for Homeless Single 

Adults Request for Proposals (RFP), EPIN 07119I0001. 

 

I. REVISIONS TO RFP 
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I. Revisions to the Shelter Facilities for Homeless Single Adults Request for Proposals (RFP) 

EPIN: 07119I0001 

 

 

Please be advised that the subject Request for Proposals is revised as described below.  All new 
language is bolded and underlined. Language that is crossed out is being deleted from the Request for 
Proposals. 
 
 
 
Page 2 of the RFP, Basic Information, Proposal Due Date, is revised as follows: 
 

Proposal Due Date  This is an “Open‐Ended” RFP. Therefore, proposals will be accepted and 
reviewed on an on-going basis until the available permanent capacity has 
been met. Proposals will be accepted beginning on December 17, 
December 27, 2018 at 2:00pm. 
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December 24, 2018 

 

ADDENDUM #3 

RE: Shelter Facilities for Homeless Single Adults Request for Proposals  

EPIN: 07119I0001 

 

Pursuant to Sections 3-02 (i) and 3-16 (o) (2) of the Procurement Policy Board (PPB) Rules, the Human 

Resources Administration is issuing Addendum #3 to the Shelter Facilities for Homeless Single Adults 

Request for Proposals (RFP), EPIN 07119I0001. 

 

 

I. QUESTIONS AND ANSWERS 

 

II. POWERPOINT FROM HHS ACCELERATOR 

 

III. SIGN-IN SHEETS FROM PRE-PROPOSAL CONFERENCE 
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I. QUESTIONS AND ANSWERS 
EPIN: 07119I0001 
 
 

1. Question: Will there be any subsidies towards moving clients on from the shelter? 

Answer: Yes, there are various rental subsidies that an individual client can utilize depending 
upon what they may qualify for. The following subsidies are currently available for eligible 
clients: Special One-Time Assistance (SOTA), The CITYFEPS Rent Supplement Program, One 
Shot Deal Emergency Assistance Program, Supportive Housing, and General Population 
Housing.  

2. Question: Will there be any NYCHA apartments allocated towards moving out clients from the 
shelter? 

Answer: At this time there are no New York City Housing Authority (NYCHA) units set aside, 
however clients may apply for all housing options. 

 
3. Question: Will there be any HPD apartments allocated towards moving out clients? 

Answer: At this time, there are no Housing Preservation Department (HPD) units set aside. 
However, clients may apply for all housing options.  

 
4. Question: How firm is the one year provided towards moving individuals on from shelter? 

Answer: DHS encourages providers to move clients as expeditiously as possible from shelter to 
viable housing options.  

 
5. Question: Will there be penalties involved for individuals who stay longer? 

Answer: Clients’ length of stay in shelter is one of the key areas that contribute to the 
provider’s overall shelter performance score (SPS). Clients’ length of stay may impact a 
shelter’s scorecard.   

 
6. Question: Will the shelter be connected with DHS in order to move clients on to supportive 

housing opportunities? 

Answer: DHS will assist depending upon what supportive housing categories clients are 
approved for. There are certain supportive housing categories that providers and clients can 
search for independently.   
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7. Question: It was mentioned that the type of shelter will be specified (i.e. General population, 
mental health, etc.). Can you please go into a little more detail of where in the RFP this will be or 
should be addressed? 

Answer:  The RFP was drafted to fit whichever model your organization proposes, e.g., mental 
health, employment, etc. Sample models from OTDA are included within the RFP. In the price 
proposal, proposers are asked to follow the model budget because different ratios will apply 
depending on the shelter model selected.  

 

8. Question: On page 11 of the RFP, under D.l.a.ii, it states “the contractor will designate an 
employment specialist…” which implies that this is a required position. However, this is a 
position that is only allowable under the model budget parameters for an Employment Shelter 
(but not for general population, mental health, etc.). Could you please clarify this in the 
addendum? 

Answer: If the provider believes an Employment Specialist will improve the service needs of 
clients, the provider may propose for an Employment Specialist at the shelter, with a 
description of the position’s responsibilities and services.  

 
9. Question: Does the shelter site require a sprinkler system? 

Answer: Yes, however this requirement is dependent on Department of Building (DOB) codes. 
All shelters must meet DOB requirements.  

