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City of New Haven 
Bureau of Purchases 
200 Orange Street, Room 301  
New Haven, CT 06510 
Tel: 203-946-8201 Fax: 203-946-8206 

Honorable Justin Elicker 
Mayor 

Michael V. Fumiatti, Sr 
Purchasing Agent 

 
The City of New Haven (“City”) is accepting sealed  

Request for Proposals (RFP) for the following: 
 

Request for Proposal 
Project Summary 

RFP Title: Health Literacy Community Outreach Partner 
RFP #: 2021-11-1418 

Projection Description: The Health Department is seeking a community agency to serve 
as an outreach partner for the Department. This is a grant 
funded partnership under the City of New Haven’s Advancing 
Health Literacy to Enhance Equitable Community Responses to 
COVID-19 grant, which seeks to demonstrate the effectiveness 
of implementing evidence-based health literacy strategies that 
are culturally appropriate to enhance COVID-19 testing, contact 
tracing and/or other mitigation measures in racial and ethnic 
minority populations and other socially vulnerable populations. 
The partner will be responsible for participating in health literacy 
trainings, disseminating risk communication messaging, and 
hosting town halls, pop-up clinics, and other outreach events.  
 

Department: Health 
RFP/Advertise Date: November 28, 2021 

Intent to Respond Due Date December 17, 2021 
RFP Due Date: December 21, 2021 Opening Time: 11:00 AM 

Pre-Proposal Meeting Date: N/A Meeting Time:   

Pre-Proposal Meeting Location: N/A 
Contract Term: (1 year at $120,000 and additional 

$40,000 for year 2) January 1, 2022 
to December 31, 2022. & January 1, 
2023 to June 30, 2023. 

1 year 1 Renewals 
Option(s)  
 (at the sole 
discretion of the 
CONH) 

Insurance Requirements: Refer to Rider  4 (This Rider is attached) 

Local Preference: X YES  NO 
Pricing Sheet: Respondent Supplied 
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Responses must be submitted in the form and manner specified in this request.  
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INSTRUCTIONS TO RESPONDENTS 
 

1 RFP Documents – the following documents are hereinafter collectively referred to as “RFP Documents” and each a RFP Document. 

 
 RFP Cover Sheet -Invitation with Summary This document need not be returned with your submission 

 Instruction to Respondents This document need not be returned with your submission 

 Specifications This document need not be returned with your submission 

 Attachment to Specifications This document need not be returned with your submission 

   
1 City Forms Signature Page Required with your Bid Submission 

 Ban the Box Agreement Acknowledge on City Forms Signature Page 

 Certificate of Non-Arrearage Acknowledge on City Forms Signature Page 

 Equal Opportunity Agreement Acknowledge on City Forms Signature Page 

 MBE/WBE-Subcontractor Utilization Agreement Acknowledge on City Forms Signature Page if this is construction 
related and in excess of $150,000 

2 Disclosure & Certification Affidavit Required with your Bid Submission 

3 Current Workforce Certificate Required with your Bid Submission 

4 Statement of Qualifications Required with your Bid Submission 

5 PPP - Priority Payment Program application Required with your Bid Submission 

6 Calculation Sheet (Separate Download) Required with your Bid Submission 

 
(a) These RFP Documents include a complete set of forms. 
(b) Respondent may not qualify or alter the terms of the solicitation’s Bid Table.(if Applicable) 
(c) Responses must be submit through web portal, no hardcopies accepted. 
(d) All costs incurred in the preparation and presentation of this proposal shall be wholly absorbed by 

the proposer.  Any material submitted by the vendor shall become the property of the City of New 
Haven unless otherwise requested at the time of submission.  Any material that is to be 
considered as confidential in nature must be so marked. 

