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structure and substance of the New York State Higher Education Corporation’s (HESC) draft solicitation for a student financial 
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proposal. 
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The purpose of this Request for Comment (RFC) is to invite external stakeholders to 
review and comment on the potential structure of the New York State Higher Education 
Corporation’s (HESC) draft solicitation for a student financial aid processing portal. 
HESC is seeking comment and feedback from potential bidders so that we may publish 
the strongest possible solicitation in the future. There is no bid intended or requested 
and responses to this RFC will in no way constitute a bid or proposal. 

The purpose of the eventual solicitation is to engage a vendor to assist HESC with 
modernizing its financial aid system. HESC is utilizing a new approach to modernizing 
our systems, proceeding in iterative steps in order to maximize opportunities for user 
research and testing as we proceed. To that end, HESC is seeking comment on a draft 
solicitation, which follows this cover. 

Responses may address any, all, or none of the listed questions. 

1. Is the overall draft solicitation document easy to understand? 

2. Is the purpose and scope of the work clear enough for the bidder to provide a 

proposal? 

3. Is the intended project delivery method (Agile) clearly articulated? 

4. Are the User Stories examples helpful in clarifying the scope of the project (3.1)? 

5. Is the technical environment required in accordance with industry standards 

(5.1)? 

6. Do you have questions about the security requirements (5.4)? 

7. Are the instructions for the proposal submission plainly defined? 

8. Do you need any additional information on the List of Deliverables with Quality 

Assurance Surveillance Plan (QASP)? 

9. Is the calendar of events achievable (6.1.1)? 

10.Does the document provide sufficient information to develop a roadmap? 

11.Provide input on the proposed period of performance for the project. 

12. Is this draft solicitation written in a way that a variety of vendors would be able to 

propose a solution such as low code, no code, or pro code? 

13.Does Personnel Skills and Knowledge and the Attachment 1 – Key Personnel 

provide enough information regarding the expectations and background of the 

required staff (5.2)? 

14.Does Attachment 6 capture all potential costs? 

15. Is there any additional information that would be helpful for potential bidders? 

Comments responding to this RFC are due by April 30, 2025, and should be addressed 
to RFP@hesc.ny.gov with the subject line “HESC RFC 2025-01 Comments.” HESC 
may reach out to respondents to seek clarifications of any comments. Any questions 
about this RFC or requests to discuss the RFC should be directed in writing to 
RFP@hesc.ny.gov. HESC may, at its sole discretion, elect at any time to engage in 
discussions about the matters described in this RFC. 

The purpose of this Request for Comment (RFC) is to invite external stakeholders to review and comment on the potential 

structure and substance of the New York State Higher Education Corporation’s (HESC) draft solicitation for a student financial 

aid processing portal. Responses to this RFC will in no way constitute a bid or proposal. 
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Responses should be concise and focus on areas in which the respondent has a 
particular interest or expertise, although all respondents are welcome and encouraged 
to comment on the structure and clarity of any portion of the draft solicitation. Please 
limit responses to 10 pages or less. 

Responses should include, and HESC reserves the right not to review any response 
that omits, the following: 

• Respondent’s name, affiliation, title, and primary contact information; 
Respondent’s name should appear on a header on each page of the response. 

• General background information about the respondent’s organization and 
experience, noting whether the respondent is a potential future proposer should 
HESC release a solicitation. 

Where applicable, comments should refer to the RFC-Draft Solicitation section number 
to which they are addressed. HESC does not intend to publish responses to this RFC. 
However, if you wish for your responses or any portion of the response to remain 
confidential, please mark them “Confidential” or “Proprietary” in accordance with the 
procedure described below. If HESC receives a public records request from a third party 
for responses received that have been marked “Confidential” or “Proprietary,” HESC will 
process such request under the procedures provided by New York State’s Freedom of 
Information Law (FOIL) regulations as detailed below (foil@hesc.ny.gov for additional 
information). 

FOIL provides exceptions to disclosure, including Section 87(2)(d) which provides for 
exemptions from disclosure for records or portions of records that “are trade secrets or 
are submitted to an agency by a commercial enterprise or derived from information 
obtained from a commercial enterprise and which if disclosed would cause substantial 
injury to the competitive position of the subject enterprise.” Information submitted to 
HESC that the disclosing party wishes to have treated as proprietary and confidential 
trade secret information should be identified and labeled “Confidential” or “Proprietary” 
on each page at the time of disclosure. Such information must be accompanied by a 
written request to exempt it from disclosure, including a written statement of the reasons 
why the specific information should be exempt. See Public Officers Law, Section 89(5) 
and the procedures set forth in 8NYCRR Part 2002. 

