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1.  Services Sought 

Intent of the Request 

The Professional Development Program (PDP), through the fiscal management of The Research 
Foundation for The State University of New York, is under contract with the Office of Employee 
Relations (OER) to provide the Public Service Workshops Program (PSWP). The Public Service Workshops 
Program (PSWP) is a working partnership between the NYS Office of Employee Relations (NYS OER), the 
Public Employees Federation (AFL-CIO) (PEF), and the Professional Development Program, Rockefeller 
College, University at Albany. The program provides training and professional development programs for 
PEF-represented and Management/Confidential employees of New York State. 

For the period of January 1, 2023 through March 31, 2026, PSWP will be scheduling a wide range of 
training services for the New York State (NYS) workforce. This Request for Proposals (RFP) is intended to 
identify vendors who can deliver training courses on selected topics for the target population. We are 
seeking vendors who can deliver face-to-face workshops in the Capital Region, New York City, Long 
Island, Western NY, Hudson Valley, Central NY, North Country, as well as remote delivery depending on 
the professional development needs of the workforce.  

Background 

PSWP is a program administered by the Professional Development Program. Funded through the 
collective bargaining agreement between New York State and PEF and through additional 
Management/Confidential funds, PSWP is responsible for identifying the continuing professional 
development needs of nearly 60,000 Professional, Scientific and Technical (PS&T) and Management 
Confidential (M/C) employees in over 3,400 different job titles, working for approximately 60 agencies in 
100 locations statewide, and coordinating the development and delivery of a range of instructional 
activities, including classroom-based and remote delivery.   

Target Population: Most New York State PEF-represented and M/C employees holds a minimum of a 
bachelor’s degree, and many holds advanced degrees and/or licenses. Workshop offerings are organized 
to meet the diverse needs of these employees in broad occupational groups.  

PEF-represented and M/C employees occupy diverse titles, which fall into eight broad occupational 
groups. The most populous titles for each group are indicated in the list below: 

1. Administration, Supervision, and Leadership: across all occupational areas 
2. Auditing and Accounting: accountants and auditors (including tax accountants/auditors) 
3. Social Work and Counseling: counselors, social workers, and habilitation specialists 
4. Education and Research: teachers and researchers 
5. Engineering, Transportation, and Environment: civil engineers, environmental engineers, 

architects, and surveyors 
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6. Health Care: nurses (including psychiatric nurses), physicians and technicians, physical 
and occupational therapists 

7. Information Technology: systems analysts and programmers 
8. Law, Criminal Justice, and Investigation: attorneys, inspectors, investigators, and parole 

officers 

Additional information on PSWP, can be found at: www.pswp.info  

2.  Training Delivery 

Workshop Information 

Vendors may submit proposals for one or more courses, based on the workshop titles, descriptions 
and objectives listed herein. Multiple vendors will be utilized during the contract to meet the training 
needs of the target population. The regions, training delivery mode, and the specific number of 
deliveries for each workshop title will be determined by PDP based on NYS employees’ training needs. 

Workshop Aspects  

PSWP Workshop have the following features:   

• Length of Classroom Workshops: The length of the workshop is driven by the topic and 
objectives. Most in-person (classroom) workshops are one day in length (6 contact hours), 
but some courses are limited to ½ day (3 contact hours), and others are multi-day programs. 
Any workshop with a length different from one day will have the course length identified 
clearly in the description. 

• Days and Hours of the Workshop: Workshops must be delivered on weekdays during normal 
working hours between 8:00 AM to 5:00 PM. The typical hours of a full-day classroom 
workshop are 9 AM – 4 PM, with an hour total for lunch and breaks (typically a short break 
in the morning and another in the afternoon) thereby yielding 6 hours of delivery time. 
Occasionally PDP may prefer a workshop be offered at a different time to accommodate the 
schedules of workshop participants.  

• Remote Delivery: Remote delivery of workshops will offer equivalent hours of learning to 
classroom offerings of the same topic. PDP may request that remote workshops be split 
over multiple half-day sessions to limit extended screen time and increase engagement. 
Chosen vendors must use either WebEx or Zoom to deliver remote classes, as directed by 
PDP.  

• Class Size: Most of the workshops delivered in the classroom are provided to a maximum of 
twenty-five registrants, whereas remote training classes usually have a maximum of twenty 
registrants. However, class size is determined by the nature of the offering to produce a 
viable and safe educational event. For example, if the offering requires a computer lab or is 
highly interactive with small group activities or role-playing, the enrollment size would be 

http://www.pswp.info/
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smaller than that of a more lecture-oriented topic. Over-enrollment above the class 
maximum may be required to accommodate for no-shows. 

• Basic Agency Customization: Some PSWP workshops are offered to specific NYS agencies. In 
these scenarios, PDP staff will coordinate discussion between the agency and the vendor. An 
example of customization is using case studies related to relevant occupations or agency 
data sets.  

• Continuing Education Units: There are many professions in the state workforce that require 
continuing education units including social workers, attorneys, accountants, health care 
professionals, etc. For select workshops that are targeted to the needs of those professions, 
vendors must be able to offer the specific continuing education credits noted in the 
workshop description. 

• Class materials:  Vendors are required to prepare materials for attendees’ use during and 
after class. Materials should be grammatically correct, free of spelling errors, and collated. 
Vendors are responsible for supplying print materials to each participant on the day of the 
workshop, for classroom training. Materials for workshops conducted remotely should be 
sent electronically to participants no later than 48 hours prior to the workshop date. 

• Location: PDP can provide training space for some workshops and, when needed, PDP works 
with NYS agencies to secure training space. If a proposed vendor has a training site, this site 
may be used for workshop delivery as well if it meets the needs of workshop participants, 
OER, and PDP. PDP may request that offerings be delivered in geographic areas near the 
participants to minimize their travel time. Vendor should identify their ability to offer 
workshops in various NYS locations and any cost difference for delivery in these locations. 
NYS and SUNY COVID-19 precautions will be required for any classroom deliveries. 

• Scheduling: Collaborating with each vendor, PDP establishes the specific location (for 
classroom delivery) and date for each workshop typically approximately six to eight weeks 
prior to the planned delivery date.  

• Publicity and Registration: PDP oversees all promotion for these training courses and 
participant registration through the Statewide Learning Management System (SLMS), a web-
based, learning management system managed by NYS OER. PDP is solely responsible for the 
publicity of offerings. Educational providers and instructors are precluded from using any of 
the data, including workshop evaluations, to promote other business. Further, educational 
providers and instructors may not publish, permit to be published, or distribute for public 
consumption, any information (oral or written) concerning the workshop or its results.  

• Workshop Cancellation Policy: PDP undertakes extensive enrollment management strategies 
to assure that offerings are not cancelled. However, if an offering must be cancelled, you 
will be notified at least seven days prior to the workshop delivery. Terms of cancellation are 
included in the contractual agreement. 



5 
 
 

• Training Evaluation: PDP produces an evaluation report for each workshop delivered. For 
each delivered course, the overall average for all the Level 1 evaluation questions (other 
than room conditions and delivery method, if virtual) must be greater than or equal to 3.50 
(out of 5.0). If an offering falls below the required 3.50 score, the provider may be subject to 
a 15% financial penalty. However, the provider will have an opportunity to appeal the 
penalty should the score be a result of issues outside of their control. The evaluation tools 
used are developed by PDP and post-workshop participation evaluation surveys are 
conducted by PDP through email correspondence. 
 

• Delivery format: One-day workshops are six contact hours of training, two-day workshops 
are twelve contact hours of training, virtual workshops can be delivered in 3-hour 
increments over one day or multiple 3-hour sessions as directed by PDP. Occasionally PDP 
may prefer a workshop be offered at a different time to accommodate schedules of 
workshop participants. 

 

3. Workshop Topics 

GENERAL TOPICS  

Adapting to Change 

In this workshop, participants learn skills that are needed to adjust to constantly shifting workplace 
demands. Topics include viewing change as an opportunity; understanding the physical impact of 
change; developing "change hardiness"; achieving flexibility in the face of new demands; and predicting 
the paths of change. 