(e) COVID-19/Testing Policy- The City is required to provide a safe workplace for its 
employees and contractors, which includes providing reasonable safeguards from 
infectious diseases and for the general health and safety of its employees, contractors 
and visitors. Furthermore, the City has an obligation to take reasonable, safe, and 
effective precautions to minimize the risk of spreading infectious disease to the public 
who may interact with City employees or Contractors. Therefore, all City’s contractors 
must comply with Mandatory COVID Vaccination/Testing Policy established by the City 
of New Haven with their employee assigned to City awarded Contracts.   
 
 

 
2. Internet Access 

 
(a) The City cannot guarantee that equipment involved in RFP Submission and/or solicitation 

technology will be available to provide information or receive transmittals. It is your responsibility to 
ensure that you have current information and that your Submission is received at the designated 
location complete and on time. The City is not responsible for the confidentiality of information 
transmitted over the Internet.  

(b) Downloading solicitations of any type does not obligate the City to send you future notifications of 
solicitations or addendum updates.  

(c) It is the Respondent’s responsibility to review your status on our website and update your contact 
information accordingly. 

 
3. Solicitation Downloads 
 

(a) This document may be downloaded from our website at no cost to you.  If you require a 
third party to print the specifications and/or drawings, that cost will be borne by you. 
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(b) Drawing File Format:  PDF  

 
(c) Click on the above link if you don't have Adobe Acrobat and you wish to view the files in 

PDF format. 

(d) Drawings - The following three local firms are examples of companies that can reproduce 
drawings and/or any portion of the documents.  These suggestions are not to be 
considered endorsements in any way. Any other firm with the AutoCAD, DWG, DXF, DWF 
& CSF Viewers will also be able to reproduce the drawing files. 

 
 

4. Inquiries for Clarification 
 

(a) The City will not respond to a Respondent’s request(s) for oral interpretation and/or clarification of 
the RFP Specifications for any reason.  
 

(b) The City will respond to a Respondent’s written request(s) for interpretation and/or clarification of 
the RFP Specifications. 

 
(1) Any written Inquiry for Clarification must be received seven (7) or more business 

days prior to the RFP Opening Date and Time. Any request received by the City 
after this deadline will not be given consideration.  

(2) Every request for such an interpretation shall be made in writing via email to: 
https://newhavenct.bonfirehub.com/portal  

(3) Please do not send questions or requests for clarification in a PDF format. 
(4) Every interpretation made to a Respondent will be in the form of an Addendum to 

the RFP Documents.   
 
 
5. Addendum to RFP Documents 
 

(a) All Addenda to the RFP Documents shall become part of the RFP. Respondents are required to 
check the Website for Addendum. Each Respondent shall be bound by such Addenda whether or 
not received/viewed by the Respondent.   

(b) Questions are submitted through your account and the selected solicitation Web Address: 
https://newhavenct.bonfirehub.com/portal , in the overview of Project details go to the “Opportunity 
Q&A” section” to submit your question(s) 
 

(c) Addendums regarding Inquires for Clarification will be posted on the City website, not less than 
five (5) calendar days prior to the RFP Opening Date and Time.  
 

(d) Addendums regarding extension of time will be posted on the City website, any time prior to the 
RFP Opening Date and Time. 
 

 
6. Contract Term – (See RFP Summary for applicability) 

 
(a) The term of the contract as a result of this solicitation shall be as stated in the RFP Summary 

and/or the Specifications. If there are any options to renew, all renewals will be at the sole 
discretion of the City and pursuant to the same terms and conditions. 

 
 
 
 
7. Insurance Requirements – see attached Rider 

 
(a) Insurance will be required for the entire term of the contract. COI are to be emailed to 

your project contact(see award notice) and NHpurchasingCOI@newhavenct.gov.  
(b) Renewal Certificates of insurance should email to your project contact:  

http://www.adobe.com/products/acrobat/readstep.html
mailto:https://newhavenct.bonfirehub.com/portal
mailto:NHpurchasingCOI@newhavenct.gov
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8. Certification and Licenses 
 

(a) If the service(s) that you are providing is a service for which a certification, license or other 
form of qualification is required, please provide documentation with your statement of 
qualifications. 