The purpose of this Request for Comment (RFC) is to invite external stakeholders to review and comment on the potential 

structure and substance of the New York State Higher Education Corporation’s (HESC) draft solicitation for a student financial 

aid processing portal. Responses to this RFC will in no way constitute a bid or proposal. 
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1.0 Background, Purpose and Problem 

1.1 Background 

The Higher Education Services Corporation (HESC) is New York State’s higher education 
student financial aid agency. Each year, HESC awards nearly $1 billion in financial aid 
assistance to help more than 330,000 students pursue their higher education goals. 

HESC helps New Yorkers attain their higher education through the administration of: 

● New York State Tuition Assistance Program (TAP) 

● 30+ state grant, scholarship, and loan forgiveness programs 

● Outreach programs that support students, families and educators 

HESC receives nearly 440,000 applications each year, including for TAP, one of the 
nation's largest need-based college financial aid grant programs available for students 
attending full-time, part-time and in non-degree programs. 

Founded in 1974, HESC was established to centralize the administration of New York's 
student financial aid programs. While eligibility criteria for grants, scholarships, and loan 
forgiveness programs are often dictated by Education Law and vary significantly in 
eligibility, new programs have historically been implemented under restrictive deadlines, 
leaving limited time to focus on user experience. These challenges are compounded by 
reliance on an outdated, inefficient legacy mainframe system. HESC aims to create a 
portal that presents data and integrates multiple databases into one central location. This 
will allow HESC staff to enhance efficiency, boost productivity, and, most importantly, 
significantly improve the overall experience for students, parents, colleges, and HESC 
staff. 

1.2 Purpose 

HESC will be seeking Proposals from responsible bidders for designing and developing 
a web-based, consolidated portal to help HESC’s staff review and process financial aid 
applications. 

The product, developed with Agile methodology, using responsive design principles, user 
research, prototyping, and human-centered design, will create a framework for a future 
complete backend portal for HESC staff and eventually replace legacy applications. 

1.3 Problem 

HESC’s financial aid system is a legacy platform that no longer aligns with the evolving 
needs of students, colleges, and staff. The current system is complicated, interdependent, 
and relies on obsolete technologies and time-consuming manual processes. These 
limitations hinder operational efficiency, create possible risks of non-compliance, and fail 
to provide a user-friendly, modern experience. 

DRAFT
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Data is stored and processed in a DB2 mainframe, Microsoft SQL Server, Microsoft 

Access, and HESC's LAN file servers. To process financial aid applications, employees 

need to navigate multiple systems and manually enter many paper and email-based 

submissions, making it challenging for staff to deliver timely information on financial aid 

to eligible students and their colleges. These delays often lead to multiple inquiries and 

the uploading and submission of duplicative information from colleges and students. 

2.0 Scope, Product Vision, Budget and Period of Performance 

2.1 Scope 

The scope of this project is to develop web-based portal that will provide HESC staff 
with a consolidated view of financial aid applications, to make application processing 
more efficient. 

This includes reviewing, updating, and verifying information using supporting 
documentation and data from multiple data sources; where possible, streamline and 
automate processes to help make eligibility determination and reporting easier. 

This portal will support processing of financial aid applications by enabling access to new, 
existing, and historical student records hosted in HESC’s mainframe and SQL Server 
platforms. HESC has a system, but it is outdated and lacks a seamless way to retrieve 
information (see Appendix 1 for Current System Screenshots). 

This portal will be used by HESC’s Grants and Scholarships Department which manages 
applications, determines eligibility, and administers payment for all NYS grant and 
scholarship programs. Programs managed by Grants and Scholarships include Tuition 
Assistance Program (TAP); Excelsior Scholarship; Enhanced Tuition Assistance (ETA); 
Science, Technology, Engineering, and Mathematics (STEM) Incentive Scholarship; 
Veterans Tuition Awards (VTA); Get On Your Feet Loan Forgiveness program (GOYF); 
and more than 20 other scholarship and loan forgiveness programs. 