Learning Objectives: 
• Identify the reasons people fear change 
• Demonstrate an understanding of the stages of change readiness 
• Describe change as an opportunity 
• Identify ways to embrace change as an opportunity 
• Define change hardiness and discuss its importance in supporting professional success 
• Define flexibility and the role it plays in one’s ability to adapt to an ever-changing 

environment 
 

Data Analysis 

This two-day workshop will help participants develop skills for visualizing and analyzing data. Topics 
include descriptive statistics, histograms, cross tabulations and pivot tables, correlation and regression, 
and confidence intervals. Use of graphs to explore patterns and relationships in the data is emphasized. 
Data sets are provided for practice in building statistical analysis skills. Microsoft Excel will be used as a 
tool for learning about data analysis. Each participant will be required to participate in all exercises using 
a computer. Prerequisite: Familiarity with Excel, including knowing how to enter simple formulas and 
use built-in functions.  
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Learning Objectives: 

• Understand the differences between categorical and numerical variables 
• Understand hypothesis testing and Type l and Type ll errors 
• Calculate, explain, and describe the meaning of confidence intervals 
• Understand the normal distribution, Z-scores, and probabilities 
• Calculate and understand measures of variation 
• Understand basic probability concepts 
• Understand ways to present data using charts and tables, including time series data 

 
Data Analysis Advanced 
 
This two-day workshop continues to develop the skills to analyze data. Topics include multiple 
regression, regression modeling, analysis of variation, multiple comparison procedures, and 
nonparametric methods. Data sets are provided for practice in building statistical analysis skills. The 
workshop uses Microsoft Excel for learning about data analysis. Each participant will be required to 
participate in all exercises using their computer. Prerequisite: Familiarity with Excel, including knowing 
how to enter simple formulas and use built-in functions. Attending the basic data analysis workshop as 
well as an introductory statistics course is recommended.  
 

Learning Objectives: 
• Apply data validation and search for invalid data and formulas with errors; become 

skilled in using validation to protect the integrity of your worksheets 
• Visualize and analyze data creating basic and advanced Excel charts, trendline and 

sparkline charts and map data 
• Use PivotTables, Vlookup, Pivot Charts, and Slicers to create and display those elements 

in a dashboard format; Filter Data using Timelines and Slicers 
• Forecast data trends, define, and solve problems, and determine potential outcomes by 

understanding and applying features in the data analysis tool pack  
• Understand and apply functions within Excel, including pivot tables, correlation and 

regression and confidence intervals 
• Use graphs to explore patterns and relationships in the data  

 

Decision Making and Critical Thinking  

This workshop focuses on developing clear and logical thought processes which enable effective 
decision making. Participants learn how to critically evaluate and process information and make the best 
decision from it. Topics to be discussed include formulating reasoned ideas, interpreting information, 
and recognizing and overcoming barriers to critical thinking. Participants will practice applying critical 
thinking and decision-making processes to work-related discussions and assignments including customer 
service settings. 

Learning Objectives: 
• Define common barriers to critical thinking and explain ways to overcome barriers 
• Apply critical thinking skills to work-related discussions 
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• Make decisions based on a structured problem-solving process 
• Support decisions using available information 
• Engage others in the decision-making process 
• Apply the decision-making processes to work assignments 
• Formulate ideas that are coherent, logical, and well-structured 

 
Effective Communication Techniques 
 
This workshop examines workplace communication between two or more persons wherein the intended 
message is successfully delivered, received, and understood. Participants will explore how perceptions 
influence understanding, the impact of nonverbal communication on the way a message is perceived, 
and best practices for drafting tactful emails.  

 
Learning Objectives: 

• Improve listening skills to enhance the positive flow of information 
• Explain how perception influences a person’s point a view 
• Discuss the components of body language 
• Explain basic meeting etiquette 
• Practice basic email etiquette 
• Use open and closed questions appropriately 
• Avoid verbal triggers 

 
Grant Writing 

This workshop reviews the fundamentals of successful grant development in the public sector setting. It 
includes searching for funding sources; analyzing program announcements; designing strategies; 
constructing scope of work narratives; drafting applicant qualifications; incorporating background 
information; and establishing need. 

Learning Objectives: 
• Identify funders’ priority concerns and linking the proposed project to those concerns 
• Identify partners whose collaborative involvement will strengthen the proposal and 

integrate their involvement into the proposal work plan 
• Identify other personnel within your organization whose expertise is needed to write 

the proposal, including program and fiscal staff, and develop timeline and a work plan 
with them 

• Describe the organization of the proposed project – goals, objectives, activities, 
evaluation, and timeline – in an organized, coherent, and internally consistent manner 
that provides the funder confidence in the effective use of its resources 

• Project to funders the strengths, uniqueness, and timeliness of the proposed project 
• Communicate to funders the strengths of your organization, its linkages, its partners, its 

ability to leverage other funds 
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How to Build a High-Performance Team 

This workshop introduces participants to the team building process, development, the characteristics of 
effective team members, and methods for developing team leaders. The roles and responsibilities of 
diversified team members will be examined along with the characteristics of high performing work 
teams. By developing successful teams, participants will learn to increase productivity and positive 
communication. 

Learning Objectives: 
• Explain the characteristics of effective team members 
• Understand how to leverage each team member’s strengths 
• Develop team building skills for working better together  
• Identify reasons why teams become dysfunctional and solutions for addressing 

challenges 
 
How to Facilitate a Virtual Meeting 
 
This half-day virtual workshop delivered via WebEx Meetings discusses the challenges of facilitating 
meetings with participants who are geographically dispersed. Participants will learn methods to 
encourage active participation, how to keep interactions productive to adhere to meeting objectives, 
and ways to assure that everyone has an equal voice. This workshop covers methods and best practices 
for facilitating virtual meetings, it is not a technical workshop on the WebEx platform. 

 
Learning Objectives: 

• Best practices for remote meeting planning  
• Recognize how face-to-face facilitation techniques can be applied online 
• Recognize key challenges to engagement and inclusion 
• Provide tools and approaches to increase inclusion and effectiveness 

 

Managing Multiple Priorities 

This workshop is designed to help develop skills in setting goals, prioritizing, and managing simultaneous 
responsibilities and activities in today’s fast-paced work environments. Participants will learn how to 
take control of their workday to help enhance productivity and success while minimizing stress. 

Learning Objectives: 
• Identify skills that are conducive to setting goals 
• Manage simultaneous responsibilities 
• Prioritize activities in a fast-paced work environment 
• Identify strategies to enhance productivity and to reduce stress 
• Explore numerous time management strategies for increased productivity 
• Explore several sources of stressors in the workplace and in one’s personal life which 

can reduce productivity 
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Managing the Team Report Writing Process 

This workshop examines best practices for combining the written efforts of more than one person in 
one comprehensive report and is geared toward lead writers, team members, or administrators that 
would benefit from tools and techniques for group writing coordination. Workshop topics include how 
to mentor staff, provide constructive feedback, and minimize their own re-writing. This workshop will 
highlight the importance of using outlines to structure content, developing a writing schedule that spells 
out the task, and combining the writing efforts of many pens into one cohesive, well-written clear 
document. 

Learning Objectives:  
• Use clearly defined techniques and processes to hold employees accountable for 

producing well-written, time-sensitive components and/or completed reports 
• Demonstrate how to create and use writing outlines 
• Understand tools/techniques for proofreading and editing the work of others 
• Identify common editing problems 
• Give examples of constructive feedback 

 

Preparing Written Communication for Executives 

This workshop will provide participants with techniques for improving written communications to 
executive management, including strategies for preparing high-level communications in a clear, concise, 
grammatically correct (including sentence structure) format. The use of persuasive writing skills such as 
diplomacy, tact, and appropriate level of detail when communicating with executives and leadership will 
also be covered. This workshop is designed for employees who regularly communicate with executive 
leadership in written form. This workshop will be interactive, where participants will have the 
opportunity to practice writing the techniques taught and receive feedback from the instructor. This 
workshop will include a focus on the importance of proofreading communications to avoid typos and 
basic grammatical errors.  

Learning Objectives: 
• Identify techniques to quickly determine the facts to be presented 
• Apply strategies to reduce extraneous information 
• Employ techniques for determining the appropriate level of detail to include in the 

communication 
• Manage the tone of your writing based on the objective 
• Structure and organize executive communication using tact and diplomacy 
• Proofread to avoid grammatical errors 

 

Professional Presentation Delivery Skills 
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This classroom-only workshop is designed for individuals who speak at or moderate meetings, deliver 
presentations, or participate in panel discussions. Participants will explore the guidelines for crafting and 
making effective presentations, the importance and role of the speaker, and how to manage 
nervousness associated with speaking in public. Topics include the organization and development of a 
presentation, an analysis of voice and diction skills, audience interaction, awareness of body language, 
effective listening, use of visual aids, and the role of humor. 