 
 
 
 
 
9. Unit Prices, RFP Quantities and Tax-Exempt Status 
 

(a) The Unit Prices for each of the RFP items include its pro rata share of overhead so that the sum of 
the products obtained by multiplying the quantity shown for each item by the unit price represents 
the total RFP. Special attention is called to this section because in the event it is necessary to 
revise the quantities, increase or decrease thereof may be made without limit and adjustment and 
compensation shall be made on the basis of the Unit Prices for such items. 

 
(b) Unit Prices should not include federal excise or state sales taxes. State Sales Tax is exempt under 

Connecticut General State Statute Sec. 12-412. The City is also exempt from transportation taxes 
when goods are consigned to the City. Tax Exemption certificates will be furnished by the 
Supervisory Auditor - Accounts Payable upon satisfactory proof of delivery to the City.  

 
(c) It is understood an agreed that the Unit Prices shall control the Contract award.  
 
(d) The quantities noted in this RFP are approximate (estimated only for use in comparing RFPs); and 

that the sums obtained by multiplying the Unit Prices by the estimated quantities, and also the 
Total of these sums, are inserted for the purpose of checking this RFP and for the convenience of 
the Respondent. The Unit Prices paid are for the actual ordered quantities only. 

 
(e) Shipments should be consigned to the City in care of the Respondent. 
 

 
10. Local Preference Ordinance – (See RFP Summary for applicability) 
 

(a) For the purpose of this section, "City Based Business" shall mean a business with a principal place 
of business located within the City of New Haven. A "City Based Business” shall maintain such 
status throughout the term of any Contract with the City. Failure to maintain such status shall be 
grounds for the City to terminate said Contract. 
 

(b) To be considered a City Based Business you must submit satisfactory proof to the Purchasing 
Agent of your current City of New Haven address. Some examples of proof include are, but not 
limited to: 

 
(1) Proof of payment of City of New Haven Real Estate tax bill(s)  
(2) A current, long term lease in the City of New Haven 
(3) Proof of payment of City of New Haven Personal Property tax bill(s) 

 
(c) The Local Preference ordinance can be found in Section 2-483 of the City of New Haven’s Code. 

Please review for further details. 
 
 
11. Equal Employment Opportunity 
 

The City will terminate any contract without accepting liability for any incomplete work if it is found that 
the Contractor has violated any of the provisions of Executive Orders 11246 and 11374, Connecticut 
Fair Employment Practice Act, and Chapter 12 ½ of the code of Ordinances of the City of New Haven, 
incorporated herein by reference.   The City reserves the right to incorporate into the contract any 
additional provisions relating to Equal Employment, including an Affirmative Action Agreement 
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12. Alternate RFPs 
 

(a) No alternate RFPs will be considered, unless alternate RFPs are specifically requested by the 
City.  

 
 
13. Pricing Sheet - (See RFP Summary for applicability) 
 

(a) Please provide your pricing matrix on a page or section of its own.  The City of New Haven must 
be readily able to discern your pricing proposal at a quick glance. 

 
 

14. RFP Process and Submission 
 
(a) RFP Process (Only Digital Responses Accepted) 

 
(1) Early Submittal of RFPs - RFPs received prior to the advertised hour of opening will be 

securely kept sealed and unopened.  
 

(2) RFP Opening - At the time and place fixed for the opening of RFPs, the City will open and 
publicly read aloud the name of every RFP respondent that received is by the submission 
deadline. Respondents and other interested parties may be present, in person or by 
representative. 

 
(3) Late Submittals - with the advent of complete digital bidding, no response will be accepted 

after the closing date and time 
 

(4) Withdrawal of RFPs - - Response may be withdrawn by you prior to the RFP Closing Date and 
Time by you retracting your digital bid submission.   

 
(5) RFP Rejections - The City reserves the right to reject any and all RFPs which do not meet the 

requirements of a lowest qualified responsible Respondent. Some reasons for rejection 
include but are not limited to: altered or qualified Calculation Sheet, a non-Web based 
Calculation Sheet, non-conforming Bid Bonds, incomplete or erroneous paperwork, late RFP 
Submission, Unbalanced High or Low Unit Pricing, and/or not habitually performing with the 
Respondent’s own forces. 

