
 
 

Governor Andrew M. Cuomo                                         Sheila M. Carey, Executive Director 
 
 

Funding Announcement 
Notice of Availability of Federal Funds and Requests for 
Proposals (RFP) by the New York State Developmental 

Disabilities Planning Council (DDPC) 
(On-Line Submission Required) 

  

Quick Guides: Tools for Independence 
(Grants Gateway Opportunity ID# DDP01-QG-2019) 

 
To fund one grantee up to $300,000 ($100,000 per year, for 3 years) to develop a Quick Guide 
series and provide statewide trainings on independence and daily living for people with 
intellectual and developmental disabilities (I/DD). 

Important Dates 
RFP Release Date April 25, 2019 
Letter of Intent Due Date May 17, 2019 
Closing Date for Questions May 10, 2019 
Questions Posted By May 13, 2019 
Changes to RFP Posted By May 13, 2019 
Recommended Date to Prequalify in  
Grants Gateway* 

May 24, 2019  

Proposal Due Date June 7, 2019 
Anticipated Award Announcement November 5, 2019 
Anticipated Contract Start Date April 1, 2020 

 
********** Important Please Read ********** 

Pursuant to the New York State Division of Budget Bulletin H-1032, dated June 7, 2013, New York 
State has instituted key reforms to the grant contract process which require not-for-profits to register in 
the Grants Gateway System (GGS) and complete the Vendor Prequalification process in order for 
proposals to be evaluated. GGS information can be found at https://grantsmanagement.ny.gov. 
 
*Proposals received from eligible not-for-profit applicants who have not been Registered AND 
Prequalified by the Proposal Due Date of 3:00 pm ET on June 7, 2019, will not be evaluated; 
and therefore, will be disqualified from further consideration. 

 
Please note the issuance of this RFP does not obligate the DDPC to award a grant(s). 

 
Note: Throughout this document, the terms proposals, bids, offers and applications are used 
interchangeably, as are applicants, bidders and offerers. 

https://grantsmanagement.ny.gov/
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 Overview of Grant Opportunity & Desired Outcomes 
 
1.1 DDPC Mission 
 
The New York State Developmental Disabilities Planning Council’s (DDPC) mission is to 
enhance the lives of New Yorkers with intellectual and developmental disabilities (I/DD) and 
their families by working with key stakeholders to develop and implement innovative ideas 
and culturally competent programs that promote self-advocacy, independence, productivity, 
and integration and inclusion in all facets of community life. DDPC’s funding investments are 
intended to assist with creating and testing new approaches that lead to increased advocacy, 
systems change and capacity building.  
 
1.2 Purpose and Funding Availability 
 
DDPC is seeking proposals that expand life skills, abilities and self-advocacy for individuals 
with I/DD so that they can participate independently in everyday life and in the community. 
DDPC estimates that $100,000 will be available annually for three years for a total of 
$300,000.  
 
1.3 Term of Contract 
 
The contract awarded in response to this RFP will be for three years with an anticipated start 
date of April 1, 2020 and an end date of March 31, 2023.  
 
1.4 Project Background 
 
Individuals with I/DD are increasingly living more independently and in community-based 
settings. One indication of this shift is evidenced within the service delivery system, which 
has experienced an increase in enrollment in community-respite, residential, day, 
employment, and self-direction supports and services in recent years.  
 
These developments and the move to community-based settings align with the continued 
statewide emphasis on the implementation of the Olmstead decision, the Home and 
Community Based Services (HCBS) waiver, and closure of institutional facilities across 
New York State. As the service delivery system undergoes a wider transformation, and as 
more individuals with I/DD are living in the community, there is a need to address barriers 
to independent living. 
 
The DDPC’s 2017-2021 State Plan identifies the need to support individuals with I/DD by 
cultivating the essential life skills and abilities necessary to participate in everyday life and 
thrive in community settings. To help strengthen the capacity of people with I/DD to live 
independently in the community, the DDPC will select a single grantee to develop a 
comprehensive “Quick Guides” series and trainings to be delivered statewide. 
 
Quick Guides are brief (no longer than 1-2 pages) reference documents that are designed to 
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help their user build skills to complete a set of tasks. In this context, the users are individuals 
with I/DD, and the tasks will revolve around 4 major areas of daily living: (1) My Self (2) My 
Home (3) My Job (4) My Community (Note: Grantees are encouraged to consider other titles 
for the 4 major areas in their grant proposals and use creativity in naming and designing the 
individual Quick Guide series). Some examples of tasks that would fall into the above areas 
of daily living include, but are not limited to: Personal Hygiene, Fire Safety, Preparing for a 
Job Interview, and Mapping My Community. 
 
The Quick Guide series should be accessible to a diverse audience of people with I/DD. 
Therefore, the selected grantee should ensure that the Quick Guide series is available in 
multiple formats (including online, mobile, and hard copy), uses plain language, avoids 
jargon, defines any complex terms, is smart-device friendly, and adheres to accessibility 
guidelines for both print and online material. 
 
Complementary to the Quick Guide series, the DDPC will be looking for the development of 
a set of in-person trainings that will assist individuals with I/DD with the tasks identified in 
the Quick Guides. Both the Quick Guide series and the in-person trainings should reach a 
statewide audience (see Appendix A for Regions and Demographic Data for New York) 
and provide individuals with I/DD the skills they need to live more independently in the 
community. 

 
1.5 Expected Key Deliverables 
 
Key Deliverables: 
 

• A Quick Guide series (hard copy and online) 
• A Quick Guide-based training series  
• 150 people with I/DD trained  
• Satisfaction, demographic, and participant outcome data. 
• A well-designed Quick Guide template that can be used by the DDPC and grantees to 

develop additional Quick Guides in the future. 
 
1.6 Desired Project Outcomes  
 
The intended outcomes of this grant opportunity are to: 
 

• Reduce barriers to daily life that individuals with I/DD face by expanding life-skills and 
cultivating essential skills and abilities to participate independently in everyday life and 
in the community. 
 

• Empower self-advocates, families, and organizations/agencies, by increasing access 
to information and tools, to support individuals with I/DD to live independently in the 
community.  
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 General Information and Deadlines 

2.1 Designated Contact / Issuing Officer 

DDPC has assigned a Program Planner as the Designated Contact / Issuing Officer for this 
project. The Program Planner or a designee shall be the sole point of contact regarding the 
RFP from the date of issuance of the RFP until the issuance of the Notice of Award letter. To 
avoid being deemed non-responsive, an applicant is restricted from contacting any other 
personnel of the DDPC regarding the RFP. Certain findings of non-responsibility can result in 
rejection for a contract award. The Issuing Officer for this RFP is: 

Program Planner 
Jacqueline Hayes 
New York State Developmental Disabilities Planning Council 
Phone: 518-486-7505  
Email: Jacqueline.Hayes@ddpc.ny.gov 

2.2 Informational Meeting / Technical Assistance Session 

Not Applicable. 

2.3 Submission of Written Questions 

Questions regarding this specific RFP must be submitted to the Designated Contact/ 
Issuing Officer, via email, by no later than the Closing Date for Questions as indicated in 
the Important Dates table. Applicants are encouraged to go to the DDPC website first to see 
if their questions have already been addressed prior to the submission of any questions. 

A Questions and Answers (Q&A) Summary will be posted on our website: 
https://ddpc.ny.gov/funding by the date indicated in the Questions Posted By date in the 
Important Dates table. 

If the applicant discovers any ambiguity, conflict, discrepancy, omission or other error in this 
RFP, the applicant shall immediately notify the Designated Contact / Issuing Officer of 
such error in writing and request clarification or modification of this document.  

