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This Supplement makes revisions to the Ending the HIV Epidemic (EtHE) Plan Community Liaison 
Consultant Solicitation Letter issued on 10/30/2019 and addresses questions submitted via e-mail 
through November 4, 2019. Information included in this Supplement amends and supersedes 
information stated in the Ending the HIV Epidemic (EtHE) Plan Community Liaison Consultant Solicitation 
Letter. 
 
Clarifications and/or Revisions to the Consultant Solicitation Letter 
Changes were made to the Submission Instructions section of the Community Liaison Consultant 
Solicitation Letter.  Changes are in italics and bolded.  
 
 
Submission Instructions: 

If you are interested in submitting a proposal to provide these services, please complete the attached 
Vendor Proposal Form (Attachment B) and submit it on or before 11/12/2019 by 10:00 p.m. to Mohini 
Persaud at mpersaud@health.nyc.gov. The proposal narrative should be no more than 5 pages in length, 
submitted on 8 1/2” x 11” format,  and should be 1.5 spaced, with the exception of any required tables 
and any included supportive charts, which may be 1.0 spaced. Minimum font size is Times New Roman 
12-point with the exception of any required tables and any included supportive charts, which may use a 
font smaller than 10-point.  

Any proposals received after the due date and time will not be considered.  Emailed responses must 
include the name of this solicitation in the subject line: EtHE Community Liaison Consultant. If you have 
any questions about the content of this solicitation, please send an e-mail to mpersaud@health.nyc.gov 
no later than at 11/3/2019, 5:00 p.m. and include the title: EtHE Community Liaison Consultant in the 
subject line. 
 
 
Questions related to Community Liaison Consultant  
 
1. Please provide more information in regards to the consultant’s time, “the consultant will be 

required to sit at BHIV's office from 20-25 hrs/week”. What are the times of days for these hours? 
What days of the week can be considered? 
 
Answer: Work hours will vary and are dependent on availability of the priority populations and the 
community advisory boards/groups to be engaged. In order to convene and facilitate the 
community listening sessions, the consultant should have flexibility to work in the evenings and on 
the weekends if those are the days and times that best meet the needs of the community 
stakeholders. During at least 50% of the work hours, the consultant will be required to sit at BHIV’s 
office at the NYC DOHMH in Long Island City. These “in-house hours” must occur from Monday 
through Friday, during the hours of 9:00AM to 6:00PM. 
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2. Is there a web link that can be used to access the documents for the Community Liaison Consultant? 
 
Answer: The Community Liaison Consultant documents cannot be accessed at this time through the 
Internet.    
 

3. Can a team approach be applied, with multiple people completing different aspects of the work?  
 
Answer: A team approach is acceptable, however, anyone involved with drafting and completing the 
writing products must attend the listening sessions. To ensure optimal coordination across the 
implementation team, there must be a clear division of labor and effective intra-team 
communication with a designated lead who interfaces with the Health Department; this same 
individual would be required to sit onsite as stated in the solicitation.  
 

4. On p. 5 of the project description, it says that the time outside of community engagement would 
have to be spent at the DOH offices. Is there a way to work that so that it's a one day a week (8 
hours) commitment on a set day? Or if more time is desired, can it be split among multiple people? 
 
Answer: The required number of weekly hours slated to occur onsite (approximately 10-12.5) can be 
divided across Monday to Friday, 9:00AM to 6:00PM. Onsite hours could be concentrated in a 
limited number of days as long as the consultant is still able to attend meetings, required to fulfill 
the obligations of the contract, at the DOHMH location in Long Island City. If a team approach is 
used, the designated lead should attend meetings at DOHMH to maintain consistency in 
communication. 
 

5. The proposal narrative states that "The consultant must clearly describe previous experience with 
similar projects and strong relationships with community stakeholders, and/or organizations serving 
listed priority populations... [and] demonstrated experience in project management, organization, 
presentation and report writing skills, ability to work both in a team and independently, and have 
skills in critical thinking and ability to synthesize a large volume of qualitative feedback into reports 
and/or presentations. Their previous experience with these specific tasks in relation to the activities 
outlined in this scope."  
 
I am wondering if the proposal is looking for proposed activities for the community engagement 
materials, listening sessions and other activities relating to the deliverables for this project. I am 
asking to clarify because the prompt seems more pertinent to writing a cover letter, and it seems, 
through the proposal prompt, that our narrative should include budgets, timelines and more steps -- 
can this be clarified? 
 
Answer: Upon selection of the consultant, the Health Department and the consultant will discuss 
the details of the required activities in greater depth; therefore, applicants are not required to 
delineate how they would complete the activities in their narrative. Instead, the proposal narrative 
should include descriptions of relevant past experience in conducting similar activities as those 
discussed in Attachment A and guidance from the Centers for Disease Control and Prevention. 

 
6. Vendor Proposal Form (Attachment B) requests that applicants attach their resume/CV, proposal 

narrative and writing sample -- should these documents be inside that same document (Attachment 

https://www.cdc.gov/hiv/pdf/funding/announcements/ps19-1906/cdc-hiv-PS19-1906-component-B-program-guidance.pdf
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B), or can the resume be attached to the email as a separate document (either in Microsoft Word or 
PDF)? 

 
Answer: The resume/CV, proposal narrative, and writing sample should be separate attachments.  
 

7. In regards to the writing prompt, are grant proposals in which applicants have been the primary 
writers acceptable as writing samples? 
 
Answer: Yes, grant proposals are acceptable. 

 