 
(6) RFP Rejection Notification - Should the City reject a RFP for any reason, the Respondent shall 

be notified.  In case of such rejection, the City will return any Bonds to the Respondent(s). No 
other part of a RFP Submission will be returned. 

 
(b) RFP Submission 

 
(1) Electronic Submissions- (Only Digital Responses Accepted) 

a. Follow instruction on the portal for bid submission – all required forms are indicated as 
such. 

 
(2) An RFP must be submitted in a digital format through the procurement portal.   All blank 

spaces must be filled in as noted. RFP responses must give the prices in numerical figures 
when requested. When submitting your response electronically through our web site, changes 
are allowed up until your final RFP Submission. 

 
(3) The Respondent shall sign their RFP in the blank space provided for this purpose. If the RFP 

is made by a partnership or corporation, the name and address of the partnership or 
corporation shall be indicated and the RFP Submission and must be acknowledged by a 
corporate officer as applicable. Any partner of corporate stockholder owning 25% or more of 
the business shall also be disclosed. 
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(4) The City may consider any RFP not prepared and submitted in accordance with the provisions 
hereof, and may, at its option, waive any informalities.  

 
(5) No Respondent may withdraw a RFP within one hundred twenty (120) days after the actual 

date of the opening thereof.   
 

 
 

15. RFP Protest 
 

(a) Any RFP protest must be submitted in writing. Respondents may file a written protest of the 
RFP results with the City's Purchasing Agent, within 48 hours of the posting of the RFP results 
on the City Website.  
 

(b) A protest must be submitted via email, purchasing@newhavenct.gov, or Fax, 203-946-8206. 
 

(c) The City will acknowledge receipt of written protest. If the Purchasing Agent or representative 
has not acknowledged receipt of the protest by the close of business on the following day, 
please contact the Bureau of Purchases at 203-946-8201 or by Fax at 203-946-8206. 

 
16. Award of Agreement 
 

(a) The City will endeavor to award a contract for this RFP within one hundred and twenty (120) 
days after the date of the RFP opening. All Respondents acknowledge their RFP submittal will 
be valid for the duration of the one hundred and twenty (120) days timeframe. 

 
(b) The City reserves the right to separately RFP or secure pricing from additional contractors that 

may relate to the goods and/or services in the instant RFP, whether such goods and/or 
services are additional to the quantities stated in the instant RFP.  

 
(c) The City will not award to any contractor who is ineligible under any of applicable regulations 

issued by the Secretary of Labor and United States Department of Labor. 
 

(d) The City will not award to any contractor who is not qualified under applicable State and local 
laws and regulations. 

 
(e) Without limiting the generalities of the foregoing, a contractor will be deemed ineligible if they 

are not current with any taxes or other outstanding obligations to the City of New Haven. 
 

(f) Should a Contract be awarded, it will be awarded based upon the committees scoring of the 
review criterion. The requesting department will convene a committee to review the RFP and 
provide a recommendation to award or reject all proposals. 

 
(g) Availability of funds – The awarding of all contracts is contingent upon availability of 

appropriate funds.  If funding is not available at the time of award and/or execution of the 
contract the City reserves the right to cancel the RFP. 

 
(h) All Bid Bonds (if required) will be returned to all Respondents upon the execution of the 

contract documents to the awarded Respondent. 
 

(i) Certificate of Insurance must be email to project manager(see award notice) and to 
NHpurchasingCOI@newhavenct.gov 
 
 

17. Execution of Agreement 
 

(a) In executing the Agreement, the Awardee will be required to reaffirm and restate any and all 
representations made in its RFP Submission.   
 

(b) Subsequent to the notice of award and within ten (10) days after the prescribed forms are 
presented for signature, the Awardee shall execute and deliver to the City the Agreement in 

mailto:purchasing@newhavenct.gov
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the form included in the Contract Documents, in such number of copies as the City shall 
require. 