 
10. Question: Does the site need a fire panel system? 

Answer:  Yes, all proposed sites will need a fire panel system.  

 

11. Question: Can you give any guidance on what dollar amount is a reasonable request per bed 
annually? 

Answer: This information cannot be provided.   

 
12. Question: Is there a maximum or minimum number of beds we can request for annually? 

Answer:  The maximum capacity of beds at a single adult shelter is 200 clients. 

 
13. Question: Is it okay to request funding for some beds within a larger facility that includes both 

emergency and transitional housing? 

Answer: Yes, a proposer can propose beds within a larger facility that includes both 
emergency and transitional housing.  
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14. Question: Can we focus on a specific sub-population in accepting referrals from DHS? 

Specifically, can we work with DHS to target homeless individuals with a history of criminal 
justice involvement? 

Answer: Depending upon the program type shelter that is needed, a focus on a specific sub-
population can be requested but not necessarily honored. 
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II. POWERPOINT FROM HHS ACCELERATOR 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Pre-Proposal Conference
HHS ACCELERATOR



2PROPOSING IN HHS ACCELERATOR

The HHS Accelerator System was launched to simplify and improve the competitive contract 
process for Health and Human Service providers.

• Agencies publish all Request for 
Proposals (RFP) Documents in the HHS 
Accelerator System. 

• Prequalified providers approved for 
relevant Services are “Eligible to 
Propose” and can submit proposal(s) 
after RFPs are released.

• Providers must submit proposals 
through the HHS Accelerator System by 
the proposal due date and time (2 pm).

Need Help? 
Contact help@mocs.nyc.gov



3PREQUALIFICATION APPLICATION

Business Application
• Establish corporate identity
• Confirm annual regulatory filings
• Board structure and policies.

Service Application
• Browse and  search the Client and Community 

Services Catalog to select services
• Establish track record of service delivery.

Box turns 
blue to 
indicate 
completion.

Options to 
demonstrate 
service record:
• Contract/

Grant
• Key Staff 

Resume
• Statement.

*Indicates 
required 
field.

Eligibility is determined through a two-part prequalification Application.

1

2
3



4COMPETING FOR FUNDING

3
Click “Add New 
Proposal” to begin your 
response to the RFP.

Click  the “Procurement Title” 
link to access the Proposal 
Summary tab.



5PROPOSAL DETAILS & DOCUMENTS

Proposal Details
• Enter a “Provider Contact” who is responsive.
• Select the correct Competition Pool, where 

applicable.
• Enter the location where the program will be 

implemented..

Proposal Documents
• Upload all the “Required Documents” by using the 

Actions drop-down list.

Review the Proposal Submission Instructions in the RFP for guidance.

2



6SUBMITTING A PROPOSAL

Submit Proposal
• Check off the attestation boxes, enter your 

“User Name” and “Password” and click the 
“Submit Proposal” button.

Proposal Status
• Once your proposal has been submitted, your 

organization’s status will change from Draft to 
Submitted.

Proposals must be submitted by 2 pm on the due date in the system.

2
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III. SIGN-IN SHEETS FROM PRE-PROPOSAL CONFERENCE 
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February 13, 2019 

 

ADDENDUM #4 

RE:  Shelter Facilities for Homeless Single Adults Request for Proposals (RFP)  

EPIN: 07119I0001 

Pursuant to Sections 3-02 (i) and 3-16 (o) (2) of the Procurement Policy Board (PPB) Rules, the 

Department of Homeless Services is issuing Addendum #4 to the Shelter Facilities for Homeless Single 

Adults Request for Proposals (RFP), EPIN 07119I0001. 

 

 

I. REVISIONS TO THE RFP 

 

II. REVISED ATTACHMENT C – PROPOSAL BUDGET SUMMARY FORM 
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I. Revisions to the Shelter Facilities for Homeless Single Adults Request for Proposals (RFP) 

EPIN: 07119I0001 

 

 

Please be advised that the subject Request for Proposals is revised as described below. All new 

language is bolded and underlined. Language that is crossed out is being deleted from the 

Request for Proposals. 