Learning Objectives: 
• Identify strategies to build confidence when delivering professional presentations 
• Follow guidelines for crafting effective presentations 
• Conduct a successful "Question and Answer" session 
• Employ strategies to deliver a successful professional presentation 

 

Professional Writing: Mechanics 

This workshop provides participants with a review of the mechanics of writing including word choice and 
sentence structure. The workshop includes a review of the parts of speech, phrases and clauses, and the 
use of modifiers. Participants will also review the rules of punctuation. 

Learning Objectives: 
• Apply the mechanics of writing including word choice and sentence structure 
• Identify various parts of speech (e.g., nouns, verbs, adjectives, adverbs, etc.) 
• Use modifiers and punctuation appropriately 
• Construct phrases and clauses appropriately 

 

Professional Writing: Composition 

This workshop provides an overview of essential writing skills that include developing and organizing 
ideas, choosing a focus for writing, and using appropriate language for the audience. Participants will 
focus on writing skills within the context of the larger writing process, approaching a writing task from 
pre-writing through revisions. Writing tone, style, and technique will also be addressed. 

Learning Objectives: 
• How to define your writing purpose 
• How to organize your writing 
• How to use organizational tools (e.g., paragraphs, topic sentences, etc.) appropriately 
• Make your writing clear and concise 
• Manage the tone of your writing 
• How to write with your readers in mind 
• How to draft emails effectively 

 

Professional Writing: Mechanics for Non-Native English Speakers 
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This workshop provides participants with a review of the mechanics of writing including word choice and 
sentence structure. The workshop includes a review of the parts of speech, phrases and clauses, and the 
use of modifiers. Participants will also review the rules of punctuation. This workshop focuses on the 
basics of grammar and writing mechanics and the barriers to clear writing in the English language by 
non-native English speakers. 

Learning Objectives: 
• Apply the mechanics of writing including word choice and sentence structure 
• Identify various parts of speech (e.g., nouns, verbs, adjectives, adverbs, etc.) 
• Use modifiers and punctuation appropriately 
• Construct phrases and clauses appropriately 

 
Professional Writing: Composition for Non-Native English Speakers 

This workshop provides participants with an overview of essential writing skills that include developing 
and organizing ideas, choosing a focus for writing, and using appropriate language for the audience. 
Participants will focus on writing skills within the context of the larger writing process, approaching a 
writing task from pre-writing through revisions. Writing tone, style, and technique will also be addressed 
and the barriers to clear writing in the English language by non-native English speakers. 

Learning Objectives: 
• Develop and organize ideas before starting a writing composition 
• Manage the tone of your writing 
• Recognize how to focus on purpose and audience 
• Make your writing clear and concise 
• Revise and edit for effective organization, tone, and style 

 
Structured Query Language (SQL) Advanced  
 
This workshop goes beyond the basics of SQL to modify the information contained in databases that is 
usable by report writers, websites, or other mediums. Lectures and exercises will focus on extracting 
and manipulating information from databases through SQL. Microsoft SQL Server Management 
Studio will be used. The workshop assumes that users have a basic understanding of relational database 
concepts.  

 
Learning Objectives: 

• Identify how to create, manipulate, and modify views 
• Understand how to conduct advanced querying using subqueries 
• Manipulate the table structure using code 
• Create and drop indexes 
• Understand how to manipulate table data using Insert, Append and Delete 

 

Structured Query Language (SQL) Basics  
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This workshop will cover the basics of SQL to effectively transform information contained in databases 
into information that is usable by report writers, websites, or other mediums. Lectures and exercises will 
focus on extracting and manipulating information from databases through SQL. Microsoft SQL Server 
Management Studio will be used. The workshop assumes that users have a basic understanding of 
relational database concepts.  
 

Learning Objectives: 
• Retrieve data from data sources 
• Organize data in SQL 
• Use operators to display and manipulate rows that meet multiple conditions 
• Utilize powerful string and date functions 
• Extracting related data from multiple datasets using Joins 

 

Workplace Conflict Resolution 

This workshop provides practical tools and techniques for conflict management and dispute resolution 
in the workplace. Topics include individual styles for resolving conflict and determining how differences 
impact communication. In this interactive workshop, participants will also learn the benefit of searching 
for root causes of potential conflict before jumping to negative conclusions about the individual 
behavior of others. 

Learning Objectives: 
• Describe factors that lead to conflict 
• Define conflict and its corresponding responses 
• Develop and use an "I Statement" to address small-scale conflict 
• Explain how differences in styles impact communication and exacerbate conflict   
• Understand individual style preferences for resolving conflict 
• Identify personality and conflict management styles, strengths, challenges, and 

resolution strategies 
• Listen actively to facilitate understanding and prevent conflict 
• Dissect situational conflict to better understand roles and motivations 
• Demonstrate the ability to effectively problem solve by identifying different courses of 

action and analyzing the potential consequences of each 
 

OCCUPATIONAL SPECIFIC TOPICS 

ACCOUNTING/AUDITING  

Accounting Standards Update  

This workshop provides updates of recent accounting standards changes made by organizations such as 
the American Institute of Certified Public Accountants (AICPA), the Governmental Accounting Standards 
Board (GASB), the Financial Accounting Standards Board (FASB), the Securities and Exchange 
Commission (SEC), and the Public Company Accounting Oversight Board (PCAOB), as well as legislation 
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such as the Sarbanes-Oxley Act and the Dodd–Frank Wall Street Reform and Consumer Protection Act. 
The workshop will discuss the impact of these updates on state operations. 

Learning Objectives to be determined 

NOTE: The ability for vendor to offer continuing education units as Continuing Professional 
Education (CPEs) for this workshop is preferred but not required. 
 

Auditing Fundamentals 

This workshop provides an overview of auditing, including basic concepts, techniques, and auditing 
applications. Topics include the audit risk model, professional ethics, and computer auditing. Basic 
financial derivative transactions will also be introduced.  

Learning Objectives: 
• Define basic financial derivative transactions 
• Understand the importance and value of professional ethics in auditing 
• Successfully demonstrate the audit risk model 
• Identify basic auditing concepts, techniques, and applications 
 

Advanced Auditing Processes 

This workshop examines advanced auditing processes including understanding and testing internal 
controls, fraud, and substantive testing. Audit reporting, including the components of an audit report, 
will also be discussed in this workshop. Prerequisite: Prior completion of the PSWP workshop Auditing 
Fundamentals or a solid understanding of basic auditing concepts, techniques, and applications, the 
audit risk model, and computer auditing is recommended for all workshop participants. 

Learning Objectives: 
• Understand internal controls and the characteristics of a control 
• Identify internal control deficiencies: material weaknesses, significant deficiencies, and 

other issues 
• Understand the elements of fraud and “red flags” that may be indicative of fraud 
• Understand the types of substantive testing: analytical procedures and tests of details 

and how and when to use them 
• Understand types of evidence 
• Identify the components of an audit report and the types of reports that may be written 
• Review the requirements of Government Auditing Standards and the integration with  

accepted auditing standards 
 

Audit Report Writing 

This workshop provides auditors with the skills to produce clear and objective audit reports. Participants 
will learn how to organize information (facts, conclusions, inferences, and judgments) from audits into 
reports that are understandable and objective to the reader. This workshop will assist auditors in 



14 
 
 

developing professionally written and supported audit findings and will provide a template of an audit 
report. 

Learning Objectives: 
• Describe tools and techniques that create audit reports which meet the needs of your 

audit clients and prompt them to act on your recommendations 
• Tailor report segments and sections to knowledge levels and interests of readers  
• Write audit findings using the five elements of an audit observation: criteria, condition, 

cause, consequences, and corrective action 
• Describe the typical audit report structure for several types of reports 
• Articulate the mandatory information required for every audit report and other best 

practices  
• Improve the quality of your audit reports through techniques that address tone, clarity, 

conciseness, and accuracy  
 

Fraud Detection and Prevention for Accounting Professionals  

This workshop will discuss several types of fraud, how and why fraud is committed, methods used to 
detect fraud, and what accountants can do to prevent fraud from occurring in their organizations. Topics 
include employee and management fraud, red flags, internal controls and operating procedures, and 
information gathering. 

