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1. PURPOSE 

The New York Association of Employment and Training Professionals (NYATEP) is launching a new initiative, Level 

Up-NY, to advance the knowledge and skills of the workforce community.  Level Up NY is now accepting proposals 

to offer professional development training and consulting services to the workforce development field, including 

members of NYATEP and their partners. 

NYATEP's membership serves over a million New Yorkers each year through education, post-secondary, job 

training and employment services. Level Up NY training programs will be offered towards any organization, 

business, agency or institution that includes workforce development in its mission including but not limited to; 

local Workforce Boards, youth development programs, literacy programs, colleges and universities, not-for-profit 

organizations, economic development agencies, and career centers. In addition, this diverse audience may include 

varying levels of expertise including front line staff and direct service providers, business engagement staff, 

managers and executive directors.   

NYATEP is soliciting qualified individuals and organizations to provide high-quality training and consulting services 

related to the workforce development system in New York.  Selected training providers will be included in a 

catalog of training offerings brokered by NYATEP, with a negotiated shared fee structure based on the level of 

customized curriculum and proprietary content. 

Through a matrix of delivery options, our trainings will provide access and opportunity for workforce professionals 

to: 

• Develop and enhance the skills, key competencies, and knowledge of workforce professionals in order to 

increase job effectiveness 

• Decrease burnout and stimulate career growth within the workforce development field 

• Create an environment that fosters collaboration and networking among workforce professionals 

• Establish the workforce development field as an occupational destination    

Topical Areas of Interest:  

• Basics of workforce development 

o Case Management 

o Use of Labor Market Data and industry intelligence  

o Business Development 

o Trauma Informed Care 

o Population-specific strategies 

o Youth Development Principles 

• Business Engagement strategy building, including sector-based strategies and pipeline development 

• Organizational development and leadership strategies for senior staff 

• Diversity and Inclusion  

• Entrepreneurship  

• Fiscal Management in New York State 

• Other customized training topics 
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2. BACKGROUND OF ORGANIZATION 

Our Mission 

The New York Association of Training and Employment Professionals (NYATEP) provides leadership, vision and 

advocacy for a thriving workforce in New York State. Our focus is ensuring that every New Yorker and employer 

in New York State has access to the skills they need to work in and support a robust statewide economy. 

NYATEP was incorporated as a Not-For-Profit Corporation in New York State in 1986 and is 501(c)(3) membership 

organization. Our network consists of -member organizations that provide education, job training, economic 

development, and employment services workforce development throughout New York State. 

3. PROPOSAL GUIDELINES AND REQUIREMENTS 

This is an open and competitive process. 

Proposals received after 5:00PM EST, MONDAY, SEPTEMBER 16, 2019 will not be considered. 

The price you quote should be based on an hourly fee or daily rate. The fee must be inclusive of all costs, including 

NYATEP’s minimum 30% admin fee which covers event registration, location fees, marketing, and post-event 

evaluations. Additional fees may be required in circumstances where NYATEP expertise or support exceeds 

original content. If your price excludes certain fees or charges, you must provide a detailed list of excluded fees 

with a complete explanation of the nature of the fees.  

If the execution of work to be performed by your company requires the hiring of sub-contractors, you must clearly 

state this in your proposal. Sub-contractors must be identified and the work they will perform must be defined. 

NYATEP will not refuse a proposal based upon the use of sub-contractors; however, we retain the right to refuse 

the sub-contractors you have selected.  

Provisions of this RFP and the contents of the successful responses are considered available for inclusion in final 

contractual obligations.  

The RFP does not commit NYATEP, its members, or any other party to award a contract and may be withdrawn, 

amended or modified at any time at the sole discretion of NYATEP. NYATEP will not pay any costs incurred in the 

preparation, submission or consideration of a Proposal to this RFP, nor any other costs of any kind incurred prior 

to the effective date of a contract awarded by NYATEP. 