 
(c) The failure of the Awardee to execute such Agreement, pay any taxes due, to supply the 

required bonds or submit the Certificate of Insurance, all within ten (10) days after the 
prescribed forms are presented for signature, or within such extended period as the City 
grants based upon reasons determined sufficient by the City, shall constitute a default and the 
City reserves the right to any remedies available at law or in equity including pursuit of RFP 
Bond. The City may either award the Contract to the next lowest responsible Respondent or 
re-advertise for RFPs. 

 
(d) Performance Labor and Material Bonds - (see RFP Summary for applicability) 

Having satisfied all conditions of award as set forth elsewhere in these documents, the 
successful Respondent shall, within the period specified in paragraph "A" above, furnish a 
bond in a penal sum not less than the amount of the Contract as awarded, as security for the 
faithful performance of the Contract, and a labor and material bond for payment of all persons, 
firms or corporations to whom the Contractor may become legally indebted for labor, 
materials, tools, equipment, or services of any nature  including  utility  and  transportation 
services, employed or used by him in performing the work. Such bonds shall be in the same 
form as those included in the RFP Documents and shall bear the same date, or a date 
subsequent to that of the Agreement. These bonds shall be signed and issued by a guaranty 
or surety company satisfactory to the City, authorized and qualified to do business in the State 
of Connecticut, and listed in the latest issue of the U.S. Treasury Circular 570, and the penal 
sum of any such bond shall be within the maximum specified for such company in said 
Circular 570. The current power of attorney for the person who signs for any surety company 
shall be attached to such bonds. 

 
 
18. Notice to Proceed. 
 

Once a contract is executed the City department responsible for requesting the work will issue  
a Notice to Proceed. 
 
 

19. No Purchase Order – No Payment Policy (see Website for more Details) 
 

The City of New Haven has implemented a 'No Purchase Order, No Payment Policy’ effective 
July 1, 2019 to reduce cost overruns, unauthorized work, while automating the steps for payment of 
invoices. This means that without an official Purchase Order number and/or enough unencumbered 
funds available, payment of supplier invoices will be rejected or significantly delayed until the change 
order or adjustments can be processed and approved. 

This policy aims to ensure that: 
 

a) All spend shall be supported by an authorized PO prior to requesting the provision of goods/services; 
b) Efficient processes are implemented so that goods are delivered when required; 
c) The recipient of the goods shall receipt in Munis as soon as the goods are delivered/services 

performed (i.e. not upon receipt of the invoice); 
d) Cost control is effective and therefore:  

i. all expenditure incurred by the City of New Haven is valid and appropriately authorized; and 
ii. minimizing transactional costs associated with payment for goods and services;  

 
20. Electronic Invoice  

 
https://www.newhavenct.gov/gov/depts/purchasing_division/e_invoicing_policy.htm 
 
21. Payment Policy  
 
https://www.newhavenct.gov/gov/depts/purchasing_division/general_info/seeking_payment_.htm 
 

https://www.newhavenct.gov/gov/depts/purchasing_division/e_invoicing_policy.htm
https://www.newhavenct.gov/gov/depts/purchasing_division/general_info/seeking_payment_.htm
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22. Standard Form of Agreement Exhibit Part 1&2  (Not Applicable) 
 
Respondents to the City’s RFP are expected to execute these agreements.  Given the very 
tight timetable for contract awards, negotiation of terms is not feasible.  Any deviation from 
the City’s standard terms must be presented (redlined) with the RFP response and the City 
will consider any such request when determining contract awards.  As such, we strongly 
recommend including only “deal breaker” comments and attached them to your Statement of 
Qualification form.
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Exhibit A 
Scope of Services 

• Develop linguistic and culturally appropriate responsive health-communication 
information (posters, flyers, social media visual materials, videos, etc.) 
Community health information materials that address racial disparities in health 
and COVID-19 prevention, testing, and vaccination will be created, vetted for 
community feedback and will be distributed in communities through safe 
community events and to faith communities, businesses, health clinics, and 
housing authority properties. (All communications must meet CLAS standards 
and include logos of funded partners. All communication materials created 
and/or distributed must be approved by the New Haven Health Department at 
least two weeks prior to distribution.) 