Learning Objectives: 
• Examine the types of fraud and why and how they are committed 
• Discuss the perpetrators of fraud and their behaviors and other characteristics 
• Discuss methods of detecting fraud including identifying the responsibility for detecting 

fraud by internal auditors, external auditors, and management  
• Review the independent auditor’s procedures related to fraud in planning and executing 

the external audit 
• Review and explain the concept of materiality 
• Discuss policies and procedures that can prevent and deter fraud 
• Discuss internal control and the conditions that can lead to fraud 

NOTE: The ability for vendor to offer continuing education units as Continuing Professional 
Education (CPEs) for this workshop is preferred but not required. 
 

Professional Ethics for Accountants and Auditors 

This workshop will discuss the general guidelines for the professional conduct of accountants and 
auditors in state government. The workshop will discuss the code of ethics in professional associations 
as stated in the American Institute of CPA’s (AICPA) for Certified Public Accountants and the Institute of 
Internal Auditors (IIA) for Certified Internal Auditors, as well as examples of ethical issues which 
specifically confront government accountants and auditors.  

Learning Objectives: 
• Address actual examples of ethical situations encountered by participants 
• How to discuss different ethical concepts and approaches to solving ethical dilemmas 
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• How to discuss ethics in the government and nongovernment accounting profession 
• How to identify and review various sources of ethical codes of conduct for accountants 

and CPAs including the AICPA, IIA, NYSSCPA, GAO and JCOPE 
• How to identify the ethics expectations of the public and other stakeholders 
• Review case studies in governmental ethics and discuss workable solutions 

NOTE: The ability for vendor to offer continuing education units as Continuing Professional 
Education in Ethics (CPEs) for this workshop is preferred but not required. 

 

COUNSELING 
 
Defensive Documentation for Counseling Professionals (with CE hours)  
 
This workshop for counseling professionals teaches the legal and ethical aspects of case documentation 
and record-keeping with a focus on litigation preparation and understanding as it relates to fact-finding 
and best practice strategies. Topics include common errors in charting, what to include and omit in 
documentation, review of selected court cases, and the pros and cons of various methods of charting. 
This workshop includes up to six approved social work contact hours. 
 

Learning Objectives: 
• Understand how previous litigation shapes the way we document care 
• Explain what types of information should not be included when documenting care and 

why 
• Explain strategies to avoid incomplete or ambiguous documentation 
• State what information to include when documenting care 
• State pros and cons of various methods of charting 
• Determine common errors in case charting 

 
NOTE: The ability for vendor to offer continuing education units as NYSED-approved Social 
Work contact hours for this workshop is required. The ability to offer continuing education 
units as NYSED-approved Mental Health Practitioner contact hours for this workshop is 
preferred but not required. 

 
Dual Diagnosed: Mental Health and Intellectual/Developmental Disabilities (with CE hours)  
 
This workshop is geared towards clinicians and counselors and will discuss the barriers those with 
intellectual/developmental disabilities may have when trying to obtain appropriate mental health 
services. Participants will learn tools and therapies to assist in identifying if a negative behavior is due to 
the disability or another underlying issue. Number of continuing education hours to be determined. 
 

Learning Objectives to be determined 
 
NOTE: The ability for vendor to offer continuing education units as NYSED approved Social 
Work and NYSED approved Mental Health Practitioner contact hours for this workshop is 
required. 
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Evidence-Based Practice for Counseling Professionals (with CE hours)  
 
Evidence-based practice (EBT) combines the best available empirically supported treatments, clinical 
expertise, and client characteristics. This workshop will provide an overview of EBT and current 
evidence-based treatments for use in counseling practice. Number of continuing education hours to be 
determined. 
 

Learning Objectives to be determined 
 

NOTE: The ability for vendor to offer continuing education units as NYSED approved Social 
Work and NYSED approved Mental Health Practitioner contact hours for this workshop is 
required. 

 
 
 
 
Medication-Assisted Treatment and Substance Use Disorders for Counseling Professionals (with CE 
hours) 
 
Combined with counseling and other behavioral therapies, medication-assisted treatment (MAT) 
provides an evidence-based, comprehensive approach to treating substance use disorders. In this 
workshop, behavioral health practitioners will learn how MAT works as part of a comprehensive 
treatment program. Strategies and best practices for implementing MAT in a variety of therapeutic 
settings will be addressed. This workshop is geared toward those who are new to MAT or need a 
refresher. Number of continuing education hours to be determined. 
 

Learning Objectives to be determined 
 

NOTE: The ability for vendor to offer continuing education units as NYSED-approved Social 
Work and NYSED-approved Mental Health Practitioner contact hours for this workshop is 
required. 

 
Trauma-Informed Care (with CE hours)  
 
In this workshop, participants will explore the pervasive nature of human trauma and its consequences 
as well as learn best practices for providing effective trauma-informed care. This workshop includes up 
to six approved social work contact hours. 
 

Learning Objectives: 
• Understand how trauma impacts human development and functioning 
• Recognize that addressing trauma is an essential component of effective care 
• Understand the basic principles of trauma-informed care 
• Learns ways to recognize and avoid situations that lead to re-traumatization 
• Learn practical strategies to apply trauma-informed care in a variety of settings 
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NOTE: The ability for vendor to offer continuing education units as NYSED-approved Social 
Work contact hours for this workshop is required. The ability to offer continuing education 
units as NYSED-approved Mental Health Practitioner contact hours for this workshop is 
preferred but not required. 

 
ENGINEERING 

Bridge Inspection 

This two-day workshop will broaden participants' skills in structural inspection techniques of bridges. 
The workshop will provide information on bridge engineering and the evaluation and rating of 
substructure and superstructure components including foundations, piers, abutments, bearings, girders, 
beams, slabs, railings, barriers, fences, and joints. Drainage systems and scouring damage assessment 
will also be discussed. Participants will also learn about bridge engineering mechanics and the structural 
integrity and evaluation of substructure and superstructure components, as well as background 
knowledge regarding bridge functioning. 

Learning Objectives: 
• Inspect and evaluate culverts 
• Evaluate the general structural health of degrading members 
• Identify problems with scour and waterways 
• Determine the condition of bridge bearings 
• Evaluate bridge substructure and supporting foundations 
• Evaluate bridge superstructure 
• Evaluate bridges and write an inspection report, using their understanding of bridge 

safety 
• Understand bridge mechanics and materials 
• Evaluate bridge decks 

NOTE: The ability for vendor to offer continuing education units as NYSED Professional 
Development Hours (PDHs) for this workshop is preferred but not required. 
 

Cost Estimation 

This two-day workshop provides the basic principles and methods of estimating the costs involved in the 
design and implementation of construction projects. Participants learn estimating concepts, engineering 
economics, planning, and scheduling. Real-world examples will illustrate fundamental analysis concepts 
that include the nature and quantity of work, type and size of equipment used, production rates of labor 
and equipment, and other unique job-site conditions. Focus of the workshop will be on small-scale 
construction projects.  

Learning Objectives: 
• Calculate the cost of handling and transporting materials, earth work and excavation, 

highways and pavement, and structural foundations 
• Determine total cost of engineering projects using computer estimating methods 
• Estimate the cost of utilities such as plumbing, electric wiring, sewerage systems, and 

water distribution systems 
• Estimate the cost of carpentry, roofing and flashing, masonry work, floor systems and 

finishing, and painting 
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• Understand the concepts and principles of cost estimating 
• Understand bid documents and the estimating process 
• Estimate the cost of concrete and steel structures 
• Estimate the cost of construction labor and equipment 

NOTE: The ability for vendor to offer continuing education units as NYSED Professional 
Development Hours (PDHs) for this workshop is preferred but not required. 
 

Fundamentals of Business Analysis for the Engineering Professional 

This two-day course on business analysis covers the process, questions, and techniques to efficiently 
extract expertise from Business Users required for engineering-related projects. Topics include the role 
of business analysis and structured ways to define success, following change requests/projects through 
the entire SDLC, defining scope for new engineering projects, writing business cases, and providing 
results.  

Learning Objectives:  
• Define the scope of new projects 
• Learn how to write business cases 
• Provide cost/benefit and risk analyses 
• Elicit and document business requirements and policies 
• Help business to identify needs vs wants and prioritize requirements 
• Document AS-IS and TO-BE business process flows 
• Assist with creating test plans and test cases 
• Coordinate user acceptance testing and provide results 
• Assist with creation of training documentation and materials 

 
 
Project Management for Engineering Professionals 

This two-day workshop will develop and formalize basic project management skills in leaders on 
engineering project teams who may already be managing projects. Topics included are an overview of 
the engineering project lifecycle, PMI’s project management basics, PM roles and responsibilities, 
overview of project schedules including estimating techniques, dependencies, and critical path, 
establishing project baselines, project status reporting, and project closure. 