The work will entail not just a redesign but a complete build of how the system functions 
and serves HESC staff. By leveraging a modern technology stack, the initiative will 
create a more scalable, efficient and future-proof platform. The goal is to build a user-
centered system that enhances productivity, reduces inefficiencies and empowers 
HESC’s staff with streamlined workflows. Reducing manual processing may include 
consolidation of data and databases, standardizing data across systems, or implementing 
a document management system. Finally, HESC will need a partner in looking ahead to 
establish a framework for processing applications now and in the future, and to create a 
plan to continuously improve the delivered software over the life of this contract and 
beyond. 

2.2 Resources and Documentation 

The successful bidder shall provide HESC with defined work products, technical and 
design support for the HESC portal development and sustainment, including project 
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management, product management, technical implementation, DevOps, design, 
workflows, testing, rollout, and content management across multiple channels. 

The successful bidder shall also provide documentation focused on key project aspects 
like scope and high-level requirements as well as product backlog, user stories, sprint 
backlog, burndown charts, release notes, user story maps, and acceptance criteria. 

HESC’s Project Manager will be building and maintaining a schedule with defined 
milestones that must be met by the successful bidder. The successful bidder’s 
performance will be measured by these defined milestone delivery dates established in 
collaboration with the extended project management team (Bidder PM and HESC PM). 

HESC will designate a Product Owner. The Product Owner will oversee the development 
of the product, ensuring the value delivered by the bidder team is maximized and backlog 
is aligned with HESC’s and stakeholder’s needs. HESC requires that the successful 
bidder will work closely with HESC to perform user research, prepare user personas and 
user stories. The HESC Team will review documentation, including meeting minutes from 
user research meetings and will review draft user stories with the successful bidder, prior 
to any work product being finalized. 

NYS Information Technology Services shall provide assistance on statewide policies and 
deliver tools and services that support the scope of the project and the mission of HESC, 
as needed. ITS will be required to provide timely responses to any required assessments 
or reviews in accordance with the approved project schedule. Any potential delay may 
have an impact to the project schedule and could result in project delays. 

2.3 Product Vision 

HESC is seeking to develop a better system for HESC staff to manage the financial aid 
process, which ultimately will enable students and their colleges to receive accurate and 
timely information about their financial aid. 

The product will enable staff to process student aid applications accurately and efficiently, 
ensuring HESC’s compliance with state laws, rules and regulations while supporting New 
York students in achieving their educational goals. The product must be designed to 
provide a framework to support future processing and operational needs and legislative 
changes that require rapid implementation. Therefore, the portal must have adaptability, 
flexibility, scalability and interoperability among multiple sources and interfaces. 

HESC reserves the right to commit the software delivered under this project to the public 
domain. The successful bidder will be required to obtain HESC permission before 
delivering any software under this project that incorporates any software that is not free 
and open-source. The successful bidder must post all developed code to a Git repository 
designated by HESC. 

2.4 Anticipated Period of Performance, Budget, and Ceiling Price 

The not-to-exceed ceiling for this contract will be $2 million for a one-year period of 

DRAFT

The purpose of this Request for Comment (RFC) is to invite external stakeholders to review and comment on the potential 

structure and substance of the New York State Higher Education Corporation’s (HESC) draft solicitation for a student financial 

aid processing portal. Responses to this RFC will in no way constitute a bid or proposal. 



  
  

 

        

         

             
 

      
            

         
            

  

  
 

       
    
      
         
     

      
    

         
    

 

   

          
      

      
  

 

  

        
        
             
  

      
            

   

     
    

 

         
  

           

9 

performance. Contingent on the Contractor’s successful performance, the contract may 
be extended for up to two additional years, with a not-to-exceed ceiling of $2 million per 
year, for continued development of the software product. Any extension will be subject to 
approval by the Office of the State Comptroller (OSC) and the Office of the Attorney 
General (OAG). 

2.5 New York State Certified Minority and Women Owned Business 
Enterprises/Service-Disabled Veteran Owned Businesses 

HESC promotes opportunities for maximum feasible participation of New York State-
certified Minority and Women-owned Business Enterprises (MWBEs) and Service-
Disabled Veteran-owned Businesses (SDVOBs), and the employment of minority group 
members and women in the performance of HESC contracts in accordance with New 
York State Law. New York State Executive Law Article 15-A; 5 NYCRR Parts 140-145; 
NYS Veterans’ Services Law Article 3. HESC has established the following goals with 
respect to the amount of funds that will be dedicated to MWBE and SDVOB vendors: 

DRAFT● An overall goal of 30% for MWBE participation, 15% for New York State certified 
minority-owned business enterprise (MBE) participation and 15% for New York 
State certified women-owned business enterprise (WBE) participation. 