If prior to the deadline of submission of written questions, an applicant fails to notify the 
DDPC of a known error or omission from the RFP, or of any error or omission or prejudice in 
bid application or documents with the RFP that the applicant knew or should have known, the 
applicant agrees that it will assume such risk if awarded funds, and the applicant agrees that 
it is precluded from seeking further administrative relief or additional compensation under the 
contract by reason of such error, omission, or prejudice in bid specification or documents.  

mailto:Jacqueline.Hayes@ddpc.ny.gov
https://ddpc.ny.gov/funding
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2.4  RFP Amendments 
 
It is the applicant’s responsibility to check the DDPC website periodically for any 
amendments to the RFP. All changes will be posted by the Changes to RFP Posted By date 
indicated in the Important Dates table. No other notification will be given. 
 
 
2.5  Deadline for Submission of Proposals 
 
All final grant applications must be received by the Grants Gateway System (GGS) by 3:00 
pm ET on Proposal Due Date indicated in Important Dates table. All deadlines for 
submission are in the Eastern Time (ET) zone, and the GGS will be locked for submission 
after these deadlines. 
 
Late proposals will not be accepted. 
 
Proposals will only be accepted in the GGS. Proposals will not be accepted via fax, e-mail, 
hard copy or hand delivery. 
 

 
 
 

 Applying for this Grant Opportunity 
 
This section provides information on how to apply for this grant opportunity. It includes an 
overview of minimum qualifications, required content, and instructions for completing and 
submitting the application in the Grants Gateway System (GGS). 
 
3.1 Minimum Qualifications 
 
Eligible applicants are any organizations that would be included in the following categories: 
 

• Nonprofit organizations (Note: the lead applicant cannot be a for-profit organization; 
however, for-profit organizations may serve as subcontractors to the lead applicant) 

• Public or private institutions, such as universities, colleges, hospitals 
• Disability-service organizations 
• Community-based organizations 
• Tribal organizations; and 
• Consortia, groups or partnerships among organizations 

 
Organizations whose staff was involved in the development of this project or Request for 
Proposal (RFP) are not eligible to directly apply or be included as a sub-contractor for 
another applicant. 

NOTE: Applicants are advised to submit their applications early to avoid the risk of ineligibility resulting 
from unanticipated delays or other computer problems. 
 



 

8 

 
If unsure if your agency is an eligible applicant, contact the Designated Contact / Issuing 
Officer identified in Section 2.1. 

 
 

3.2 Letter of Intent 
 
All interested applicants must submit an electronic Letter of Intent by 3:00 pm ET as 
indicated in the Important Dates table. 

 
The Letter of Intent should be sent via e-mail to Designated Contact / Issuing Officer as 
indicated in Section 2.1 and must contain the following information: 

 
• Name of DDPC Funding Opportunity; 
• Grants Gateway Opportunity ID #; 
• Agency Name, Mailing Address and Website; 
• Agency Designated Contact Person, Contact Address, Phone Number and 

Email Address; 
• Your Agency’s Statewide Financial System (SFS) Vendor Identification Number 

(10-digit number assigned by NYS, this is not the federal EIN or FEIN number). 
New vendors will receive a NYS SFS Vendor ID number during the Grants 
Gateway registration process; 

• One paragraph description of agency; and 
• One paragraph description of the proposed project. 

 
 
 

3.3 GGS Registration and Prequalification Process 
 

 
 
New York State requires not-for-profit organizations to register in the Grants Gateway System 
(GGS) and complete the Vendor Prequalification process, if interested in applying for state 
funding opportunities. Government entities are not required to prequalify in GGS but must 
register in GGS to apply. 
 
In order for proposals to be evaluated, all not-for-profit organizations applying for this grant 
opportunity MUST prequalify by the time and date of submission. Any applicant who submits 
a proposal that is not prequalified in the GGS on the Proposal Due Date listed in the 
Important Dates table, will be disqualified from further consideration. 
 
Below are links where you can find more information on GGS registration and prequalification 
requirements. 
 

IMPORTANT NOTE: Not-for-profit organizations will only have to prequalify once every three years, with 
the responsibility to keep their information current throughout the three-year period. 

https://grantsmanagement.ny.gov/
https://grantsmanagement.ny.gov/
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Register with the Grants Gateway System 
 

How to Register in the GGS: 
https://grantsmanagement.ny.gov/register-your-organization  
 
If you have previously registered and do not know your username, email 
grantsgateway@its.ny.gov. If you do not know your password, click the Forgot 
Password link from the main log in page and follow the prompts.  

 
Get Prequalified in the Grants Gateway System 
 

How to get Prequalified in the GGS:  
https://grantsmanagement.ny.gov/get-prequalified  
 
Specific questions about the prequalification process should be directed to the agency 
contact listed in Section 2.1 Designated Contact / Issuing Officer, or to the Grants 
Management Team at grantsgateway@its.ny.gov. 

 
Non-profit Vendors and Organizations are strongly encouraged to begin this process 
as soon as possible and at the latest by the recommended date specified in the 
Important Dates table, in order to participate in this opportunity.  
 
 
3.4 Finding the Opportunity in Grants Gateway 
 

 
 
To find this Opportunity in Grants Gateway, please follow these instructions: 

1. Log in to the Grants Gateway. 
2. On the Grants Gateway home page, click the View Opportunities button. 
3. Use the search fields to locate an opportunity. Search by State agency name 

(Developmental Disabilities Planning Council) or enter key words in the "Grant 
Opportunity Name" field. 

4. Click the Search button. 
5. Click the Grant Opportunity link in the search results to view the profile. 
6. Click the Apply for Grant Opportunity button to initiate an application. 

  
Please note that even though you have access to the PDF of the RFP, all responses to the 
RFP must be entered into the GGS.  
 

NOTE: It is strongly recommended that applicants use Internet Explorer to access the Grants Gateway. 

https://grantsmanagement.ny.gov/register-your-organization
mailto:grantsgateway@its.ny.gov
https://grantsgateway.ny.gov/IntelliGrants_NYSGG/PersonPassword2.aspx?Mode=Forgot
https://grantsgateway.ny.gov/IntelliGrants_NYSGG/PersonPassword2.aspx?Mode=Forgot
https://grantsmanagement.ny.gov/get-prequalified
mailto:grantsgateway@its.ny.gov
https://grantsgateway.ny.gov/IntelliGrants_NYSGG/login2.aspx
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*For tutorials (training videos) on using the Grants Gateway, refer to: 
https://grantsmanagement.ny.gov/videos-grant-applicants or visit the Grants Management website 
at the following web address: https://grantsmanagement.ny.gov/resources-grant-applicants  
 
 
3.5 Application Overview 
 
This section provides information on how to complete the application for this opportunity in 
the Grants Gateway System (GGS). It includes general directions for GGS and information 
about application sections and content. 
 
All application materials can be found under the Forms Menu in GGS.  
(See screen shot of Forms Menu below).   
 

 
 
The Forms Menu includes several pages of forms and documents that you must complete in 
order to submit your application. Each screen is listed individually as a link under the Forms 
Menu. 
 
To navigate the different forms and subsections: Click a link, complete the screen as 
directed, save the screen, go back to the Forms Menu and click another link. Continue in this 
manner until you have completed all the links/screens. 
 
The next Section (Section 3.6) provides more detailed information about each of the screens 
in GGS that correspond to the application.  
 

 
 
 
3.6 Completing the Proposal Application in Grants Gateway 
 
All subsections of Section 3.6 are required to be completed for an application to be submitted 
in the Grants Gateway System (GGS). The following subsections provide general information 
about each section, GGS directions, and general guidance for completing the application. 
 

NOTE:  To access the proposal and other required documents, including attachments, applicants must 
be registered and logged into GGS in the user role of either a “Grantee” or a “Grantee Contract 
Signatory.”  
 

NOTE: The system will time out every 20 minutes that it goes without being saved or moving between 
pages for security purposes. Be sure to save pages frequently so the system does not time out. If the 
system does time out, all information entered after the last ‘save’ will be lost.  

https://grantsmanagement.ny.gov/videos-grant-applicants
https://grantsmanagement.ny.gov/resources-grant-applicants
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3.6.1 Project Site Address Screen  
 
This section asks applicants to provide general information about their grant proposal. See 
below for specific GGS directions.  