Learning Objectives: 
• Identify the Project lifecycle of Initiation, Planning, Execution, Monitoring and 

Controlling, and Closing 
• Identify the basic concepts and terminology of professional project management 

including PMI’s ten knowledge areas with heavy emphasis on scope, time, 
communications, and risk management 

• Identify the roles and responsibilities of the Project Manager and the Team 
• Launch a project 
• Estimate project work and discuss the importance of key deliverables 
• Create a project schedule at an elevated level, including dependencies, relationships, 

and critical path 
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• Conceptualize at a high-level cost, quality, human resource, stakeholder, procurement, 
and integration management 

• Plan for change management and project risks; monitor the project scope 
• Monitor and optimize project schedule, quality of work, risks involved, and cost  

NOTE: The ability for vendor to offer Project Management Institute (PMI) Professional 
Development Units (PDUs) or Professional Development Hours (PDHs) for this workshop is 
preferred but not required. 
 

Professional Writing for Technical and Engineering Professionals 

This workshop will assist engineers and technical professionals in producing written material in the 
workplace for non-technical internal and external audiences. The workshop covers how to plan and 
organize technical writing. Participants will review grammatical fundamentals and strategies for 
communicating technical content to non-technical readers. Participants will learn how to present 
complex technical information more simply.        
  

Learning Objectives: 

• Understand how to present complex technical information more simply 
• Organize document flow for increased understanding 
• Understand the writing situation including purpose, audience, stakeholders, and context 
• Write paragraphs using proper sentence structure and order 
• Write documents that are easily understood by other departments, by leadership, ad 

external audiences 
• Design a professional-looking document to increase usability and persuasiveness of the 

communication  

 

HEALTH CARE 
 
Basic Spanish for Health Care Professionals 
 
This workshop is designed for health care professionals with limited or no prior knowledge of Spanish. It 
will serve as an introduction to basic Spanish and will help the learner pronounce Spanish names and 
words correctly. It will introduce key words and phrases for addressing an individual’s personal history 
and basic medical issues. The course will be interactive with lots of verbal practice and role-playing. 
 

Learning Objectives: 
• Recognize and use the vowel and consonant sounds to identify Spanish names and 

vocabulary words 
• Use the alphabet and numbers correctly and effectively in a variety of situations 
• Engage in basic conversation including greetings, courtesies, frequent questions, and 

day, date, and time 
• Practice vocabulary and conversation related to body parts, basic medical issues, 

personal and medical histories 
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• Identify family members and other interpersonal relations 
 
Defensive Documentation for Nurses (with Nursing CE Hours) 
 
This workshop for nurses teaches the legal and ethical aspects of medical case documentation and 
record-keeping with a focus on litigation preparation and understanding as it relates to fact-finding and 
best practice strategies. Topics include common errors in charting, what to include and omit in 
documentation, review of selected court cases, and the pros and cons of various methods of charting. 
This workshop includes six approved nursing contact hours. 
 

Learning Objectives: 
• State what information to include when documenting care 
• Explain strategies to avoid incomplete or ambiguous documentation 
• Determine common errors in medical case charting 
• Explain what types of information should not be included when documenting care and 

why 
• Understand how previous litigation shapes the way we document care 
• State pros and cons of various methods of charting 

 
NOTE: The ability for vendor to offer six approved nursing continuing education units for this 
workshop is required. 

 
Dementia Disorders: An Overview  
 
This workshop discusses conditions and neurological disorders other than Alzheimer's disease that cause 
symptoms of dementia. Participants learn about three additional forms of dementia: vascular dementia, 
Lewy body dementia, and Frontotemporal dementia. The signs, symptoms, and treatment options are 
also reviewed.  
 

Learning Objectives to be determined 
 

NOTE: The ability for vendor to offer up to six nursing continuing education units for this 
workshop is preferred but not required. 

 
Legalized Marijuana in New York: What Healthcare and Counseling Professionals Need to Know  
 
This workshop introduces the impact of legalized marijuana on counseling and healthcare practice in 
New York. Topics to be addressed include an overview of cannabis regulation in New York State under 
the Marijuana Regulation and Taxation Act, including the intersection between state and federal law; an 
overview of the evidence base for the risks, benefits, side effects, and drug interactions in marijuana 
use, particularly for those with substance use disorders; and ethical and legal considerations. 
 

Learning Objectives to be determined 
 
Medication Safety: Identifying and Preventing Errors (with Nursing CE Hours)  
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This half-day workshop discusses how to reduce medication errors and the efficacy of various 
prevention strategies. Participants will develop an understanding of drug safety and quality issues 
through a review of the literature and case studies. The workshop will highlight the nature and causes of 
medication errors, the impact on patients, and the differences in causation, impact, and prevention 
across multiple points of health care delivery. This workshop includes three approved nursing contact 
hours. 
 

Learning Objectives: 
• Describe at least one impact of medication errors upon nursing license retention. 
• State at least one civil impact of medication errors. 
• Identify at least two situations that increase likelihood of medication errors. 
• Identify at least two processes that decrease likelihood of medication errors by 

themselves and healthcare teammates. 
 
NOTE: The ability for vendor to offer three approved nursing continuing education units for 
this workshop is required. 

 
 
 
 
Medication-Assisted Treatment and Substance Use Disorders for Healthcare Professionals (with 
Nursing CE hours)  
 
Combined with counseling and other behavioral therapies, medication-assisted treatment (MAT) 
provides an evidence-based, comprehensive approach to treating substance use disorders. This 
workshop addresses how MAT works as part of a comprehensive treatment program. Strategies and 
best practices for implementing MAT in a variety of therapeutic settings will be addressed. This 
workshop is geared toward nurses who are new to MAT or need a refresher. This workshop includes six 
approved nursing contact hours. 
 

Learning Objectives to be determined 
 
NOTE: The ability for vendor to offer six approved nursing continuing education units for this 
workshop is required. 

 
Opioids: What Nurses Need to Know  
 
This half-day workshop provides nurses with current information on opioid use and misuse. Topics 
include the use of opioids for pain management, preventing adverse drug events, screening for opioid 
misuse, risk assessment and prevention of opioid-related overdose, and management of reported 
overdose. The use of medication-assisted treatment for opioid addiction will also be discussed.  
 

Learning Objectives: 
• Identify risk factors and triggers for concern 
• Recognize WHO pain guidelines for appropriate pain management 
• Understand misuse and abuse of opioids 
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• Identify four areas of pain physiology 
• Recognize two approaches to prevent opioid misuse 
• Describe importance of diversion, storage, and disposal 
• Understand importance of safe use of opioid and differentiate between adequate 

analgesia and addiction 
• Understand current national concerns in opioid management 

 
NOTE: The ability for vendor to offer three nursing continuing education units for this 
workshop is preferred but not required. 

 
Preventing Compassion Fatigue for Health Care Professionals  
 
This workshop will discuss how stress impacts the mind and body, how to recognize signs and symptoms 
of compassion fatigue, stress management techniques, and self-care strategies. The workshop will also 
cover ways to balance your role as a health care professional.  
 

Learning Objectives to be determined 
 
 
 
 
Psychopharmacology  
 
This workshop explores the neuro-biological basis of mental disorders and the impact of psychotropic 
medications. Administration, therapeutic dosages, and possible drug interactions will be described, as 
well as the potential for their abuse in clinical and non-clinical settings. Psychopharmacological 
therapeutic approaches as well as newer medications for neurological disorders will also be discussed. 
 

Learning Objectives to be determined 
 
Spanish for Health Care Professionals: Beyond the Basics 
 
This workshop is for healthcare professionals who would like to build on basic knowledge of the use of 
Spanish in a healthcare setting. The workshop will include a review of the Spanish alphabet, 
pronunciation, salutations, and polite expressions. Workshop participants will learn relevant nouns, 
regular and reflexive verbs, and health terminology. The workshop will include patient-provider role 
plays and discussions on cross-cultural communication and the use of interpreters. Previous attendance 
at the Basic Spanish for Health Care Professionals workshop is recommended. 
 

Learning Objectives to be determined 
 
Supervising Direct Service Providers for Nurses (with Nursing CE Hours)  
 
This workshop is geared toward nurses who supervise direct care staff in a variety of settings. Topics 
covered include building respectful and supportive relationships with direct caregivers, best practices for 
the training and supervision of direct caregivers, and proper delegation and oversight of tasks, including 
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medication administration, to assistive personnel. This workshop includes up to six approved nursing 
contact hours. 
 