● An overall goal of 6% for SDVOB participation. 

These goals can be reached by vendors that are registered New York State MWBE or 
SDVOB vendors, or through subcontracting with vendors that are registered New York 
State MWBE or SDVOB vendors. Successful bidders who cannot meet these 
requirements may submit a waiver. 

3.0 Objectives 

3.1 Product Backlog 

The set of preliminary user stories set forth below will be the starting point for the 
development of software to be provided under this project. These preliminary user stories 
are provided only for illustrative purposes, and do not consist of the full scope or detail 
of the project. 

HESC expects that the successful bidder will work closely with the Product Owner to 
perform regular user research, develop and prioritize a full list of user stories and do 
usability testing as the project progresses. 

Below is a set of preliminary user stories. HESC reserves the right to modify, add, retract, 
or reprioritize individual user stories at any time, and HESC expects the user stories will 
be continuously refined during the development process. 

● As a HESC support staff, I want to view all student application data, so I can assist 
with inquiries about application status. 

● As a HESC admin staff, I want the system to interface with databases, so that 
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application information is updated efficiently. 

● As a HESC staff, I want all submitted documents to be linked to student accounts 
in a single dashboard, so I can easily access, review, and process applications 
without switching between systems. 

● As a HESC support staff, I want to update student profiles, so I can keep their 
information current. 

● As a HESC support staff, I want the ability to review required documents that have 
been uploaded for applications, so the application can be processed without 
delays. 

● As a HESC admin staff, I want intelligent processing to automatically extract and 
validate data from submitted documents, flagging any missing or unrecognized 
information, so I can reduce manual data entry and notify students to resubmit. 

● As a HESC staff, I want to review student appeal and exception requests and 
supporting documents, so I can determine award eligibility. 

● As a HESC staff, I want to approve, reject, or request additional information, so I 
can ensure accurate processing. 

● As a HESC support staff, I want to send notifications to applicants to update their 
missing or incorrect information, so information can be updated. 

● As a HESC staff, I want the system to notify applicants about their application 
status, so the applicants are informed of next steps. 

● As a HESC support staff, I want to add and view notes, so I can document 
decisions and track changes. 

● As a HESC staff, I want to generate reports based on various pre-defined criteria, 
so HESC I can work efficiently and communicate with relevant stakeholders. 

● As a HESC staff, I want to search and filter student applications based on various 
criteria, so I can prioritize work effectively. 

● As a HESC staff, I want access to training materials, step-by-step guides, and 
FAQs within the portal, so I can learn how to use the portal effectively. 

● As a HESC admin staff, I want to be able to view and update the list of colleges in 
the system, so that it remains accurate and up to date. 

3.2 List of Deliverables with Quality Assurance Surveillance Plan (QASP) 

Below are the performance standards and quality levels the successful bidder’s code 
and documentation must meet, and the methods HESC will use to assess the standard 
and quality levels of that code and documentation. 

DRAFT
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Performance 
Standard(s) 

Code delivered under the order must have substantial automated 
test code coverage. 

Acceptable 
Quality Level 

Minimum of 90% of code covered by automated tests. All areas of 
code are meaningfully tested. 

Method of 
Assessment 

Combination of manual review and execution of the automated tests 

DRAFT
Performance 
Standard(s) 

HESC’s Style Guide can be found in Appendix 2 - HESC Style 
Guide 

Acceptable 
Quality Level 

0 linting errors and 0 warnings 

Method of 
Assessment 

Combination of manual review and automated testing 

Performance  Web Content Accessibility Guidelines (WCAG) v2.2 level AA   
Standard(s)  
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nys-p08-005-accessibility-of-information-communication-

technology_0.pdf 

Acceptable 
Quality Level 

0 errors reported using an automated scanner and 0 errors reported 
in manual testing. Required agency-specific documentation of the 
accessibility status is completed. 

Method of 
Assessment 

Combination of automated and manual testing with tools equivalent 
to Pa11y. 

DRAFT
Performance 
Standard(s) 

Code must successfully build and deploy into an agency-controlled 
staging environment. Bidder is required to provide both technical 
and build-specifications as part of the delivered work product. 

Acceptable 
Quality Level 

Deployment from version control of a successful build is automated 
using ITS standard tooling. For this project, we expect builds to 
trigger automatically from version control (e.g. on merge) to a non-
production (staging) environment. 