• Disseminate risk communication messaging to members of the public in the ten 
priority funded neighborhoods of New Haven: Amity, Annex, Dixwell, 
Edgewood, Fair Haven, Fair Haven Heights, Hill, Newhallville, Quinnipiac, and 
West Rock. 

• Develop and participate in a minimum of ten safe community engagement 
activities across the target neighborhoods, including pop-up vaccination clinics 
and door-to-door canvassing efforts. 

• Host a minimum of 8 virtual or in-person Town Halls, in Spanish and English, 
with medical professionals bringing recent COVID-19 information to trusted 
community setting within the priority neighborhoods. 

• Host a minimum of six testing and/or vaccination pop-up events in 2022 and 
three in 2023 

• Call/text residents in the priority funded neighborhoods to encourage residents to 
become fully vaccinated (i.e. receive second dose, booster, etc.) 

• Agency leadership and staff will participate in 4 health literacy trainings in 
which at least 75% of staff are trained. Partners will be equipped with health 
literacy skills that will ensure that residents both receive clear, actionable 
information grounded in CLAS standards and become active and effective 
participants in their healthcare. Trainings will be implemented virtually. 

• Agency leadership will participate in 90% of monthly community advisory 
board meetings and monthly funded partner meetings.  

• Utilize Event Request Form and Event Registration Forms for all pop-up 
clinics/testing events and/or community outreach events. 

• Utilize Unite Us referral system to connect residents to appropriate social safety 
nets to meet the identified needs of New Haven residents. 

• Submit quarterly programmatic and financial reports for the remainder of the 
project period (January 2022 to June 30, 2023). Reports are due by the 15th of 
the month after the quarter closes. Reporting forms are provided. 
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City of New Haven 
Insurance Rider Four – Professional Liability 

Rev. 3-2021 
Contractor/Vendor shall agree to maintain in force at all times during the contract the 
following minimum coverage and shall name the City of New Haven as an Additional 
Insured (1) on a primary and non-contributory basis to all policies except Workers 
Compensation. All policies should also include a Waiver of Subrogation (1). Insurance shall 
be written with Carriers approved in the State of Connecticut and with a minimum AM Best’s 
rating of “A-“VIII.  
  (Minimum Limits) 
General Liability Each Occurrence $1,000,000 
 General Aggregate $2,000,000 
 Products/Completed Operations 

Aggregate 
$2,000,000 

   
Automobile Liability (2) 
(includes all owned, hired & 
non-owned autos) 

Combined Single Limit 
Each Accident 
Including Endorsements: 
 

$1,000,000 

   
Professional Liability  Each Occurrence $1,000,000 
 Aggregate $1,000,000 
   
Workers’ Compensation 
and Employers’ Liability 
(EL) 

WC Statutory Limits  

 EL Each Accident $500,000 
 EL Disease Each Employee $500,000 
 EL Disease Policy Limit $500,000 
 
If any policy is written on a “Claims Made” basis, the policy must be continually renewed for 
a minimum of two years from the completion date of this contract.  If the policy is replaced 
and/or the retroactive date is changed, then the expiring policy must be endorsed to extend 
the reporting period for claims for the policy in effect during the contract for two) years from 
the completion date. 
Original, completed Certificates of Insurance must be presented to the City of New Haven to 
contract issuance.  Contractor/Vendor agrees to provide replacement/renewal certificates at 
least 30 days prior to the expiration date of the policies. Should any of the polices be 
cancelled, limits reduced, or coverage altered, 30 days written notice must be given to the 
City. 
Notes 

(1) Additional Insured & Waiver of Subrogation may be checked off on the COI or typed 
out in the description box.  

(2) If contractor will never drive onto City Property, the Automobile Coverage may be 
waived. 
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