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Agenda

Today you will learn:

• How to use this 

contract

• Where to find helpful 

resources

• Who to contact for 

questions
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Who We Are & 

What We Offer
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Overview of OGS Procurement Services

We are the state’s central 

procurement office responsible 

for establishing and managing 

contracts for goods and services 

needed by government entities 

across New York.

4



May 18 & 19, 2016

Who Can Use Our Contracts?
Who’s Eligible

• State agencies

• Local governments 
(counties, cities, towns, 
villages)

• Public and private 
schools and universities

• Charitable non-profit 
organizations

• Public authorities

• Public benefit 
corporations

How to Get Started 

• To use our contracts you 

must complete an 

eligibility application to 

receive an authorized 

user number.  
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Where to find the eligibility application: 

www.nyspro.ogs.ny.gov/content/using-

ogs-centralized-contracts-0
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Information 

Technology New 

Contract Suite
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Overview of  New IT Contracts

New Contracts
Three components of the new OGS 
technology contracting suite:

– Project Based IT Consulting 
Services

– Manufacturers Based IT  
Umbrella

– Distributor Based IT Umbrella 

Easy to Use

• Training available to guide you 
through the buying process.

• Standardized forms to make 
the mini-bid and request for 
quote (RFQ) process easier.

• The same terms and 
conditions for all vendors in 
each contract. 
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Got Questions? Contact Us. 

Designated Contacts
What is a restricted 

period?

This is the time between when 

a solicitation is released and 

the contract is awarded. 

During this time, make sure to 

direct your questions to the 

designated contacts.
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• Project Based IT Consulting Services: 

PBITS.AuthorizedUsers@ogs.ny.gov

• Manufacturer Based IT Umbrella: 

MfrUmbrella.AuthorizedUsers@ogs.ny.gov

• Distributor Based IT Umbrella: 

OGS.sm.SSTTechnology@ogs.ny.gov

mailto:PBITS.AuthorizedUsers@ogs.ny.gov
mailto:MfrUmbrella.AuthorizedUsers@ogs.ny.gov
mailto:OGS.sm.SSTTechnology@ogs.ny.gov
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Project Based IT 

Consulting 

Services 

Overview
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What Can You Use This Contract For?

• Also known as PBITS, this contract is used to obtain 

consulting services for a project with payments made for 

deliverables, not on an hourly basis

• Projects range from the development of proprietary 

software solutions and customized training to project 

management

• Contractors are able to qualify for three categories, or 

lots, based on the their qualifications 
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What Can You Use This Contract For?
Projects Included

• Tech. architecture advisory services

• Business analysis 

• Proprietary software application 

development/customization, 

programming and integration

• Data information management 

(migration, conversion, manipulation, 

integration)

• Project management support services

• Data categorization

• Implementation of open-source 

software 

Projects Not Included

• Staff augmentation or data entry services

• Hardware and software maintenance and 

support

• Prepackaged training courses

• eLearning

• Buying equipment or off-the-shelf software

• Services such as network provisioning, 

voice services, or video bridging

• Cloud based or “as a service” offerings, 

including, but not limited to SaaS, IaaS, 

PaaS, and XaaS
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PBITS Contract Structure

It’s broken into lots 

based on anticipated 

project cost. 

• Lot 1 is for MWBE and 

small businesses

• Lot 3 includes higher 

insurance requirements
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OGS 
Centralized 

Contract

Lot 1

<$200K

Lot 2

$200K - $7.5M

Lot 3

$7.5 - $25M
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Where We Are

By the Numbers

• 113 contracts awarded

– Lot 1: 51

– Lot 2: 95

– Lot 3: 19

Training & Resources

• Training for contract 

users is underway

• Training for contractors 

coming soon

• Online resources being 

developed
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Key Contract Components

• For consulting services related to a project only

• Each project has a maximum duration of 36 months

• Maximum not-to-exceed pricing

• Standardized contractor requirements, terms, and 

conditions

• The contract includes periodic recruitment, making the 

opportunity for more contractors and more competition
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PBITS: Process Overview

1. Receive internal 
approvals

2. Develop project 
documents

3. Release the mini-
bid by notifying 

contractors & collect 
responses 

4. Evaluate 
responses & make 
final determination 

5. Finalize mini-bid 
award with the 

contractor

6. Notify all 
contractors who 

responded

15
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1. Receive Internal Approvals

• You must adhere to:

– Statutory requirements

– Procedures of the PBITS contract

– Internal policies and procedures (B1184, PTP, 

ITIR, etc.)

– Federal, state, and local statues as applicable

16
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2. Develop Project Documents

• Prepare a project scope of 

work that includes: 
– Budget

– Timeline (including milestones)

– Deliverables (including products and 

reports)

• All of these become part of your 

procurement record. 

17

Use templates to 

navigate this process: 
www.ogs.ny.gov/purchase/snt

/awardnotes/7360022772Tem

platePage.pdf 
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2. Develop Project Documents – Scope of Work

• Your scope of work should include:
– What your organization is going to provide 

• Roles and responsibilities: project lead, approvals, contacts, etc.