Code is continuously available in a version-controlled Git repository 
specified by the agency. 

Method of 
Assessment 

Combination of manual review and automated testing. 

Deliverable Documentation 
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Performance 
Standard(s) 

Summary of user stories completed at every sprint. All dependencies 
are listed, and the licenses are documented. Major functionality in 
the software/source code is documented through delivered 
specification documents. Individual methods are documented inline 
in a format that permits the use of tools such as JSDoc. System 
diagram is provided. Relevant security controls are documented and 
kept up to date. 

Acceptable 
Quality Level 

All final documentation is reviewed by HESC for accuracy and 
completeness. 

Method of 
Assessment 

Combination of manual review and automated testing. 

DRAFT
Deliverable Information Security Documentation 

Performance 

Standard(s) 

NYS Security Policies and Standards 

Acceptable 

Quality Level 

Vendor is able to provide security documentation that can be 
analyzed by NYS for potential risks. Security documentation 
includes, but is not limited to, a completed Consensus Assessment 
Initiative Questionnaire (CAIQ) and NYS Security Design Intake 
Form which details security controls and technical information, and 
an architecture diagram that shows all connections, protocols, 
software and hardware, along with any security infrastructure 
intended to be implemented. If there is an Artificial Intelligence (AI) 
component, a NYS AI Intake Form will be required in addition to the 
standard documentation. 

Method of 

Assessment 

NYS to assess the documentation for completeness and depth of 
detail. Information provided will be leveraged for a qualitative risk 
assessment against NYS Security Policies and Standards as well as 
industry standards. 
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Deliverable Secure code 

Performance 
Standard(s) 

Code is free of un-remediated vulnerabilities in accordance with the 
NYS Vulnerability Management Standard (NYS-S15-002) 

Acceptable 
Quality Level 

Code submitted is free of critical, high and medium security 
vulnerabilities discovered through vulnerability scanning efforts, and 
low severity vulnerabilities are documented. Any code-based 
software written for NYS HESC must also incorporate secure coding 
practices to eliminate common coding vulnerabilities and to be 
resilient to high-risk threats before being deployed in production as 
prescribed by the NYS Secure Coding Standard (NYS-S13-002). 

Method of 
Assessment 

Static code scanning and manual review free of critical, high, and 
medium severity vulnerabilities. Dynamic, authenticated scanning of 
the pre-production environment is free of critical, high and medium 
severity vulnerabilities. 

DRAFT
Deliverable User research 

Performance 
Standard(s) 

Usability testing and other user research methods are conducted at 
regular intervals throughout the development process and not just at 
the beginning or end of the process. 

Acceptable 
Quality Level 

Research plans and artifacts from usability testing and/or other 
research methods with end users are available at the end of every 
applicable sprint, in accordance with the bidder’s research plan. 

Method of 
Assessment 

HESC will manually evaluate the artifacts based on a research plan 
provided by the bidder at the end of the second sprint and every 
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applicable sprint thereafter. 

Deliverable Accepted Features 

Performance 
Standard(s) 

At the beginning of each sprint, the Product Owner and the 

development team will collaborate to define a set of user stories 

grounded by user research to be completed during the sprint. 

Acceptance criteria for each story will also be defined. The 

development team will deliver code and functionality to satisfy these 

user stories. 

Acceptable 
Quality Level 

Delivered code meets the acceptance criteria for each user story 
and the definition of done. Incomplete stories will be assessed and 
considered for inclusion in the next sprint. 

Method of 
Assessment 

Manual review. 

DRAFT
Deliverable API-Driven Architecture 

Performance 
Standard(s) 

Any public or private APIs developed as part of the project are well-
documented and semantically versioned. 

Acceptable 
Quality Level 

All API endpoints, parameters, defaults, and outputs are 
documented and updated at the end of every applicable sprint. 

Semantic versioning is kept up to date at the end of every applicable 
sprint. 
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Method of Combination of manual review and automated testing, if available. 
Assessment 

4.0 Contract Place of Performance and Contract Type 

4.1 Contract Place of Performance 

All services provided under this contract by the successful bidder and all subcontractors 
they engage shall be performed in the contiguous United States. 

Successful bidder warrants that each individual performing work under this contract is 
legally eligible to work in the United States and that such eligibility shall be maintained at 
all times during the engagement while the individual is accessing any HESC facilities, 
information systems or data contained therein. HESC’s core working hours are 8 AM to 
5 PM Eastern Time; the successful bidder and the individuals performing work on the 
contract must be available for meetings with HESC within the core working hours. 

