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RFP Scope of Work and Description 
 
 
The city is soliciting proposals from qualified consultant firms to assist the City of Watervliet with support and 
management services of the following:  

 
 NYS Main Street Programs, HOME Program, RESTORE, Access to Home Program, NYS CDBG, NYS 

AHC, NYS OCR, NYS DEC, and NYS EFC 
 

 Other State and Federal grant programs that pertain to improving the community 
 

Proposed Schedule/Completion Date 
 
This RFP(s) will cover a three-year period from January 2026 to December 2029. The RFP addresses the 
consultant’s qualification to provide services and hourly cost of services. Separate contracts for specific services 
will be developed on a fiscal year basis at the discretion of the City of Watervliet during the aforementioned time 
period. 

 
 
Scope of Work: 

 
An Illustrative list of services may include, but is not limited to: 

 Assist with research and develop strategies for State and Federal Grants 
 Assist with writing and submitting grants on behalf of the city 
 Provide copies of all correspondence and grant applications to City staff  
 Assist with Consulting Taks Directives (CTD) and other written assignments 
 Collaborate with City staff for grant management, reporting, and grant close out processes 

 
 
Submittal Deadline 

 
Three written copies and one electronic version (PDF) of the proposal must be received no later than 10:00 o’clock 
AM on Wednesday, November 12. 2025 at the City of Watervliet Planning Department, City Clerk’s Office, City 
Hall, 2-Fifteenth Street, Watervliet, NY 12189. Proposals received after that date and time will not be considered. 
 
Components of the RFP 

 
At a minimum, the proposals submitted in connection with this RFP must include the following components: 

 
 A brief description of the business/firm 
 Location of the business- geographic site of offices. Attach resume of firm primary representative(s). 
 Description of your firm’s knowledge and experience with administration and program delivery of 

CDBG and Main Street grants and all other NYS and Federal programs over the last five years. 
 Provide description of your firm’s knowledge and expertise in consulting regarding administrative 

policy development, various program development and consulting on public sector program strategy 
and developing municipal management processes 

 Description of your firm’s knowledge and expertise of the City of Watervliet or other similar municipal 
clients. (Include any previous services provided to the City of Watervliet) 

 Proposed hourly rate for services. 
 
 
 



 

 

 
 
Selection Process 

 
The City will evaluate all responses to the RFP solicitation and will select the most highly qualified firms and 
rank the according to qualifications: 

 

 
Evaluation Factors  

A.  Previous Experience 20% 

B.  Location and Facilities – working office proximity 5% 

C.  Knowledge of the City of Watervliet 25% 

D. Knowledge and Experience with researching and writing 
successfully awarded grant applications  

25% 

E.   Fee – Hourly Rate 
(Ranking in this section based on solely hourly rate 
Overhead or margin references will not be considered) 

25% 

 100% 

 
 

The selection committee will evaluate the RFP submittals and make recommendation to the City of Watervliet 
who will make the final selection. The schedule provides that the evaluation of the proposals will be completed 
within 14 days of the deadline date. Interviews will be held at the discretion of the City of Watervliet and all 
persons submitting proposals will be informed of the outcome in writing. 

 
The City of Watervliet will negotiate a contract for services based on this RFP. The City will identify the scope 
of work, task hours and schedule of any work to be done. These contracts, if developed, are based on the fiscal 
year. 

 

Equal Opportunity/ Affirmative Action 
 
All qualified persons and firms will receive consideration without regard to race, color, creed, religion, sexual 
preference, gender, age, or national origin. The City of Watervliet strongly encourages Women and Minority 
Businesses to submit a proposal. Outreach to W/MBE firms will be through direct mail or email solicitation. 
Contact lists have also been provided from New York State. 

 
 
Additional Information 

Questions regarding this RFP may be directed to Melissa Cherubino, General Manager, City of Watervliet: 

Department City of Watervliet 
Room 11, City Hall 
2 Fifteenth Street 
Watervliet, NY 12189 
(518) 270-3800 Ext 122 
Email: mcherubino@watervliet.com  
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