 
• Name/Description: Enter Grant Proposal / Project Name. 
• Project Statewide: Select YES. 
• Address 1: Enter your administrative office address.  

 
When you have completed all fields on the page click the [SAVE] button at the top of the 
page. Then return to the ‘Forms Menu’ tab at the top of the screen to navigate to the next 
section. 

 
3.6.2 Program Specific Questions Screen  

 
DDPC requires all applicants to answer a set of Program Specific Questions, each of which 
will be scored (see points in tables below). These questions seek to gather more detailed 
information about the applicants’ proposed project idea, scope of work, experience, 
evaluation plan, and sustainability strategy.  
 
To access the Program Specific Questions in GGS from the Forms Menu, click on the 
Program Specific Questions link, then provide responses to the following questions:  

 
Project Title: All applicants must enter a Project Title. 
 
Program Specific Questions:  

 
No. 1. Proposed Project Description (0 – 45 Points) Max 

Points 
1.1 Provide a comprehensive plan of action and implementation 

timeline for this three-year initiative with details on how your 
organization plans to meet the goals of this project, including 
how you will ensure grant activities will reach participants in 
every Region of New York (see Appendix A for Regions and 
Demographic Data for New York). 
 

10 

1.2 Describe your creative vision for the design, development and 
implementation of a Quick Guide series and training for 
people with I/DD, including how you will create a consistent 
look and feel across the Quick Guide series and trainings. 
 

10 

1.3 Describe how you will engage individuals with intellectual and 
developmental disabilities (I/DD) in every stage of design and 
development of both the Quick Guides series and in-person 
trainings.  
 

5 
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1.4 Describe how you will ensure that the Quick Guides are 
culturally and linguistically competent and how you will 
engage participants that reflect the diversity of New York (see 
Appendix A for Regions and Demographic Data for New York 
and Appendix B for definitions of cultural and linguistic 
competence) in every stage of design and development of 
both the Quick Guide series and in-person trainings.  
 

5 

1.5 NOTE: The Work Plan is not a Program Specific Question. 
Grantees will complete a Work Plan within GGS, which will be 
scored (0-15 Points). 
 
Applicants will be scored on their overall Work Plan, which will 
be evaluated based on the following criteria: 

• Scope of work: Strength of overall vision in grant 
design, statewide reach, inclusion of individuals with 
I/DD in all stages of grant project, and inclusion of 
diverse (racial, ethnic, linguistic, geographic) 
individuals in grant activities (0-5 Points). 

• Evaluation: Strength of evaluation demonstrated by 
detailed, specific, and achievable Performance 
Measures that align with the primary Objectives of this 
grant project (0-5 Points).   

• Sustainability: Strength of sustainability demonstrated 
by sustainability planning activities and/or strategies to 
continue the work beyond DDPC grant funding (0-5 
Points). 

 
See Section 3.6.5 for additional guidance on completing a 
Work Plan. 
 

15 

 
 
No. 2. Evaluation, Dissemination, and Sustainability  

(0 – 20 points) 
Max 
Points 

2.1 Describe how your organization will evaluate the extent to 
which the project has achieved the goals, objectives, and 
outcomes identified in this RFP. Applicants should outline how 
they plan to collect and measure satisfaction of all project 
participants, positive outcomes for individuals with I/DD 
attained, and meet project milestones. 
 

10 

2.2 Describe the project sustainability plan and strategies 
including hosting and maintenance of Quick Guides beyond 
the conclusion of DDPC funding cycle. Alternative strategies, 
beyond seeking other funding, should be identified. 

10 
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No. 3. Applicant Capability, Personnel and Resources  
(0-15 points) 

Max 
Points 

3.1 Describe your organizational expertise, experience and/or 
capability in document design or how you plan to ensure that 
the Quick Guides are high quality. Applicants can upload 
samples of prior graphic design work in GGS (limit 2 pages, 
samples not required). 
 

8 

3.2 Describe the planned collaborations and various roles other 
organizations might play in the project development and 
implementation.  If using contracted services or subcontractors, 
describe their roles and responsibilities.  
 

5 

3.3 Identify and describe who will be the lead person responsible for 
project development and implementation, identifying the 
experience or expertise they bring to ensure the successful 
implementation of this initiative. In the event of their absence, 
identify a back-up person and describe their experience or 
expertise.  
 

2 

 
 

No. 4. Proposal Budget, Matching Funds and Administrative 
Costs (0-20 points) 

Max 
Points 

4.0 NOTE: The Expenditure Budget is not a Program Specific 
Question. Grantees will complete an Expenditure Budget 
within GGS, which will be scored (0-20 Points Total). 
 
Applicants will be scored on their overall Budget, which will 
be evaluated based on the following criteria: 
 

• Demonstration of a clear relationship between funds 
requested, the program activities, and performance 
targets/outcomes and the budget’s consistency with 
the intent of the RFP (0-10 Points). 

 
• Documentation that expenses are realistic, 

reasonable, necessary, allowable and justified based 
on one-year program plan (0-10 Points). 

 
• Grantees are required to ensure that all requested 

funds, including the required match, comply with RFP 
guidelines and requirements (see Allowable / Non-
allowable Expenses document in Pre-Submission 

20 
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Uploads section in GGS for guidance). 
 

• Grantees are required to ensure a match of at least 
43% of the grant amount (or 34%* if your 
organization’s annual budget is less than $4,000,000) 
(required). 

 
*If you requested a lower match of 34%, upload an IRS Form 990 
in the Pre-submission Uploads section of GGS to demonstrate 
your organization’s annual budget of less than $4,000,000. 
 

 
When you have completed all fields on the page click the [SAVE] button at the top of the 
page. Then return to the ‘Forms Menu’ tab at the top of the screen to navigate to the next 
section. 
 

 
 
3.6.3 Expenditure Budget Screen  
 
All applicants are required to submit a proposed budget in the Grants Gateway System 
(GGS). The proposed budget should reflect a 1-year Budget plan. The budget for this project 
must be in compliance with all applicable state and federal laws, rules and regulations, and 
meet RFP guidelines, rules and regulations. 
 
Applicants are strongly encouraged to submit budgets that reflect realistic, reasonable, and 
necessary expenses that are sufficient to comply with RFP requirements. Budgets must 
include justifiable and allowable costs only. Refer to Allowable / Non-allowable Expenses 
document in Pre-Submission Uploads section in GGS for guidance. 
 
All DDPC funds are intended to minimize gaps in services and to increase the independence, 
productivity, integration, and inclusion of individuals with I/DD and their families into the 
community. These funds may not be used for activities that duplicate or supplant what is 
already available or required under existing laws.  
 
The Expenditure Budget will be evaluated and scored (0-20 Points Total) based on the 
criteria listed above (see Program Specific Questions, Proposal Budget Section) and the 
below noted requirements: 
 

• Describe the estimated costs in the narrative sections for every line item of expense. 
The specific calculations for determining the total cost of each item should be included 
in the narrative sections with a justification of why such costs are considered 
reasonable. Clearly describe and justify all budget items. 
 

• Describe steps taken to ensure the project’s budget makes the most efficient use of 

NOTE: Narratives are limited to a max. of 4,000 characters or as specified under the response box. 
Applicants are encouraged to draft responses outside of the system prior to submitting.  
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available resources.  
 
• Ensure that all items covered by DDPC funds are directly related to the provision of 

goods and services indicated in this RFP. 
 

• All expenses must be incurred within the contract period. 
 

• All shared costs are prorated, and the basis of the proration explained. 
 

• DDPC Indirect Costs should not exceed 10% of the grant award. Additional Indirect 
Costs may be included in Match. Rent is an Indirect Cost. 
 