HESC expects to host regular scrum ceremonies with the successful bidder, including 
daily standups, biweekly sprint planning, biweekly sprint review, and biweekly sprint 
retrospectives to discuss and review successful bidder progress and performance. HESC 
reserves the right to modify the frequency and scheduling of these meetings. 

As part of this engagement, HESC will continuously assess the vendor’s progress and 
performance to ensure adherence to project timelines. Regular assessments will be 
conducted to monitor milestones, address any concerns, and ensure ongoing alignment 
with the project’s objectives. This ongoing review process will help maintain clear 
communication, address issues promptly, and ensure the project remains on track with 
its objectives and expectations. 

4.2 Travel Requirements 

Periodic travel to HESC’s primary location in Albany area may be required. HESC will 
give advance notice unless an emergency arises. Examples include beginning of the 
project, starting of major releases, or critical issues that require immediate attention. The 
successful bidder must include any potential travel expenses as part of their fully loaded 
hourly rate. 

4.3 Contract Type and Contract Contents 

HESC intends to structure the contract as a time and materials contract. Bidders should 
specify fully loaded hourly rates for all personnels anticipated to work on this project 
including potential travel expenses. Bidders must also include the cost of any base 
software, if applicable. Bidders may refer to Attachment 6 - Cost Proposal. The total cost 
to HESC over a period of one year may not exceed $2 million. However, HESC makes 
no guarantee regarding the volume of work, or the level of effort required. 
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This document along with the eventual Bidder’s Proposal are expected to be incorporated 
into any contract agreement resulting from this solicitation. 

4.4 Payment 
Payment for services will be based on hours complete and the fully loaded rates 
included in Attachment 6 – Cost Proposal. Payment for any software or licensing costs 
will be subject to HESC final acceptance of the system. 

5.0 Operating Constraints (Non-functional Requirements) 

5.1 Environment 
The proposed application environment must either be a cloud-native .Net environment 
or a low-code development platform (LCDP). The following are the minimal 
requirements for either approach: 

.Net Based Pro-Code Environment: 

• The proposed software product should be a three-tier cloud native application 
that can be hosted in either Microsoft Azure GovCloud or Google Cloud platform. 
ITS would provide a secure tenant for any of the above clouds listed as part of 
their cloud managed service. 

• The software should follow and implement principles of cloud native architecture 
that emphasizes scalability, resiliency and agility tailored for cloud computing. At 
a bare minimum, the software should build and deploy microservices, containers, 
immutable infrastructure, declarative API’s and Service Meshes. 

• The programming language should be Microsoft C# using .NET framework using 
the latest stable release (.NET Framework 8 with C# 13). 

LCDP Environment: 

• If a LCDP is used, the platform must be hosted on a tenant that is certified as 
FedRAMP Moderate. 

• If a LCDP is used, the entire application should be developed on the singular 
LCDP. Utilization of multiple platforms is prohibited. 

• The LCDP must not require the maintenance of textual pro-code to operate. 

Either approach must support four (4) lifecycle environments: Development, Test, 
Staging, and Production. 

All Application Programming Interfaces (API) developed for this engagement must use 
Representation State Transfer (REST) design practices. All API designs must be 
approved by ITS prior to development. 

The application(s) developed by the vendor must use the ITS managed Active Director 
Federated Services (ADFS) tenant for user authentication and authorization. The 
application(s) must integrate with ADFS using Security Assertion Markup Language 
(SAML) version 2 or Open Identity Connect (OIDC) as an integration protocol. 
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The system must be mobile responsive and built using Responsive Web Design (RWD). 

5.2 Personnel Skills and Knowledge 
Key Personnel – The successful bidder must designate a Project Manager Lead (PM), a 
Technical Lead and a User Research Lead as Key Personnel for this project. Bidders will 
be required to complete Attachment 1 – Key Personnel Form as part of their Technical 
Submission. The Attachment 1- Key Personnel Form provides the minimum qualifications 
for these roles. 

The PM will be a direct liaison to the HESC Product Owner and will be responsible for the 
supervision and management of all of the successful bidder’s personnel. 

The Technical Lead must have a full understanding of an agile technical approach and 
have experience with data engineering and database design to be used by the successful 
bidder’s development team. The Technical Lead will be responsible for ensuring that the 
successful bidder’s development team follows that approach. 