Learning Objectives to be determined 
 
NOTE: The ability for vendor to offer up to six approved nursing continuing education units for 
this workshop is required. 
 

Trends in Diabetes Management  
 
This workshop explores the current treatment and management of diabetes. Topics include current 
recommendations of the American Diabetes Association, medical nutrition therapy, various treatments 
to avoid acute and chronic complications associated with diabetes and advances in the field will be 
discussed. 
 

Learning Objectives: 
• State current medical nutrition therapy recommendations for people living with 

diabetes 
• State best practices for daily care including blood sugar monitoring 
• Discuss common acute complications, symptoms, and treatment 
• Discuss common long-term complications of diabetes 
• Review common lab tests and medical tests that are used to monitor for the presence of 

common chronic complications 
• Compare and contrast common medications used to treat diabetes 
• State recent advancements in diabetes management and care 

 
 
Wound Care Management (with Nursing CE Hours) 
 
This half-day workshop is designed for nurses working in non-acute healthcare settings. The workshop 
will emphasize the best practices in wound assessment and treatment including the staging of wounds. 
Information on specific types of wounds, like pressure ulcers, neuropathic ulcers and deep tissue injury 
will be discussed. Pain management and emergency care of wounds related to self-injury will also be 
included. Proper documentation and case scenarios will also be included. This workshop includes three 
approved nursing contact hours. 
 

Learning Objectives 
• Distinguish features of several types of wounds   
• Learn best practices for assessing and staging wounds   
• Learn current standards of care for treatment and pain management   
• Apply best practices in wound documentation    

 
NOTE: The ability for vendor to offer three approved nursing continuing education units for 
this workshop is required. 
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INFORMATION TECHNOLOGY 

Fundamentals of Business Analysis for IT Professionals 

This two-day workshop on business analysis covers the process, questions, and techniques to efficiently 
extract expertise from the Business Users. Topics include the role of business analysis and structured 
ways to define success. Follow change requests/projects through entire SDLC. Define scope for new 
projects and write business cases, provide cost/benefit and risk analysis, elicit and document business 
requirements, help business to identify needs vs. wants and prioritize requirements, document business 
policies, document AS-IS and TO-BE business process flows, assist with creating test plans and test cases, 
coordinate user acceptance testing and provide results, assist with creation of training documentation 
and materials.   

Learning Objectives: 
• Define Scope for New Projects 
• Learn how to write business cases  
• Provide cost/benefit and risk analysis   
• Elicit and document business requirements and policies  
• Help business to identify needs vs. wants and prioritize requirements 
• Document AS-IS and TO-BE business process flows 
• Assist with creating test plans and test cases 
• Coordinate user acceptance testing and provide results 
• Assist with creation of training documentation and materials 

Technical Writing for IT Professionals 

This two-day workshop will assist IT professionals in producing written material in the workplace for the 
non-technical internal and external audience. The workshop covers how to plan and organize IT related 
materials into emails, letters, memoranda, and other writing formats. Participants will review 
grammatical fundamentals and strategies for communicating technical content to non-technical readers. 
Participants will learn how to simply present complex technical information.       

Learning Objectives: 
• Consider the technical writing situation, including purpose, audience, stakeholders, and 

context 
• Implement a writing process life cycle and use graphic organizers to visualize and 

arrange information 
• Design a professional looking document to increase usability and persuasiveness of the 

communication  
• Write IT procedures and other technical documents that are correct, concise, and easy 

to read 
• Customize documents for specific audiences 

 

LAW/CRIMINAL JUSTICE 
 
Administrative and Courtroom Testimony 
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This two-day workshop aims to equip investigators and inspectors with the tools to effectively prepare 
for and testify in administrative and criminal proceedings. Topics will include an overview of the 
administrative hearing and criminal court processes. Attention will be given to hearings before 
administrative law judges and appeals boards, suppression hearings under the criminal procedure law, 
grand juries, discovery rules, and criminal trials. Through simulation exercises, participants will enhance 
their testimony skills. 
 

Learning Objectives: 
• Explain the difference between administrative and criminal adjudication 
• Differentiate the various proceedings that may require the testimony of state 

investigators or inspectors 
• Respond accurately and concisely to questioning on direct examination and cross-

examination 
• Understand the importance of proper documentation and preparation for testimony 
• Appreciate the importance of appropriate demeanor and attire 

 
Ethics for NYS Government Attorneys (with CLEs)  
This workshop raises a number of ethical issues which specifically confront government lawyers. Topics 
to be covered include an understanding of the Public Officers Law, the Code of Professional 
Responsibility, and other ethics laws applicable to attorneys working in state government.  
 

Learning Objectives to be determined 
 

NOTE: The ability for vendor to offer continuing education units as Continuing Legal Education 
Credits (CLEs) with credits in ethics for this workshop is required. 

 
Investigation Documentation: Reports that Hold Up 
 
In this workshop, geared towards inspectors and investigators, participants will learn the importance of 
having reliable and credible documentation. Participants will learn the elements of effective 
investigation documentation, best organizational flow, and items that should be included as well. 
 

Learning Objectives: 
• Identify ways to strengthen investigation documentation for more effective records 
• Understand common problems in drafting investigative reports and practice how to avoid 

them 
• Know how an investigative report may be used beyond the student's "normal" expectations 
• Understand the importance of taking a written statement 
• Understand how to use your investigative report to strengthen your testimony 

 
Principles of Investigative Techniques 
 
This two-day workshop provides employees with an introduction to the investigation process for 
purposes of fact-finding and information gathering regarding compliance, violations, fraud, and abuse. 
The course covers four main topics: investigative interviewing, note taking, preparing investigative 
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reports, and testifying. The course examines techniques for interviewing various subjects including 
complainants, witnesses, victims, and employees. Additionally, participants will learn how to prepare for 
and conduct investigative interviews, strategies for detecting deception, when and how to take notes, 
how to prepare investigation reports using interview notes, and how to present testimony based on the 
investigation process. The workshop relies on interaction between the instructor and participants with 
case studies and practical exercises. 
 

Learning Objectives: 
• Describe the purpose of acquiring written statement(s) from subjects 
• Identify and describe the various purpose(s) of investigative interviews (i.e., fact-finding 

and obtaining information about compliance, violations, fraud, and abuse) 
• Structure, organize, and prepare an investigative report using sample interview notes 
• Identify and discuss approaches for testifying in administrative hearings and 

proceedings 
• Identify techniques for interviewing subjects, complainants, witnesses, victims, 

employees, and other sources 
• Describe how to prepare for interviews 
• Identify when and describe how to take notes 
• Identify strategies for detecting deception 

 
Supervising Parolees Under the Less is More Act  
 
Recent legislation has imposed changes in the way parole supervision is conducted in New York. This 
workshop is designed for criminal justice and corrections professionals involved in implementing 
provisions of the Less is More Act of 2022. Topics will include “30 for 30” earned time credits, the right 
to counsel, rules ending automatic detention and incarceration for certain technical violations, 
reincarceration for other technical violations and absconding, and application of the rules under 
circumstances involving non-technical violations, including new felonies and misdemeanors.  
 

Learning Objectives to be determined 
 

4. Vendor Submission  

4.1 Proposal Criteria  

A. Vendor Experience 

• The bidder must include at least one, preferably three, client references with descriptions of 
high-quality training and professional development provided to clients. References will be 
scored based on number, relevance, detail, and validity. 

• The bidder must include information on their years of experience delivering training programs 
including topics offered and the average number of training days delivered per year. Bidders 
with less than one year of post-secondary level training experience will not be considered. 

• Bidder must include information on their years of experience delivering virtual training 
programs; workshops will be delivered using WebEx or Zoom, as directed by PDP. Bidders with 
less than one year of experience delivering virtual training will not be considered.  

• The bidder should specify their years of experience delivering training programs to New York 
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State or other government employees. 
• If applicable, the bidder should include status as a NYS Minority/Women-Owned Business 

Enterprise (M/WBE).  

B. Instructor Expertise 

• The bidder should indicate the primary instructor for each workshop title along with information 
regarding the instructor qualifications using the Primary Instructor Expertise Form (attached). 
The bidder should indicate all experience that they feel is relevant to the instructor’s expertise 
related to each workshop title. 