• There is a matching funds requirement which will be entered into the Match 
Worksheet Section of GGS.  

 
• Ensure that the Total Grant Funds in the Expenditure Budget agree with the amount 

requested.  
 

 
 
Entering Budget Categories in the Expenditure Budget 
 
Use the following sections to briefly describe the expenses incurred in each budget category. 
The detail requested is essential to expedite the process. Accuracy and completeness are 
critical.  
 
To access the budget form in GGS from the Forms Menu, click on the Expenditure Budget 
link.  
 
Provide responses to the following. Please provide narrative justification and description for 
each budget category listed below: 
 

• Personal Services - Salary screen: List all positions that will be supported with grant 
funds. Each position should be entered on a separate screen.  
 

o For each component task, pro rate each employee’s time devoted to the project 
according to the total annual salary for that employee. For example, an 
employee who devotes 20% of their time to the project, has an annual (12-
month) salary of $40,000 and will work on the project for 6 months, would 
charge $4,000 to the project. The percentage of time for the position cannot 
exceed 100%.  
 

NOTE: An Excel Budget Template can be found in the Pre-Submission Uploads section of the RFP in 
GGS. The completed Expenditure Budget is both entered into the GGS and uploaded as an attachment 
in the Pre-Submission Uploads section of your application. The completed and uploaded Budget Excel 
file should be dated and re-named. 
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• Personal Services – Salary Narrative screen: Give a brief description of the 
responsibilities and a justification of each staff position supported by the grant funds.  
There should be a separate Narrative for each position. 

 
• Personal Services - Fringe screen: Enter fringe benefits associated with each 

position. Fringe benefits should be budgeted in line with your organization’s policy.  
 

• Personal Services - Fringe Narrative screen: Provide a brief explanation and 
justification of the percentage and composition of your fringe benefit structure.  

 
Non-Personal Services (NPS) Budget Categories: All budget items must be for 
commodities to be purchased during the contract period that are in direct support of services 
related to the project; or for contractual/consultant services to be rendered during the contract 
period that directly support the project. 

 
• Contractual Services screen: This category includes costs for institutions, individuals 

or organizations external to the agency.  
 

• Contractual Services- Narrative screen: For each contractual service, briefly 
describe the extent and purpose of the contractual services. 
 

• Travel screen: This category includes travel costs for personnel listed under Personal 
Services, participant travel and other travel expenses. Travel costs include the 
following: air, train, bus and taxi fare, personal auto, parking fees, tolls, lodging and 
meals. This can also include conference fees or outside training costs for staff to 
attend that are an integral and essential part of this project.  

 
• Travel- Narrative screen: For each expense, describe the purpose, destination, mode 

of travel & costs. Reimbursement for travel, lodging and mileage costs must not 
exceed the State rates currently in effect. All out-of-state travel must be pre-approved 
by DDPC.  

 
• Equipment screen: At minimum, all grantees are required to have access to the 

following technology assets: Desktop Computer(s), Laptop Computer(s), LCD 
Projector(s), Printer(s), Desktop Scanner(s), and Mobile Phone(s).  
 

o DDPC grant funds may not be used to purchase technology assets. However, 
in instances where an organization has an annual budget of $4 million or less 
and fulfilling the terms of the grant contract requires specific technology 
resources, the grantee may submit proposed technology expenditure items on 
their expenditure-based budget, in accordance with the DDPC Technology 
Spending Guidelines found in the GGS Pre-Submission Uploads Section. 
 

NOTE: By clicking Add, it will open a new screen for listing the next position in the GGS. 
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• Equipment- Narrative screen: Demonstrate need for the technology investment in 
this section. Please note that meeting the criteria outlined in DDPC Technology 
Spending Guidelines does not guarantee approval of proposed technology 
expenditures. 

 
• Operating Expenses: Describe any other allowable operating expenses including 

administrative overhead (indirect cost). Rent is considered an indirect cost. See 
Allowable / Non-allowable Expenses in Pre-submission Uploads section. 

 
• Operating Expenses- Narrative screen: Use this section to provide narrative 

justification for the expenses listed as Operating Expenses. 
 

• Other Expenses Detail screen: Describe any other allowable non‐personal services 
and costs. Other expenses are costs that do not fall under the previous budget 
categories. Examples are printing services, meeting costs, language translation and 
interpretation services for limited English proficient (LEP) participants, and other 
miscellaneous expenses. Each cost must be listed on its own screen. 
 

• Other Expenses Detail - Narrative screen: Use this section to provide narrative 
justification for the expenses listed as Other expenses. 

 
 

 
 
3.6.4 Match Worksheet 
 
All applicants are required to submit a Match Worksheet in the Grants Gateway System 
(GGS). The Match amounts should be based on a 1-year Budget.  Enter requested 
information into the required fields and the total amount of Match funds, clearly describing the 
Source of Matching Funds in GGS. 
 
Match Source Requirements 
 
Matching funds may be derived from state, local, agency, and/or private sources in the form 
of cash or in-kind contributions, such as; staff time, fringe benefits, supplies, equipment, 
travel, indirect costs, or other project-related expenses. Federal funds may not be used as 
grantee match.  
 
Match funds must also be allowable costs only. See Allowable / Non-allowable Expenses 
document in Pre-Submission Uploads Section in GGS for guidance. 
 
Match Percentage Requirements 
 
All DDPC grants require a Match. Grantees must ensure a match of at least 43% of the 

NOTE: Budgets for both grant funds and match funds must be rounded to the nearest 
thousand. If a line item is less than $1,000, round to the nearest hundred. Only use whole 
dollar amounts. 
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grant amount (or 34% if your organization’s annual budget is less than $4,000,000*).  See 
below Grant Match Calculation Table for specific amounts.  
 
Match Calculation: Based on 1-Year DDPC Grant Award of $100,000 

 

Grant Match Calculation 
Based on 1-Year Award of $100,000 

 43% Match 34% Match* 

DDPC  
Grant Award $100,000 $100,000 

Grantee Match 
$43,000 

($100,000 * 0.43) 

 
$34,000 

($100,000 * 0.34) 
 

 
Total Project 

Budget 
(DDPC Award + Grantee 

Match) 
 

$143,000 $134,000 

 
*If you requested a lower match of 34%, upload an IRS Form 990 in the Pre-submission Uploads 
Section of GGS to demonstrate your organization’s annual budget of less than $4,000,000. 

 
3.6.5 Work Plan  

 
The DDPC requires all applicants to complete a Work Plan, which will be evaluated and 
scored (0-15 Points Total) based on the criteria listed in Section 3.6.2 Program Specific 
Questions, Proposed Project Description.  
 
The Work Plan seeks to gather more detailed information about the applicants’ proposed 
Objectives, Tasks, and Performance Measures. The Work Plan will be used as the baseline 
to assess progress on meeting the project goals and intent throughout the life of the grant.  
 
During grant implementation, grantees will be asked to report progress on a Quarterly basis 
on the Objectives, Tasks, and Performance Measures included in the Work Plan. For more 
information about Quarterly Reporting requirements see Section 6.2 Grantee Reporting 
Requirements. 
 
Work Plan Overview Form 
 
To start the Work Plan in GGS, click on the Work Plan Overview Form. This section will be 
used to create the Work Plan portion of the contract in GGS. 
 
The first section asks you to fill out basic details about the project. See below for information 
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to be included: 
 

Work Plan Period: Enter the annual award period. For Year 1 the period will be: 
From: April 1, 2020 To: March 31, 2021 
 
The Project Summary: Provide a high-level overview of the project, including overall 
goals and desired outcomes. This section can be used to broadly describe what will be 
outlined in more detail in the Work Plan, including the scope of work, annual number of 
people served, and how you will evaluate the success of the program. 
 
The Organizational Capacity: This section should include the information requested 
and a brief description of any other services/programs offered by the organization. 
 