• Workplace logistics: parking, network connection, access to technical 
staff, computers, etc.

– What the contractor will provide

• Staffing charts, tools, supplies, etc.

– When the work will be completed (8am-4pm, 9am-5pm, afterhours, etc.)

– Steps, phases, and deliverables this project will include

• Including what success for each deliverable looks like

– Risks and the mitigation strategies

– Payment structure

18
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2. Develop Project Documents – Deliverables  

• As you develop project deliverables make sure 

they are clear and objective. All parts must be 

defined and expectations set. 

• Acceptance and rejection criteria must be clear

– What are the timeframes for acceptance, and 

– What is the exact process for rejected deliverables and associated 

timeframes for resubmission

19
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2. Develop Project Documents - Timeline

• As you develop your project timeline consider the 

following:
– Shorter overall or expedited timeframes may cost more

– Think carefully about your milestones (invoices or batches of hours are 

not appropriate milestones)

– Will a site visit be offered

– Will there be a pre-bid conference

– Is there a question and answer period

20
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2. Develop Project Documents – Evaluation     

Criteria & Method of Award

• Your project documents should also include criteria to 

evaluate the mini-bid responses
– The criteria and weighting you use must be finalized prior to the mini-bid 

opening

• Method of Award is based on Best Value
• Technical evaluation – maximum 70%

– MWBE, SDVOB, and or SB (up to 5%)

• Cost evaluation – minimum 30%

21
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2. Develop Project Documents – Final Thoughts

• The scope of work defines the job for the contractor.  It 

should clearly document the :
– Project requirements

– Timeline and Milestones

– Deliverables

– End product  (What success looks like)

– Required documents and reports that are expected to be provided by 

the contractor

– Roles, responsibilities, risks, and expectations

22
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3. Release the mini-bid by notifying 

contractors & collect responses 

Keep in Mind

• Minimum timeframes 

from the mini-bid release 

to the bid opening date:

– Lot 1: 5 business days

– Lot 2: 10 business days

– Lot 3: 15 business days

How to Distribute

• Email your mini-bid 
documents all contractors in 
project lot

• On the contract page, select 
the “Mailing List by Lot” 
document to find email 
addresses by lot:
– www.ogs.ny.gov/purchase/s

nt/awardnotes/7360022772c
an.HTM

23

http://www.ogs.ny.gov/purchase/snt/awardnotes/7360022772can.HTM
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4. Evaluate responses & make final determination 

• Evaluate the responses based on the mini-bid requirements
– Evaluation tools cannot be altered after the mini-bid opening

• Review hourly rates and reject any mini-bid responses that includes pricing 
above the “not-to-exceed” pricing in the contract 

• You may want to do reference checks on past projects
– Was the project on time?

– Was the project on budget?

– Were any liquidated payments assessed?

– Did the final product meet or exceed expectations?

• Check the contract award page to make sure the tentative awardee has 
submitted all the required insurance documentation 

– If they do, you can proceed

– If they don’t, touch base with OGS to see if you should contact the vendor to advise them to submit 
the required documentation. You cannot make an award until they have met the contract insurance 
requirements 

24
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• This is where you may negotiate with the tentative 

awardee so that you both have a clear understanding of 

the roles and responsibilities for the project. 

• You should negotiate to get the best possible price. 

• Once in agreement, proceed with final documentation 

requirements utilized by your agency (entity). 

5. Finalize mini-bid award with the contractor
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6. Notify all contractors who responded

• Notify the tentative awardee and all non-awardees 

of the mini-bid results in writing
– email is acceptable

26
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Document the Project

• Approved requisition or purchase order

• DOB 1184 attachment (for state agencies)

• Bid distribution and announcements

• Pre-bid conference sign-in sheet & transcript

• Bid protests & responses

• Justification for rejecting bids or proposals

• Blank solicitation documents

• Questions & answers

• Evaluation instruments

• Completed evaluation score sheets and 
evaluation summary

• Bid tabulation

• Bidders list

27

In case of audits, make sure to include the following as part of your 

final procurement record:
• Reasonableness of price

• Awarded bid

• Proposals received

• If less than 3 bids received, no-

bid/no-reply survey

• Any contractor correspondences

• Rejected bids with justification

• Tentative award letter

• Agreement/contract

• Consultant disclosure forms
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Resources on 

the OGS Website
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The PBITS Landing Page
http://www.ogs.ny.gov/purchase/snt/awardnotes/7360022772can.HTM
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Mailing Lists By Lot - Designated Email 

Addresses

30



May 18 & 19, 2016

Available Templates 

31

(optional)

Optional

(optional)

Optional

(optional)

Optional
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Mini-Bid Template

32
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Mini-Bid Template (continued)
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Contractor Information
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Contractor Insurance Information

35
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Remember: We’re Here to Help

PBITS Contact

pbits.authorizedusers@ogs.

ny.gov

Helpful Resources

• Contract page:

– www.ogs.ny.gov/purchase/

snt/awardnotes/736002277

2can.HTM

• How to use guide:

– www.ogs.ny.gov/purchase/

snt/awardnotes/736002277

2HowToUse.pdf

36

mailto:pbits.authorizedusers@ogs.ny.gov
http://www.ogs.ny.gov/purchase/snt/awardnotes/7360022772can.HTM
http://www.ogs.ny.gov/purchase/snt/awardnotes/7360022772HowToUse.pdf
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Supplemental 

Information
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Develop Project Documents – Gantt Chart

The initial plan 

should include a 

Gantt Chart of all 

go/no go points, 

sign off points, 

agency staff 

responsibilities, 

and prerequisites. 