• All instructors must have at least an Associate degree in a relevant field, or a BA/BS degree in 
any field, AND at least one year of related work or research experience in the topic area to be 
considered. 

• Chosen vendors will need to have all non-primary instructors and co-facilitators vetted and 
approved by PDP staff prior to that instructor delivering any workshops. 

C.  Additional Vendor Qualifications 

Vendors must meet the following mandatory requirements for consideration. Contractors will be 
immediately rejected for further consideration if they cannot meet these requirements: 

• Vendor must provide training during normal working hours from 8:00 a.m. to 5:00 p.m. 
Training is offered as a one-day workshop unless otherwise specified, such as, multi-day or 
remote workshops.  

• Vendor must be able to provide training in New York State.  

 
4.2 Project Term 

• Unless otherwise specified in the proposal, costs offered by bidders will be effective January 1, 2023 
through March 31, 2026. 

• Prices will remain fixed through March 31, 2026. 
• Price increase requests for such things as CEU costs and materials or manuals must also be in writing 

with sufficient justification to merit the increase. 

4.3 Cost Criteria  

To offer a quote, complete the following vendor quote and primary instructor information template for 
each workshop title, including an all-inclusive cost for delivery of that title. The cost must include 
instructor costs, preparation costs, cost of materials, travel, and any administrative charges. For any 
additional services, including the issuance of continuing education credits, customization of content for 
NYS agency needs, or use of vendor training space indicate this cost separately.  

For each workshop, note which locations in NYS where you can offer the workshop and any change in 
cost for each location. Locations are defined as: 

• Capital Region (Albany and surrounding counties) 
• North Country (including Plattsburgh, Tupper Lake, and Ray Brook) 
• Central NY (including Binghamton, Syracuse, and Rome NY) 
• Hudson Valley (including Poughkeepsie, White Plains, and Rockland County areas) 
• Western NY (including Rochester and Buffalo areas) 
• New York City 
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• Long Island (Nassau and Suffolk counties) 
• Remote/Virtual 

Depending on expertise and qualifications, bidders can offer proposals on as many workshop titles as 
they choose. It is not necessary to offer proposals for all workshop titles or to deliver specific 
workshops in all NYS locations to submit a proposal. 

Use the quote template on the next pages for each workshop title you are interested in delivering. 
 

4.4 Payment Schedule   

Payment will be made after the successful delivery of each workshop and submission of all the following 
materials: completed attendance roster, completed instructor evaluation, copy of instructional 
materials, and an invoice.  
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Vendor Quote and Primary Instructor Information 

 
Workshop Title: ______________________________________________________________________ 
 
 
Please submit the requested information below for the Primary Instructor who will conduct this 
workshop. Use the first page of this form to submit the education, certification(s), subject matter 
expertise, and relevant training experience. Do not attach resumes/CVs. Please note:  All instructors 
must have at least an Associate degree in a relevant field, or a BA/BS degree in any field, and at least 
one year of related work or research experience in the topic area to move forward. 
 
Use one Vendor Quote and Primary Instructor Information form for each workshop title. 
Primary Instructor Name: 
 

Education: 
 
 
Certification(s): 
 
 

Relevant subject matter expertise with this topic. Please include the number of years of work and/or 
research experience in a relevant field and/or publications on the topic: 

Years of direct experience delivering post-secondary instruction on this topic (check one):  
 Over seven years  
 Between three and seven years  
 Between one and three years 
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List your all-inclusive cost for one workshop delivery in each region and remote delivery, if applicable. 
Only submit costs for regions in which you are available to deliver training including remote training. 
Place an N/A in regions you do not plan to deliver training.  
 
 Capital Region $________________  
 North Country $________________ 
 Central NY $________________ 
 Hudson Valley $________________ 
 Western NY $________________ 
 New York City $________________ 
 Long Island $________________ 
 Remote/Virtual $________________ 

 

Cost for Additional Services (optional) 

Basic customization of content for NYS agency when requested $ 

Do you have training space in lieu of PDP-secured space?  
      If yes, indicate additional cost 

$ 

Provide CEUs for up to twenty-five participants  $ 

Ability to Issue CEUs for this Workshop Topic (if Applicable) 
For Social Work & Counseling topics, note any NYS-approved CEUs you can provide. 

CEU type (check all that apply) NYSED #, if applicable 
 LMSW: Licensed Master Social Worker 
 LCSW: Licensed Clinical Social Worker 
 LMHC: Licensed Mental Health Counselor 
 LMFT: Licensed Marriage and Family Therapist 
 LCAT: Licensed Creative Arts Therapist 
 PA: Psychoanalysts 
 PSY: Psychologists  

 

 
For Accounting, Engineering, Legal, Nursing, and Project Management workshops, please indicate any 
approved CEUs that you can provide. 

CEU type (check all that apply) NYSED #, if applicable 

 CASACs: credentialed alcoholism and substance abuse 
counselor hours 

 CLEs: Continuing Legal Education 
 CPEs: Continuing Professional Education for CPAs 
 Nursing CEUs  
 PDHs: Professional Development Hours for Engineers 
 PDUs: Project Management Institute Professional 

Development Units 
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5. Selection Process and Criteria  

5.1 Selection Process 

This Request for Proposal is designed to obtain qualified vendors to deliver PSWP workshops to NYS 
employees. After considering such information, a determination will be made of the vendor’s ability to 
provide such services to PDP. Only proposals from responsible vendors, as determined by PDP and RF for 
SUNY, will be considered. Vendors are cautioned to thoroughly review and comply with all terms of this RFP 
and to ensure that all information required herein is submitted with the response. Omissions, inaccuracies, 
or misstatements may be sufficient cause for rejection of a proposal.  

The Professional Development Program and RF for SUNY will be responsible for the evaluation of all 
proposals and reserve the right to reject any proposal.  

Proposals from vendors will be evaluated on the following criteria: 

Phase I 

Review of proposals to ensure that all mandatory requirements are met as outlined in this RFP. Failure to 
meet any of the mandatory requirements will result in proposals being rejected. Those meeting the 
mandatory requirements will be forwarded to Phase II. 

Phase II 

Vendors will be scored based on the experience and expertise criteria as outlined in this RFP. 

Phase III 

Vendor costs by region and remote will be scored after minimum criteria from Phase II are met. 

Vendors will be evaluated based on their total scores incorporating experience, expertise, and cost for each 
region and remote. 

Selected vendors will be notified of their awarded workshops. However, contracts will be created when the 
specific training needs (topic and region) become available.  

6. RFP Submission 

6.1 Submission Schedule 

• 10/3/2022:  Request for Proposals Released 
• 10/18/2022:  Deadline for Submitting Questions in Writing 
• 10/21/2022:  Questions and Answers Released to All Vendors Showing Interest in the RFP 
• 10/28/2022 at 2:30P.M. Vendor Responses Due 
• 10/31 – 11/14/2022:  Evaluation Period 
• 11/15/2022:  Vendors will be initially notified of their awarded workshops, but paperwork 

will not be created until the need arises  
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6.2 Proposal Submission Instructions: 
• Please email questions to Lynne Graham at lgraham@albany.edu by 10/21/2022. 
• Please email proposals no later than 2:30PM on 10/28/2022 to Lynne Graham at 

lgraham@albany.edu. 

 
7.0 Foundation Conditions 

7.1    The Foundation will not be liable for any costs incurred by respondents in the 
preparation and production of a proposal or the costs of any services performed 
prior to receiving approval of the agreement from New York State. All proposals 
and materials submitted in conjunction with the proposals shall become the 
property of The Research Foundation of SUNY for use as deemed appropriate, 
respecting all copyrights. 

7.2    The Foundation reserves the right to modify the requirements of this RFP after 
its release. All Contractors will receive written notification of any modifications 
to the requirements of this RFP.  If any modifications make compliance with the 
original Procurement Timetable impractical, the Foundation will adjust the 
timetable accordingly. 

7.3    Contractors who submit a proposal in response to this RFP may be required to 
give an oral presentation or to attend a mandatory site visit either at the 
Foundation or at the Contractor’s facility or a current customer’s facility. This 
shall provide an opportunity for the Contractor to clarify or elaborate on the 
proposal, but shall in no way change the original proposal. The Foundation shall 
schedule the time and location. 

7.4    By submitting a proposal, the Contractor agrees that s/he will not make any 
claims for or have any right to damages because of any misinterpretation or 
misunderstanding of the specifications or because of any misinformation or lack 
of information. 