Once you have completed all fields on this page, click the [SAVE] button at the top of 
the page and return to the Forms Menu. 
 

Work Plan Instructions 
 
From the Forms Menu, click on the Work Plan Properties link. Upon initially opening the 
link, all objective sets will be expanded. You can work on each set in the order listed or 
collapse the full grid to see the overview of the entire Work Plan and expand each section as 
you complete it (see below screenshot of the Work Plan, Collapsed View).  
 
To view a Word version of the Work Plan before completing this section in GGS, see Work 
Plan Template in Pre-Submission Uploads Section of GGS. 
 

 
 



 

20 

Overview: Objectives, Tasks, and Performance Measures 
 
The DDPC provides some pre-established Objectives, Tasks and Performance Measures 
which will be included in the final contract with the selected grantee and, therefore, can be 
found in the grant opportunity under Work Plan Properties.  
 
The Objectives, Tasks, and Performance Measures already entered in the Work Plan are the 
minimum requirements to be included in your Work Plan for this opportunity. Grantees must 
also add additional Tasks and Performance Measures to their Work Plan to further 
demonstrate their plan of action for meeting the goals and intent of this RFP.  
 
Objectives: Objectives are the major goals of the grant initiative. They are defined by the 
DDPC and applicants will not be able to edit or add additional Objectives.  
 
Tasks: These are the activities and actions that grantees will conduct during the grant period 
to meet the defined Objective. Some are defined by the DDPC, and applicants should add 
additional Tasks for each Objective. 
 
To add additional Tasks, under the Forms Menu click on Objectives-Tasks and the first 
Objective with its description will appear along with an associated Task. Click on view/add. 
Enter at least 1 additional Task. Click Save. 
 

  
 
Task Name: Enter a two to three-word title or name of the Task. 
 
Task Narrative: Provide a brief description of the Task (see below for an example). 
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Performance Measures: Performance measurement is the process of collecting, analyzing 
and reporting information on meeting a goal or objective. A Performance Measure is a 
specific target that assists with evaluating the impact and success of a grant initiative. A 
Performance Measure can be a specific output (i.e. 1 Resource Guide, 100 people trained) 
or a specific outcome (i.e. increased awareness of developmental disabilities, increased 
access to services). 
 
Applicants are required to submit at least one Performance Measure for each Task in the 
Work Plan. Grantees will be reporting progress against each of the Performance Measure 
targets on a quarterly basis.  
 
In GGS, after you enter the Task information and click Save, a box for the Performance 
Measure information will appear. Enter a Performance Measure Name, select the 
Performance Measure Data Capture Type from the dropdown box, and provide a 
Performance Measure Narrative. Click Save. Enter at least 1 Performance Measure for each 
Task.  
 
Performance Measure Name: Two to three-word title or name of performance measure. 
 
Performance Measure Data Capture Type: Select the type of data you will be collecting. 
For example, if it is a numerical target (e.g. 100 people trained) then select Integer.  
 
Performance Measure Narrative: Provide a brief description of the data that will be 
captured by this Performance Measure. 
 
 

 
 
 

 
 
 

EXAMPLE TASK: 
Task Name: Implement Training 
Task Narrative: Train at least 30 people with I/DD in each of the five Regions of the state over the 
3-year grant period or 150 individuals with I/DD total. 

EXAMPLE PERFORMANCE MEASURE: 
 
Performance Measure Name: Participants Trained 
Performance Measure Narrative: 150 people with I/DD trained 
 

NOTE: The DDPC will add additional Tasks and Performance Measures in the contracting phase for 
every contract based on federal requirements. For example, all grantees are required to collect 
demographic data and satisfaction surveys from grant participants. 
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3.7 Pre-Submission Uploads 
 
In the Pre-Submission uploads section, grantees can upload documents to be included with 
your application. For this RFP, the following documents should be uploaded: 
 

Required Uploads: 
• Budget Excel Spreadsheet, required for all grantees. 
• Sexual Harassment Prevention Certification, required for all grantees. 
• Page one of the IRS form 990, required for grantees requesting a lower match 

amount of 34%. 
 
Optional Uploads: 

• Vendor Responsibility Questionnaire (VRQ): Upload either a copy of printed 
confirmation page from the VendRep On-Line System or a completed hardcopy of 
the Questionnaire (See Section 5.4 for more information). This is optional for the 
application, but the Awarded Applicant will be required to upload the VRQ. 

 
Informational Documents: 

• Work Plan Template: no upload required, provided as a tool for completing the 
Work Plan in GGS. 

• Allowable and Non-Allowable Costs: no upload required, for informational 
purposes. 

• DDPC Technology Purchasing Guidelines: no upload required, for informational 
purposes. 

 
Once you have completed all fields on this page, click the [SAVE] button at the top of the 
page and return to the Forms Menu. 
 
 
3.8 Submit the Application 
 
After completing all pages in the Forms menu and checking the Global Errors, you are ready 
to submit your application. While in your application, hover over the status change link and 
click on the [APPLY STATUS] button under APPLICATION SUBMITTED. 
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You will be redirected to an attestation that you must “sign” by clicking the [I AGREE] button. 
This will submit the application. 
 
Once you have submitted your application, you will be returned to the Application Main page. 
If you hover over the status changes link again, you will see that there are no available status 
options at this time. Applicants can also verify that the application has been submitted by 
checking the status and ensuring it has changed to Assignment of Reviewers. To view the 
status, click on the ‘Details’ link below the Document Information # which will expand and 
allow you to verify the application status.  
 
Your application will be stored electronically in the GGS. You may save or print a PDF copy 
of your completed application by first clicking on the Forms Menu link, and then clicking on 
the Application Versions link. It may take a few minutes to generate this link after the 
application was submitted.  Do not click the back button while the GGS is generating your pdf 
copy. Click the PDF link to have the file open for you to save or print. 
 

 
 
 
 

NOTE: Only a Grantee Contract Signatory or a Grantee System Administrator can submit a 
completed application through the GGS. Proposals must be submitted online via the GGS by the date 
and time indicated in Important Dates table of this RFP.  
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3.9 Grants Gateway Helpful Links and Help Desk Information 
 

Some helpful links are listed below. Questions regarding specific opportunities or 
proposals should be directed to the DDPC contact listed in Section 2.1 Designated 
Contact / Issuing Officer. 
 

• Please visit the Grants Management website and select the Vendor User 
Manual from the menu. This Vendor User Manual provides detailed instructions for 
all GGS functions and may be printed out and/or saved on your computer for 
reference. 
 

• On the GGS website, there are reference materials and videos available for 
Grantees applying for funding opportunities. 

 
• The Grants Management Team offers regular live webinars on the 

Prequalification process or submitting online applications. To learn more or view 
the times and dates for these webinars visit: https://grantsmanagement.ny.gov/live-
webinars   

 
• Grants Gateway Videos (includes Tutorials on the Document Vault and 

Application Process): https://grantsmanagement.ny.gov/videos-grant-applicants 
 
For assistance or technical questions about Grants Gateway: 
 
Grants Gateway Help Desk   
Phone: 518-474-5595  
Email: grantsgateway@its.ny.gov 
 

 Evaluation Process 
 
This section provides information on the evaluation process for applications that are 
submitted in response to this opportunity.  
 