 

4. CONTRACT TERMS 

NYATEP will negotiate individual contract terms with each provider upon selection. All contracts are subject to 

review by NYATEP legal counsel, and a project will be awarded upon the signing of an agreement or contact, which 

outlines terms, scope, budget and other necessary items.  
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TIMELINE 

RFP Released August 14, 2019 

RFP Due Date (Proposals accepted until) September 16, 2019 

RFP Evaluation September 25, 2019 

Announcements September 30, 2019 

Contract Negotiation October 15, 2019 

 

BUDGET 

Applicants must present their full pricing for services offered, including NYATEP’s minimum 30% admin fee which 

covers event registration, location fees, marketing, and post-event evaluations. Additional fees may be required 

in circumstances where NYATEP expertise or support exceeds original content. If your price excludes certain fees 

or charges; such as travel, you must provide a detailed list of excluded fees with a complete explanation of the 

nature of those fees.  

 

SCOPE & GUIDELINES 

Professional services can include, but are not limited to, the following:  

Training/Consulting: 

Trainer/consultant shall serve as the trainer/consultant of record and notify NYATEP of any use of sub-

contractors. 

Development of Materials: 

Trainer/consultant will develop and provide all materials for the sessions. In certain cases, proprietary content 

may be negotiated for redistribution.  

On-site Logistics: 

Following NYATEP contracting will the trainer/consultant and the organization seeking services, the 

trainer/consultant will work directly with said organization on specific on-site logistics requirements. Any on-site 

logistics requirements should be included in response to the RFP, to be listed on the NYATEP’s LEVEL UP NY 

website.  

 

STAFF RESOURCES 

NYATEP’s core team for the LEVEL UP NY includes: 
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Executive Director: Responsible for sign-off on key decisions, providing project steering and maintaining 

relationships with outside stakeholders (NYATEP Staff Leadership Team, Board Members) – Melinda Mack, 

NYATEP 

Director of Strategic Partnerships: Responsible for maintaining the LEVEL UP NY website, developing contracts 

and marketing the training initiative. Maintains communication between other team members and responsible 

for accepting and scoring proposals to this RFP and reviewing proposals for completeness. – Megan Farry, NYATEP 

 

QUALIFICATIONS 

The ideal Trainer/Consultant will: 

• Have at least five (5) years of direct experience providing training in their field of expertise; 

• Have a demonstrated and verifiable track-record; 

• Have independently verifiable references of work; 

• Flexibility with training workplan to allow members to customize training when necessary; 

• Be fully dedicated to the goals and objectives of NYATEP’s LEVEL UP NY training initiative. 

The ideal program content will be: 

• Contextualized for New York State, when appropriate 

• Engaging and interactive 

• Based on research 

• Key concept focused with buildable learning takeaways 

• Flexible to suit the needs and goals of NYATEP’s LEVEL UP NY training initiative  

 

FORMAT FOR PROPOSALS 

All proposals must provide specific and succinct answers to all questions and requests for information. Indirect, 

imprecise, or incomplete responses can serve only to the disadvantage of the proposer. Please answer the 

questions in the format and order presented. (Submissions of individual resumes alone will not be considered 

responsive to any specific question). 

Title Page: 

NYATEP, LEVEL UP NY Proposal, your company name, address, website address, telephone number, fax number, 

e-mail address and primary contact person. 

Cover Page: 

Signed by the person or persons authorized to sign on behalf of the company (1 page). 

Organizational Overview and Experience 
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A. Organizational Overview – please describe your organization including mission. 

B. List all training/consulting services you would like to be considered for, with information for each 

training/consulting service on: 

a. Description of each training/consulting service offered  

b. Description of how the training will be delivered (i.e. in person, online, webinar, etc.) 

c. Ideal number of hours required to deliver the material. (one-hour, full day, multi day, etc.) 

d. Ideal class size (if applicable) 

e. Minimum class size (if applicable) 

f. Maximum class size (if applicable) 

C. Define how you will provide follow-up services to ensure customer satisfaction after the training work is 

done. 

D. Define the standard time frames for response to an inquiry from NYATEP upon a contract request from 

an interested party. 

E. Describe in detail the efforts you will undertake to achieve client satisfaction and to satisfy the 

requirements of the Scope of Services section.  

F. Explain your understanding of the current challenges of workforce development system as it pertains to 

the training areas that you are proposing.  

G. TRAINERS ONLY: Please list all clients for which you or your firm provided training services for over the 

last two years. 

H. CONSULTANTS ONLY: Please list your most recent consulting service for each topic/category that would 

like to be considered for. 

a. Who was the client? 

b. When and how long was the project: 

c. What was the project? 

d. What was the outcome? 