7.5   The successful Contractor will be notified by the Issuing Officer by telephone 
and confirmed by letter. A contract will then be negotiated with the successful 
Contractor. The contract will, among other provisions, incorporate at least this 
RFP and the successful Contractor's proposal.  

mailto:lgraham@albany.edu
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7.6    The Foundation reserves the following prerogatives: 

a)  To accept or reject any or all proposals in part or entirety. 
b)  To adjust or correct any arithmetic errors in the proposals. 
c)  To waive or modify irregularities in proposals received after   notification 

to the Contractor. 
d)  To change any dates specified for the review and selection process. 
e)  To negotiate a payment schedule as part of the award of the contract. 
f)   To request additional information or written clarification of Contractor 

response. 
g)  To eliminate mandatory requirements unmet by all of the Contractor 

responses. 
h)  To accept best and final offers. 
i)   To approve or reject all Contractor staff assigned to this project.  The 

Foundation reserves the right to remove an employee from the 
University work site and/or refuse to accept any services from any 
Contractor personnel deemed unqualified or otherwise exhibiting any 
unsatisfactory behavior during the course of the assignment. 

j)   To negotiate with bidders within the RFP requirements. 

7.7   Contractor shall, at all times, at its own expense, obtain and carry 
comprehensive liability insurance, property damage insurance and Workers' 
Compensation insurance of adequate amounts, naming the State of New York, 
the State University of New York and The Research Foundation of SUNY as 
additional insured. Contractor shall keep such insurance in force for the duration 
and term of this agreement.  The insurance required shall be obtained from 
insurance company(ies) licensed to do business in the State of New York and 
shall have as minimum limits of insurance: 

 

TYPE           DOLLAR LIMITS 

Contractors Liability (including protective $2,000,000 combined (bodily injury and  

& Contractual Liability)        property damage) single limit-each  

           occurrence  

          $2,000,000 aggregate 
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Automobile Liability (owned and       $2,000,000 CSL - each occurrence 

non-owned vehicles) 

Workers Compensation & N.Y.  New York Statutory 

Disability Benefits 

7.8    As a result of the events from September 11, 2001, Contractors are required by 
Federal law to verify that all its employees and subcontractors in its employ are 
legally entitled to work in the United States. Accordingly, the Foundation 
reserves the right to request legally mandated Contractor-held documentation 
attesting to the same for each employee assigned work under any contract 
awarded. In accord with such laws, the Foundation does not discriminate against 
individuals on the basis of national origin or citizenship. 

7.9    The Contractor shall be required to indemnify the State of New York and The 
Research Foundation for SUNY and the State University of New York against loss, 
liability, or damage incurred as a result of the loss, destruction, error or omission 
of the Contractor.  The Research Foundation of SUNY and the State University of 
New York shall not be liable upon any cause of action brought against the 
Contractor as a result of the Contractor’s performance in compliance with this 
RFP. 

7.10    The Contractor warrants that he or she is the sole owner of the Work and has 
full power and authority to make this agreement; that the Work does not 
infringe any copyright, violate any property rights, or contain any scandalous, 
libelous, or unlawful matter. The Contractor will defend, indemnify, and hold 
harmless the University and/or its licensees against all claims, suits, costs, 
damages, and expenses that the University and/or its licensees may sustain by 
reason of any scandalous, libelous, or unlawful matter contained or alleged to be 
contained in the Work or any infringement or violation by the Work of any 
copyright or property right; and until such claim or suit has been settled or 
withdrawn, the University may withhold any sums due the Contractor under this 
agreement. 

7.11    In the course of carrying out this agreement, the Foundation will share 
information provided by the project director/manager.  Contractor agrees that 
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these materials shall not be utilized for purposed other than those specified in 
the procurement document and shall be returned to the Foundation upon 
completion of this contract.  

7.12.   This agreement is subject to debarment and suspension regulations published 
in the Federal Register for May 26, 1988.  In order to assure compliance with 
these regulations, Contractor must provide the certification set forth in Exhibit C, 
which is attached to and made a part of this agreement.  By executing this 
agreement, Contractor acknowledges that it is also making the required 
certification. The Debarment Certification must be completed and returned with 
RFP response. 

7.13    Contractor hereby represents that it is familiar with the provisions of 31 USC 
1352 entitled “Limitation on the Use of Appropriated Funds to Influence Certain 
Federal Contracting and Financial Transactions” and the regulations issued there 
under (hereinafter “Lobbying Act”).  Contractor acknowledges that by executing 
this agreement Contractor is also making the certification required by the 
Lobbying Act, a copy of which is attached to and made a part of this agreement 
as Exhibit F.  Contractor also agrees that it will submit Standard Form-LLL, 
“Disclosure Form to Report Lobbying”, to the Foundation as required by the 
Lobbying Act.  

7.14   Contractor may be requested to provide evidence that the awarded contract will 
not result in a conflict of interest with regard either to other work performed by 
the Contractor or to a potential conflict of interest among specific Contractor 
staff. 

7.15   The Foundation reserves the right to request additional clarifying 
documentation from the Contractor.  The Foundation also reserves the right to 
request reports on a Contractor’s financial stability from independent financial 
rating services. 

7.16    Except with the assignment of its right to receive payment, the Contractor(s) 
selected to perform the services herein will be prohibited from assigning, 
transferring, conveying or disposing its rights, title or interest in the contract to 
be awarded without the prior written consent of The Research Foundation of 
SUNY.  

7.17    It is understood between the parties that this agreement is intended to secure 
the services of the Consultant because of his/her ability and that this agreement 
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shall not be assigned in whole or in part by either party hereto without the prior 
consent in writing of the others. 

7.18    The Nature of the relationship between Vendor and Research Foundation 
pursuant to this Agreement shall be that of an independent contractor and not 
as an agent or employee of the Research Foundation.  In connection with its 
status as an independent contractor, Vendor hereby warrants that it is in 
compliance with all tax filing and similar requirements imposed on independent 
contractors and acknowledges that it is solely responsible for paying income 
taxes, FICA taxes, and other taxes and assessments, which arise from receipt of 
payments under this Agreement.  This Agreement shall not be construed to contain 
any authority either expressed or implied, enabling Vendor to incur any expense or 
perform any act on behalf of Research Foundation.  

7.19    Vendor acknowledges that the source of the funds for the payment of services 
hereunder is an award issued by a Sponsor to the Research Foundation, and that 
the execution of this Agreement does not, nor does it purport to, bind the State 
of New York, the State University of New York or the University at Albany, SUNY. 

7.20    Vendor understands and agrees that funding for this Agreement depends on 
state, federal or other external support. If any funding agency cancels or 
substantially reduces funding at any time during the term of this Agreement, the 
Research Foundation will be entitled to terminate the Agreement, effective 
immediately upon receipt of official written notification from the sponsoring 
agency.  Vendor shall be entitled to payment for services rendered and materials 
provided prior to the termination, and subject to offsets, if any, for claims by 
Research Foundation against Vendor. In no event shall Research Foundation be 
liable for lost profits, or incidental, consequential or special damages based upon 
the exercise of Research Foundation's cancellation rights.  
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Exhibit D 
 

Procurement Lobbying Act Compliance 
 

Vendor Name:  Federal ID #:  

Address:  City/State:  

Proposal/Bid/Contract Number: 
Description of Contract: 

 
The Procurement Lobbying Act, effective as of October 2, 2018, requires all potential 
vendors to affirm their compliance with certain provisions of State Finance Law §139-
j. Please indicate your agreement and certify with your signature. 

 
I, ________________________, acting as____________________________ , for and 

on behalf of ___________________________, do hereby affirm that; 
 

I have not knowingly nor willfully violated the provisions against permissible 
contacts or certain ethics provisions as outlined in State Finance Law §139-j. □ Yes □ No 

 
I have not failed to timely disclose accurate and complete information, nor failed 

to cooperate with The Research Foundation for The State University of New York and 
the University at Albany in administering these provisions. □ Yes □ No 

I have not failed to disclose prior determinations of non-responsibility for any of the 
above stated reasons within the previous four years by any government entity. □ Yes □ No 

 
(If you have answered ‘no’ to any of the above questions, please attached a detailed 
explanation) 

 
I understand that this affirmation applies to the above referenced procurement and 

all amendments thereto and hereby affirm that I fully understand and agree to comply with 
the Research Foundation for The State University of New York's procedures relating to 
permissible contacts during this procurement. 

 
Signed: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date:_______________________ 

 
Print Name: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Title:_______________________ 
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