Applicants must meet the Minimum Qualifications to submit a Proposal in accordance with 
Section 3.1 Minimum Qualifications and Section 3.3 Prequalification Process.  
Applicants not meeting these requirements will be disqualified from further consideration. 
Designated staff will review each proposal for completeness and verify that all eligibility 
criteria are met. A three-level process of review will be conducted for all submitted 
proposals: 
 
4.1 Eligibility Review (Level I) Process / Minimum Criteria  

 
The first level is a pass/fail DDPC review of the submitted proposals to ensure that the 
application meets the Minimum Qualifications set forth in the RFP. The DDPC will reject 
any applications that fail to meet any one of the following criteria: 

https://grantsmanagement.ny.gov/resources-grant-applicants
https://grantsmanagement.ny.gov/grantee-documents
https://grantsmanagement.ny.gov/grantee-documents
https://grantsmanagement.ny.gov/live-webinars
https://grantsmanagement.ny.gov/live-webinars
https://grantsmanagement.ny.gov/videos-grant-applicants
mailto:grantsgateway@its.ny.gov
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• Letter of Intent was received with the required information within the specified 

timeframe. 
• Applicant is an eligible entity as specified within the RFP. 
• The proposal was submitted within the designated timeframes. 
• The applicant is Registered and Prequalified in GGS. (Government entities are not 

required to prequalify in GGS but must register in GGS to apply.) 
• The applicant included a Work Plan, Expenditure Budget, and the required Uploads. 
• The proposal is focused on the population and project specified within the RFP. 

 
4.2 Level II Review Process 
 
The second level consists of a thorough review of the submitted proposals including the 
project work plan, evaluation plan, organizational capability, commitment of partners, value 
of products and dissemination, overall strength of sustainability plan, and the budget and 
corresponding budget narrative.  
 
The proposal review and rating will be conducted using the criteria stated in this Funding 
Announcement (scoring is detailed in Section 3.6.2 Program Specific Questions) and the 
DDPC reserves the right to conduct follow-up activities and discussions with applicants to 
clarify information in the submitted proposal. 
 

The DDPC Review Team will typically consist of Council staff and members, and peer/field 
experts in the RFP topic area. No applicant with an average reviewer score of less than 80 
points in the Level II review will be considered for the Level III review or funding. 
 
4.3 Level III Review Process 
 
All proposals that receive a score of 80 or above will be subjected to a Level III review 
conducted by the appropriate DDPC Standing Committee and/or a DDPC-designated review 
panel. The Level III review may add one (1) additional point for exceeding RFP expectations 
for each of the following criteria: 
 

• Strength of overall vision and creativity in grant design 
• Inclusion of individuals with I/DD in all stages of grant project 
• Geographic reach and inclusion of diverse (racial, ethnic, linguistic) individuals in grant 

activities and 
• Strength of Evaluation and Sustainability Plan  

 
The final total score will be the cumulative total of Level II and Level III reviews, with the RFP 
award going to the highest scoring proposal. In case of a tie at the conclusion of the Level III 
scoring process, the agency that scored highest at Level ll in the category of Plan of Action 
will receive the award. In the event of tied scores in the category of Plan of Action, the award 
will go to the agency with the highest score at Level II in Evaluation, Dissemination and 
Sustainability. 
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The DDPC reserves the right to make adjustments to the funding amount requested based 
on program need and based on the total value of the application submitted. 
 

 General Terms & Conditions 
 
5.1 DDPC Administrative Information 
 
After reviewing proposals as outlined above, recommended funding must be approved by the 
Developmental Disabilities Planning Council (DDPC). All costs associated with responding to 
this RFP are solely the responsibility of the applicant. The contract process and final 
contracts are subject to the approval of the Office of the State Comptroller (OSC). Upon such 
OSC approval, the grant award process will begin, and all terms of the contract will become 
public information. As part of the grant award process, the grantee and DDPC will establish a 
mutually agreed upon final budget, Performance Agreement (Work Plan) and Performance 
Indicators, that become part of the contract deliverables. Quarterly program and fiscal reports 
will also be required. 
 
If DDPC is unable to negotiate the contract with the selected applicants within 60 days, the 
DDPC may begin contract negotiations with the next highest scoring qualified applicant(s). 
 
All materials submitted in response to this request become the property of the DDPC. 
Selection or rejection of a response does not affect this right.  
 
5.2 Award Selection and Notification 
 
DDPC will issue award and non-award notifications to all applicants.  

 
Applicants selected to receive a grant award will be notified by email and in an official DDPC 
award letter. The GGS will also provide you with an award status. Award recipients may be 
asked to submit a revised work plan, timeline, and budget at this time. Projects cannot start 
until the contract is fully executed. DDPC will not pay for expenses incurred prior to a contract 
being in place.  
 
Applicants that do not receive an award may make a written request for a debriefing 
regarding the reasons that their own proposal was not selected or disqualified, within 15 
business days of the dated DDPC notification letter. Written debriefing requests may be sent 
to the Designated Contact / Issuing Officer, as defined in Section 2.1 of this RFP. 
 

 
 
 
 
 

IMPORTANT NOTE: By accepting an award, applicant agrees to abide by all Master Contract for 
Grants (MCG) terms and conditions. Any changes to the terms and conditions will not be accepted and 
may affect applicant’s award. 
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5.3 DDPC Reserved Rights 
 
DDPC reserves the right to: 

 
1. Reject any or all applications received in response to this RFP; 
2. Withdraw or reissue the RFP at any time, at the sole discretion of DDPC; 
3. Disqualify any bidder whose conduct and/or proposal fails to conform to the 

requirements of the RFP; 
4. Reject any proposal if, in the sole discretion of DDPC, it determines the bidder is not a 

responsible vendor; 
5. Change any of the scheduled dates stated in the RFP; 
6. Amend any part of this RFP prior to opening of bids, with notification to all bidders, 

and direct all bidders to prepare modifications addressing RFP amendments, if 
necessary. Expenses incurred in the preparation of any proposals or modifications 
submitted in response to this RFP are the sole responsibility of the bidder or other 
party and will not be incurred or reimbursed by DDPC; 

7. Fund only one portion or selected activities of the selected bidder’s proposal and/or 
adopt all or part of the selected bidder’s proposal based on federal and state 
requirements; 

8. Negotiate with the selected bidder(s) prior to contract award;  
9. Award additional funds pursuant to this RFP should they become available. Additional 

awards would occur, if DDPC has funds available and would only go to the next 
highest scoring applicant(s). Minimum score for funding consideration would be 
average score of at least 80 at the Level II review; however, the additional award 
would go to the next highest scoring applicant from the Level III review; 

10. Award less than the designated number of grant awards as set forth within the RFP; 
11. Make an award under the RFP in whole or in part; 
12. Seek clarifications at any time during the procurement process including correction of 

arithmetic, or other apparent errors for the purposes of assuring full and complete 
understanding of the proposal; 

13. Eliminate mandatory requirements unmet by all applicants; 
14. Conduct contract negotiations or award a contract to the next highest bidder if contract 

negotiations with the selected bidder(s) cannot be accomplished within an acceptable 
time frame. No bidder will have any rights against DDPC arising from such actions; 

15. Require that all proposals be held valid for a minimum of 180 days from the closing 
date for receipt of proposals, unless otherwise expressly provided for in writing; 

16. Fund any or all of the proposals received in response to this RFP. However, issuance 
of this RFP does not commit DDPC to fund any proposals. DDPC can reject any 
proposals submitted and reserves the right to withdraw or postpone this RFP without 
notice and without liability to any bidder or other party for expenses incurred in 
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preparation of any proposals submitted in response to this RFP and may exercise 
these rights at any time; 

17. Rescind awards for failure of awardees to meet timeframes that DDPC is required by 
statute to meet for contract development and approval; 

18. Prior to the deadline for submission of proposals, any such clarifications or 
modifications as deemed necessary by DDPC will be posted on the DDPC website. It 
is the applicant’s responsibility to check the DDPC website periodically for any 
amendments to the RFP. All changes will be posted by the Changes to RFP Posted 
By Date as mentioned in IMPORTANT DATES table. No other notification will be 
given. 
 

5.4 Vendor Responsibility Requirements  
 
Section 163(9)(f) of the NY State Finance Law requires that a state agency make a 
determination that a bidder is responsible prior to awarding that bidder a state contract. 
Vendor responsibility will be determined based on the information provided by the bidder, on-
line, through the New York State VendRep System Questionnaire or through a paper copy of 
the Vendor Responsibility Questionnaire. DDPC will review the information provided before 
making an award.   