 

Staff Qualifications: 

Attach bios that describe overall capabilities, qualifications, training and areas of expertise for each of the 

trainers/consultants/partners/principals and associates that may be assigned to conduct the training/consulting 

including but not limited to: 

A. A biography for each designated individual. 

B. Length of employment with the firm; 

C. Specialization; 

D. Scholastic honors and/or professional affiliations;  

E. Years and experience with various types of clientele. 
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Budget: 

A. For each training topic listed in organizational overview, please submit a budget for session notating final 

pricing (including the 30% admin fee). 

B. If expenses are excluded in the budget, such as travel, please specify. 

 

Submission: 

An emailed copy of your proposal must be received no later than 5:00PM EST, MONDAY SEPTEMBER 16, 2019. 

Your proposal must include a cost proposal as described above. 

 

Deliver proposals to: 

Megan Farry 

mfarry@nyatep.org  

Subject Line: Response to RFP on LEVEL UP NY Initiative 

Megan Farry, Director of Strategic Partnerships for NYATEP, is managing the RFP process for Training Services for 

the LEVEL UP NY Initiative. All communications on this proposal, including final selection, contract award, all 

reports and communications shall go directly through the assigned NYATEP staff unless otherwise stated or 

requested.  

Megan Farry 

NYATEP 

540 Broadway, Fl 5 

Albany, NY 

mfarry@nyatep.org 

 

Bidders call: 

NYATEP will hold a Bidder’s conference call on WEDNESDAY, SEPTEMBER 4, 2019 AT 10:00AM EST, to answer 

questions relative to the RFP process. Notes from the call will be recorded and made available on the LEVEL UP 

NY webpage following the completion of the call. 

Conference Number: 9324-625-+1 424     PIN: #813 179 000  

 

EVALUATION CRITERIA 

Projects will be scored individually as outlined below.  

mailto:mfarry@nyatep.org
mailto:mfarry@nyatep.org
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RFP COMPONENT Points 

SECTION I – COVER PAGE 5 

SECTION II – ORGANIZATIONAL OVERVIEW/EXPERIENCE 30 

SECTION III – STAFF QUALIFICATIONS 35 

SECTION IV – BUDGET 30 

TOTAL 100 

 

A review panel will evaluate all RFP’s received. Successful proposal will have received a minimum of 80 points to 

be accepted to LEVEL UP NY. It is understood and accepted by Respondent that all decisions and the degree to 

which a Proposal meets the evaluation criteria and the overall needs of the Association and its members are within 

the purview and judgement of NYATEP staff and its Board of Directors.  

Following the release of this RFP through the completion of the evaluation process, respondents should not 

contact NYATEP members or NYATEP staff charged with the oversight of this project to avoid conflicts of interest, 

or undue influence over the process. Comments, questions or clarification regarding this RFP may be handled 

through the NYATEP Program Associate below: 

Megan Farry 

NYATEP 

540 Broadway, Fl 5 

Albany, NY 

mfarry@nyatep.org 

 

During the evaluation process, NYATEP reserves the right, where it may serve NYATEP’s best interest, to request 

additional information or clarification from proposing firms, or to allow corrections of errors or omissions. In 

addition, qualifications and references of the top firms will be verified. Personal interviews of the top candidates 

may be conducted.  

Selected Respondents may be invited to participate in oral presentation and/or interviews as deemed necessary 

by the Proposal evaluation panel. All Respondents are advised to be prepared for a presentation and/or interview 

on short notice. Oral presentations/interviews will be based on Respondents’ Proposal and shall not include new 

information or presentation not included in the Proposal. The individual that will be directly responsible for 

carrying out the contract, if awarded, should be present at the oral interview.  

A representative of NYATEP will negotiate the terms and conditions of a contract with the selected firm upon 

being chosen as a service provider by a NYATEP member organization. The contract will require that the firm 

maintain general liability, automobile, and workers’ compensation (if necessary). The contract will also contain 

certain provisions require the selected firm to indemnify NYATEP. Provisions will also be included in the contract 

allowing NYATEP or the member inquiring for the service to terminate the agreement, at its sole discretion, upon 

the provision of notice.  

mailto:mfarry@nyatep.org