 

Page 4 of the RFP, Proposal Submission Information – Custom Questions, is revised as follows:  

Custom Questions 

• Enter the number of Single MALE Adult Beds. 

• Enter the number of Single FEMALE Adult Beds. 

• Enter Community District. 

• Enter Block and Lot Number.   

• Enter Zoning District Designation. 

• Enter number of floors in building. 

• Enter average square foot per floor. 

• Facility is ADA compliant. Enter Yes or No. 

• Facility is currently occupied. Enter Yes or No. 

• Facility is under jurisdiction of City, State, or Federal Regulations. 
Enter Yes or No. 

• Enter proposed per diem rate with rent.  

• Enter proposed per diem rate without rent. 

 

Page 9 of the RFP, Section 2 – Program Expectations and Proposal Instructions, B. Intake, Case 

Management and Residential Services, 1. Program Expectations, c. Housing Specialist Services, is 

revised as follows:  

 

The role of the Housing Specialist includes, but is not limited to, the following: 

 

• Securing a pool of available apartments of all sizes and rent levels to be offered to housing-

ready families single adults. 

Page 17 of the RFP, Section 2 – Program Expectations and Proposal Instructions, I. Budget 
Management, 2. Proposal Instructions, is revised as follows:  

b. Complete and attach the Proposal Budget Summary (Attachment C). 

i. Use the included Sample Budget Model Chart (Attachment D) to calculate the 
corresponding per-diem rates in Line Item A of the Proposed Budget Summary. 

ii. The budgetary categories listed on the ‘Budget Summary’ tab will populate 
automatically when entries are made within the ‘Line Item A’ tab. However, 
the organizational information located on the top of each tab must be filled 
out manually. All non-applicable line items must be given a value of $0.00 

iii. Justification for each cost item with a description of how the budget will support 
the proposal, including the identification and justification of all Personnel and 
Other than Personnel Services (OTPS), including administrative costs and fringe 
benefits. 
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II. Revised Attachment C – Proposal Budget Summary Form for the Shelter Facilities for Homeless 

Single Adults Request for Proposals (RFP) 

EPIN: 07119I0001 

 
 

Please note that the revised Proposal Budget Summary form (Attachment C) includes a revision 
to the per diem rate formula contained in Cell D165 of the “Line Item A” tab. The revised 
Proposal Budget Summary form has been uploaded to HHS Accelerator. Please use the revised 
form in your proposal.  

 
 



 

 
 
 
 
 
August 25, 2021 
 
 
ADDENDUM # 5 
 
Re:  TITLE: Shelter Facilities for Homeless Single Adults 
 EPIN: 07119I0001 
 Source: HHS Accelerator 
 
 
Pursuant to Sections 3-02 (i) and 3-16 (o) (2) of the Procurement Policy Board (PPB) Rules, the Department 
of Homeless Services is issuing Addendum # 5 to Shelter Facilities for Homeless Single Adults Open Ended 
RFP, 07119I0001 on HHS Accelerator. 
 
This notification is to advise that this RFP is no longer open for submission on HHS Accelerator. If you are 
interested in submitting a proposal for available units, please follow the steps below to locate the 
solicitation on PASSPort. 
 
How to locate the new Open-Ended RFP on PASSPort 

1. Visit http://nyc.gov/passport 
2. Locate and click the “Search Funding Opportunities in PASSPort” button to access the Public Portal 

• Public Portal provides the general public with a list of all solicitations or RFx that are 
available across City agencies. 

3. In the Keywords field, type “Shelter Facilities for Homeless Single Adults” 
4. Learn more about the solicitation by clicking the pencil icon on the left. This will open the View 

RFx screen which contains additional information about the RFx. 
5. Log into PASSPort to start your proposal 

• Public Portal allows you to view potential opportunities, but to submit a response, 
you must have and log into your PASSPort account to start the response process.  

 
Additional resources, including how to create a PASSPort Account can be found here. 
 
TITLE: Shelter Facilities for Homeless Single Adults 
EPIN: 07122P0012 
Source: PASSPort 

http://nyc.gov/passport
https://www1.nyc.gov/site/mocs/systems/passport-user-materials.page
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