 
DDPC reserves the right to reject any proposal if, in its sole discretion, it determines the 
bidder is not a responsible vendor. All proposals are subject to a vendor responsibility 
determination before the award is made, and such determination can be revisited at any point 
up to the final approval of the contract by the New York State Office of the State Comptroller 
(OSC). Vendors must maintain their vendor responsibility throughout the duration of the 
contract.   
 
Enrolling and completing the questionnaire online through the New York State VendRep 
System is the best method because both the questionnaire and answers are stored in the 
system. Thus, subsequent questionnaires in response to contracts and/or Request for 
Proposals from any state agency would only need to be updated in the VendRep System. 

 
To access or enroll in the VendRep System or update your existing online questionnaire, click 
On-line Questionnaire. Questionnaires in the VendRep System that have been completed in 
the last six months in response to contracts or bid announcements do not need to be 
updated.   
 
Vendors opting to complete a paper questionnaire, can access the questionnaire in the Pre-
Submission Uploads Section of GGS. If the Vendor is using the hardcopy notarized 
questionnaire, then it also has to be current within six months of the due date of the proposal. 
Vendors are also encouraged to have their subcontractors file the required Vendor 
Responsibility Questionnaire online through the New York State VendRep System.  These 
subcontractors are required to submit a questionnaire when the value of the subcontract is 
$100,000 or more for the term of the contract. 

 

http://www.osc.state.ny.us/vendrep/index.htm


 

29 

Prior to executing a subcontract agreement, the contractor must provide the information 
required by DDPC to determine whether a proposed subcontractor is a responsible vendor. 
 
Vendors must provide their New York State Vendor Identification Number when enrolling. To 
request assignment of a Vendor Identification Number or for direct VendRep System user 
assistance, the OSC Help Desk may be reached at 866-370-4672 or 518-408-4672 or by 
email at ciohelpdesk@osc.state.ny.us.  

 
The New York State VendRep System offers the following benefits: 

• Ease of completion, filing, access to and submission of the questionnaire. Efficiencies 
are multiplied for vendors who bid and contract with the state frequently or with 
multiple state agencies. 

• Questionnaire updates are easily filed by updating only those responses that require 
change from the previously saved questionnaire (as opposed to a paper copy where a 
new questionnaire is required each time there is a change).   

• The stored questionnaire information eliminates the need to re-enter data for each 
subsequent questionnaire submission. 

• Reduction of costs associated with paper documents including copying, delivery and 
filing. 

• Online questionnaire information is secure and accessible to authorized vendor users 
only. State agencies can only view certified and finalized questionnaires. 

• VendRep question prompts ensure that the correct forms are completed. 
• The VendRep On-Line System contains links to all definitions of the terms used in the 

questionnaire. 
 

Confirmation of completion of the Vendor Responsibility process must be submitted with 
your proposal. This confirmation can take the form of registration in the VendRep system, or 
by submitting your completed hardcopy questionnaire.  
 
To submit this confirmation with your application: 
 

o Go to the bottom of your certified questionnaire, and click the button called Form 
Overview.  

o Print this page and upload it to the proposal.   
o Upload the page into your proposal by going to the Pre-Submission Uploads section 

of the RFP in the GGS. 
 
While it is not recommended, you have the option of uploading a completed hardcopy of the 
Vendor Responsibility Questionnaire to the Pre-Submission Uploads Section of GGS. 
 

 
 

NOTE: The Vendor Responsibility Questionnaire must be dated within six months of the proposal due 
date. Any subcontractors under proposed contract must also complete a Vendor Responsibility 
Questionnaire when the value of the subcontract is projected to be $100,000 or more for the contract 
term.  
 
 

mailto:ciohelpdesk@osc.state.ny.us
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5.5 Sexual Harassment Prevention Certification 
 
As of January 1, 2019, bidders on procurements subject to competitive bidding are required 
to submit a certification with every bid that states they have a policy addressing sexual 
harassment prevention and that they provide sexual harassment training (that meets the 
Department of Labor’s model policy and training standards) to all employees on an annual 
basis. Please see the Sexual Harassment Prevention Certification in the Pre-Submission 
Uploads Section of GGS. The certification must be submitted electronically in the Pre-
Submission Uploads Section of GGS. 
 
Bids that do not contain the certification will not be considered for award; however, if the 
bidder cannot make the certification, the bidder may provide a signed statement with their bid 
detailing the reasons why the certification cannot be made.  
 

 Selected Applicants/Grant Award 
 
Below is general information about what to expect if you are selected as the grantee for this 
RFP. This Section also includes Grantee requirements, responsibilities and assurances when 
receiving grant support and funding from the DDPC. 
 
6.1 State of New York Master Contract for Grants (MCG) 
 
Applicants selected to receive a grant award will be required to execute a MCG within 60 - 90 
days from the time of their award notification. Failure to submit timely required MCG 
documents could cause a grantee to lose their grant award. Applicants should review and be 
prepared to comply with all MCG terms and conditions should grant funding be awarded. The 
MCG and attachments can be reviewed and/or downloaded in the GGS application under the 
screen named ‘Contract Document Properties’.  
 
The MCG and attachments include:  

• MCG Grants Face Page 
• Standard Terms and Conditions (NYS standard terms and conditions)  
• Attachment A-1 Program Specific Terms and Conditions (Agency and Program 

specific terms and conditions)  
• Attachment A-2 Federally Funded Grant Terms and Conditions (optional)  
• Attachment B-1 Expenditure Based Budget (project expense categories and detail)  
• Attachment C Work Plan (project objectives, tasks and performance measures)  
• Attachment D Payment and Reporting Schedule (claims for reimbursement and grant 

reporting provisions)  
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6.2  Grantee Reporting Requirements 
 

Grantee responsibilities include Quarterly Fiscal and Programmatic reporting on agreed upon 
grant objectives and activities as outlined in the approved Performance Agreement and 
Performance Indicators. During the funded grant period, the grantee shall submit quarterly 
reports to DDPC that, at a minimum, include: 
 

• Quarterly expenditures with backup documentation for project-related expenses for 
both DDPC Grant and Grantee Match funds. 

• Qualitative and quantitative data related to grant participants, outputs, and 
outcomes. 

• Grant participant satisfaction data, demographic data, and success stories. 
• Grant promotional materials such as; pictures, social media posts, stories, 

interviews, videos, and/or highlights of project accomplishments. 
• Discussion of milestones achieved, status of the project, and any delays or barriers 

to implementation encountered.  
• Plan of action for activities and objectives being implemented in the next reporting 

period and plans on how to address any delays or other issues encountered. 
• Sustainability efforts to continue grant activities beyond DDPC funding. 

 

 
 
6.3 Grantee Responsibilities: Publication Rights & Confidentiality of 

Information 
 

Successful applicants will be required to agree to the following regarding publication rights 
and confidentiality: 
 

• The DDPC will retain ownership of data and records provided as part of this project, 
and the grantee shall not use the DDPC data, records and reports for any purpose 
other than the conduct of this project without the consent of the DDPC. 

 
• If the Contractor is an educational institution, the Contractor may, for scholarly or 

academic purposes, use, present, discuss, report or publish any material, data or 
analyses, other than Confidential Information, that derives from activity under the 
Master Contract and the Contractor agrees to use best efforts to provide copies of any 

IMPORTANT NOTE: Project related costs must be incurred within the term of the MCG to be considered eligible 
for reimbursement or match. Contract payments will not be approved or processed by the DDPC until the MCG is 
fully approved by the DDPC, and as applicable, by the Attorney General and the State Comptroller. All contracts 
must be approved by the contract start date, which will be determined at the time of an official award. 