38
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Example: A Scope of Work

An agency has ZYX database containing input from the last 10 years 
with approximately 8 million pieces of data. This data is broken in to 
tables with multiple variables. This project is to convert the data in to a 
new format based the agency’s new platform. As part of this process it 
is expected the contractor to perform data consolidation and verification 
and place data validation measures on the specific fields in question. 
Current error rate in data is 63%. It is expected the new data set will 
contain no more than 1% error. It is expected the contractor will carry 
this work out within the continental United States (CONUS) at their own 
facilities using their own staff. Data verification issues will be brought to 
Joe Blank by email for resolution. This project must be complete by 
1/1/2017. 
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Example: A Closer Look 
Size of the project: An agency has ZYX database containing input from the last 10 
years (approximately 8 million pieces of data) broken in to tables with multiple 
variables. 

What overall success looks like: This project is to convert the data in to a new 
format based on the our new platform.

Risk: As part of this process it is expected the contractor to perform data 
consolidation and verification and place data validation measures on the specific 
fields in question. Current error rate in data is 63%. 

Expectation: It is expected the new data set will contain no more than 1% error. 

Resources: It is expected the vendor will carry this work out within the continental 
United States (CONUS) at their own facilities using their own staff. 

Risk Mitigation: Data verification issues will be brought to Joe Blank by email for 
resolution.

Timeframe: This project must be complete by 1/1/2017.
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Develop Project Documents - Timeline
• To get what you need, when you need it, create a project 

timeline. 

• Your project timeline may include the following events: 
– Award date

– Kick-off meeting (where data is exchanged)

– Planning meeting (contractors give you their plan)

– Plan approval with corrections 

– Full analysis of data with plan of correction

– Data correction verified

– Design of new data format is complete

– Conversion into the new format is complete and verified

– Data has been loaded into the new database without error
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Payment Schedule 

• Consider using payment withholdings as deliverables 

are accepted (also known as retainage). 
– If you want to do this the percentages of how much you will pay must be 

included in the mini-bid as well as details about when it will be released. 

– Note: The maximum withholding amount is 20% for each deliverable.

• Consider including an incentive that if a contractor 

exceeds expectations by providing acceptable 

deliverables early, the payment of retainage will occur 

sooner.
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Retainage Example

The State will hold back 10% of each implementation 
deliverable payment as retainage.  This retainage shall 
apply only to implementation deliverables (year 1 
deliverables).  Upon completion of all implementation 
deliverables to the satisfaction of the State, all retainage 
withheld will be paid to the Contractor in full, subject to the 
terms and conditions of the contract.  Contractor invoices 
shall reflect the total billed, total retainage and total due.  
Final implementation deliverable invoice shall reflect billing 
for all retainage and all retainage withheld.
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Collect mini-bid participation interest forms

• Consider surveying the contractors for interest in the project by using the optional 

Mini-Bid Participation Interest Form – helps narrow the bidder pool. 

– Find the form online: 

www.ogs.ny.gov/purchase/snt/awardnotes/7360022772TemplatePage.pdf

http://www.ogs.ny.gov/purchase/snt/awardnotes/7360022772TemplatePage.pdf
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Change your project budget & duration

Increasing Project Budget

• Called a budget enhancement, 

you can include a 10% increase in 

project budget.

• Remember that the total project 

costs cannot exceed the lot. 

• Use the Enhancement Request 

Template to make this change. 

No Cost Change Requests

• You may amend your scope of work 

if it does not change the deliverable 

at no cost to you. 

• Can be used to you increase project 

duration. Remember the total 

duration must be 36 months or less.

• Use the No Cost Change Request 

Template to make this change.
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Here’s how you can make adjustments to your PBITS project. 

Get the forms at: 

www.ogs.ny.gov/purchase/snt/awardnote

s/7360022772TemplatePage.pdf 



May 18 & 19, 2016

Remember: We’re Here to Help

PBITS Contact

pbits.authorizedusers@ogs.

ny.gov

Helpful Resources

• Contract page:

– www.ogs.ny.gov/purchase/

snt/awardnotes/736002277

2can.HTM

• How to use guide:

– www.ogs.ny.gov/purchase/

snt/awardnotes/736002277

2HowToUse.pdf
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mailto:pbits.authorizedusers@ogs.ny.gov
http://www.ogs.ny.gov/purchase/snt/awardnotes/7360022772can.HTM
http://www.ogs.ny.gov/purchase/snt/awardnotes/7360022772HowToUse.pdf
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Questions