NOTE: All Quarterly Reporting documents will be submitted in the GGS. Applicants must be enrolled 
for Direct Deposit in the Vendor Management System (e-payment) to ensure timely payments. To 
enroll, go to: https://osc.state.ny.us/vendors/epayments.htm 
 

https://osc.state.ny.us/vendors/epayments.htm
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manuscripts arising from Contractor’s performance under this Master Contract, or if 
requested by the State, the Contractor shall provide the State with a 30-day period in 
which to review each manuscript for compliance with Confidential Information 
requirements; or if the Contractor is not an educational institution, the Contractor may 
submit for publication, scholarly or academic publications that derive from activity 
under the Master Contract (but are not deliverable under the Master Contract), 
provided that the Contractor first submits such manuscripts to the State 45 calendar 
days prior to submission for consideration by a publisher in order for the State to 
review the manuscript for compliance with confidentiality requirements and restrictions 
and to make such other comments as the State deems appropriate. 

 
◊ Publicity includes, but is not limited to: news conferences; news releases; public 

announcements; advertising; brochures; reports; discussions or presentations at 
conferences or meetings; and/or the inclusion of State materials, the State’s 
name or other such references to the State in any document or forum. Publicity 
regarding this project may not be released without prior written approval from 
the State. 

 
◊ Any final publication created by a contractor, under a contract with the DDPC, 

must acknowledge the funding support of the DDPC. For example, a statement in 
a publication might read, “The publication of this pamphlet is supported by funds 
from the New York State Developmental Disabilities Planning Council.” Any 
publication must also state that “The opinions, results, findings and/or 
interpretation of data contained therein are the responsibility of the contractor and 
do not necessarily represent the opinions, interpretation or policy of the New York 
State Developmental Disabilities Planning Council.” 

 
◊ The grantee may not use any information obtained via DDPC contract, including 

those products developed because of the grant but completed after the 
conclusion of grant funding, in any public media including those listed above, 
without the prior approval of the DDPC. Contractors bear the responsibility to 
uphold these standards and to require compliance by employees and/or 
subcontractors. 

 
• DDPC requires that any produced documents reflect “People First Language” – that 

is, language that thinks of the person first over a condition – for example, “a woman 
who has developmental disabilities” rather than “a developmentally disabled woman.” 
A “People First” language style guide can be accessed at: 
https://www.cdc.gov/ncbddd/disabilityandhealth/pdf/disabilityposter_photos.pdf. 
 

• The grantee shall treat all information, including but not limited to, information 
pertaining to service recipients and providers, obtained by the grantee through its 
performance under the DDPC contract, as strictly confidential. Grantees shall not 
disseminate any information except as necessary to the proper discharge of its 
obligations under contract with the DDPC. 

 

https://www.cdc.gov/ncbddd/disabilityandhealth/pdf/disabilityposter_photos.pdf
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6.4   Grantee Assurances 
 
Each recipient of a DDPC grant will be required to assure certain provisions required by both 
Federal and State laws. These include, but are not limited to, assurances of non-
discrimination and affirmative action in hiring and service provision; assurances of 
compliance with accessibility and language access requirements; and health standards for 
appropriate and quality services for persons with intellectual and developmental disabilities 
(I/DD). Upon approval of a grant, these assurances will be included in the formal contract 
between the grantee and the DDPC. 
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Appendix B – Definitions of Terms 
 
Cultural Competence: means services, supports or other assistance that are conducted or 
provided in a manner that is responsive to the beliefs, interpersonal styles, attitudes, 
language and behaviors of individuals who are receiving services, and in a manner that has 
the greatest likelihood of ensuring their maximum participation in the program. i 
 
Developmental Disability: means a severe, chronic disability of an individual that: (a) is 
attributable to a mental or physical impairment or combination of mental or physical 
impairments; (b) is manifested before the individual attains age twenty-two; (c) is likely to 
continue indefinitely; (d) results in substantial functional limitations in three or more of the 
following areas of major life activity; self-care, receptive and expressive language, learning, 
mobility, self-direction, capacity for independent living, and economic self-sufficiency; and (e) 
reflects the individual’s need for a combination and sequence of special, interdisciplinary or 
generic services, individualized supports, or other forms of assistance that are of lifelong or 
extended duration and are individually planned and coordinated”. ii  
 

Linguistic Competence: refers to the capacity of an organization and its personnel to 
communicate effectively and convey information in a manner that is easily understood by 
diverse groups including persons of limited English proficiency, those who have low literacy 
skills or are not literate, individuals with disabilities, and those who are deaf or hard of 
hearing. Linguistic competency requires organizational and provider capacity to respond 
effectively to the health and mental health literacy needs of populations served. The 
organization must have policy, structures, practices, procedures, and dedicated resources to 
support this capacity.iii 
 

Plain Language: A communication is in plain language if its wording, structure, and design 
are so clear that the intended readers can easily find what they need, understand what they 
find, and use that information.iv 
 
Quick Guides: brief (no longer than 1-2 pages) reference documents designed to help the 
reader build skills to complete a set of tasks. 
 
Sustainability Plan: is an applicant’s plan to continue the goals, services, supports or other 
intended activity of the RFP beyond the end date of DDPC funding. The Sustainability Plan 
should focus on continuance of intent, activities and outcomes through any combination of 
strategies, actions and resources. 
 

                                                           
i U.S. Department of Health and Human Services, Administration for Children and Families, Administration on 
Development Disabilities (2000). Amendments to P.L. 106-402 - The Developmental Disabilities Assistance and Bill of 
Rights Act of 2000. 
ii Developmental Disabilities Assistance and Bill of Rights Act, (PL 106-402). 

iii National Center for Cultural Competence, https://nccc.georgetown.edu/foundations/framework.php 
iv Center for Plain Language, https://centerforplainlanguage.org/learning-training/five-steps-plain-language/  

https://centerforplainlanguage.org/learning-training/five-steps-plain-language/

	1 Overview of Grant Opportunity & Desired Outcomes
	1.1 DDPC Mission
	1.2 Purpose and Funding Availability
	1.3 Term of Contract
	1.4 Project Background
	1.5 Expected Key Deliverables
	1.6 Desired Project Outcomes

	2 General Information and Deadlines
	2.1 Designated Contact / Issuing Officer
	2.2 Informational Meeting / Technical Assistance Session
	2.3 Submission of Written Questions
	2.4  RFP Amendments
	2.5  Deadline for Submission of Proposals

	3 Applying for this Grant Opportunity
	3.1 Minimum Qualifications
	3.2 Letter of Intent
	3.3 GGS Registration and Prequalification Process
	3.4 Finding the Opportunity in Grants Gateway
	3.5 Application Overview
	3.6 Completing the Proposal Application in Grants Gateway
	3.6.1 Project Site Address Screen
	3.6.2 Program Specific Questions Screen
	3.6.3 Expenditure Budget Screen
	3.6.4 Match Worksheet
	3.6.5 Work Plan
	Work Plan Overview Form

	3.7 Pre-Submission Uploads
	3.8 Submit the Application
	3.9 Grants Gateway Helpful Links and Help Desk Information

	4 Evaluation Process
	4.1 Eligibility Review (Level I) Process / Minimum Criteria
	4.2 Level II Review Process
	4.3 Level III Review Process

	5 General Terms & Conditions
	5.1 DDPC Administrative Information
	5.2 Award Selection and Notification
	5.3 DDPC Reserved Rights
	5.4 Vendor Responsibility Requirements
	5.5 Sexual Harassment Prevention Certification

	6 Selected Applicants/Grant Award
	6.1 State of New York Master Contract for Grants (MCG)
	6.2  Grantee Reporting Requirements
	6.3 Grantee Responsibilities: Publication Rights & Confidentiality of Information
	6.4   Grantee Assurances

	7 Appendices
	Appendix A – Regions and Demographic Data for New York
	Appendix B – Definitions of Terms