User Research Lead and team will be conducting research to understand user needs, 
behaviors, and pain points, gathering data through various methods like interviews, 
surveys, and usability testing, then analyzing that data to provide actionable insights that 
guide product development and design decisions, ultimately ensuring the product 
effectively meets user expectations. 

Key Personnel Substitution – Key Personnel (lead roles) substitutions must be approved 
by HESC in writing, and will only be justified by an HESC request, sudden illness, death, 
change of employment, or termination of employment for cause. Any lead role 
replacement must be of equal or higher skill set from the candidate being replaced. 
Successful bidder requests for a substitution of Key Personnel must be in writing and 
include a detailed explanation of the justifying circumstances, and a complete résumé for 
the proposed substitute or addition, including skills, experience, education, training, and 
security level. HESC will make final determination on proposed replacement for lead 
candidates. HESC’s failure to approve a proposed substitution will not constitute grounds 
for non-performance by the successful bidder or form a valid basis for any claim for money 
or any equitable adjustment. 

HESC will be notified in writing of any staff replacement. This notification should include 
resumes and contact information. 

5.3 Special Clauses 

Data Rights and Ownership of Work Products – HESC intends that all software work 
products and documentation delivered by the successful bidder will be owned by HESC 
and HESC reserves the right to commit the software to the public domain. This software 
and documentation includes, but is not limited to, data, documents, graphics, code, plans, 
reports, schedules, schemas, metadata, architecture designs, and the like; all new 
software created by the successful bidder and forks or branches of current software 
where the successful bidder has made a modification; and all new tooling, scripting 
configuration management, infrastructure as code, or any other final changes or edits to 
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successfully deploy or operate the software. The successful bidder must promptly 
disclose to HESC in writing, and list in the documentation, any software incorporated in 
the delivered software that is subject to a license. 

If software delivered by the successful bidder incorporates software that is subject to an 
open-source license that provides implementation guidance, then the successful bidder 
must ensure compliance with that guidance. If software delivered by the successful bidder 
incorporates software that is subject to an open-source license that does not provide 
implementation guidance, then the successful bidder must attach or include the terms of 
the license within the work itself, such as in code comments at the beginning of a file, or 
in a license file within a software repository. 

In addition, the successful bidder must obtain written permission from HESC before 
incorporating into the delivered software any software that is subject to a license that 
does not qualify under the Open-source Definition promulgated by the Open-source 
Initiative. If HESC grants such written permission, then the successful bidder’s rights to 
use that software must be promptly assigned to HESC. 

5.4 Security 

The successful Bidder must comply fully with all security policies, standards, and 
procedures of the State located at https://its.ny.gov/eiso/policies/security, including any 
successor policies standards and guidelines. All expenses, including travel and lodging 
associated with compliance of the successful Bidder’s staff to these security 
requirements, are the responsibility of the successful bidder and are not reimbursable. In 
addition, the successful bidder must comply fully with all other security policies, 
standards, and procedures of the State, not identified in this solicitation, but that are 
nevertheless clearly communicated to it in the performance of this project. The successful 
bidder will also be required to adhere to HESC-specific security and confidentiality 
provisions, both as described in any negotiated contract and as communicated by HESC 
to the successful bidder throughout the period project performance. 

6.0 Procurement Process Submission Instructions, and Evaluation 

6.1.1 Calendar of Events DRAFT

Event Date 

2. Deadline for Submission of Vendor Questions Two weeks from Release Date 

CALENDAR OF EVENTS 

1. Solicitation Release Date 
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3. Issuance of Response to Submitted Questions Three weeks from Release Date 

4. Proposal Due Date Six weeks from Release Date 

5. Vendor Demonstrations Eleven weeks from Release Date 

6. Anticipated Notification of Award Twelve weeks from Release Date 

7. Timeframe for Contract Approval; Contract to 
Begin 

Six Months from Release Date 

Note: all event due dates close at 5:00 PM EST 

DRAFT6.1.2 Method of Award 
HESC will make an award for the services described in this solicitation to a responsive 
and responsible Bidder on a “Best Value” basis. Best Value means that the Proposal 
that optimizes quality, cost, and efficiency among responsive and responsible Bidders 
shall be selected for award (State Finance Law, Article 11, Section 163). 

HESC reserves all rights with respect to the award. All Proposals deemed to be 
responsive to the requirements of this procurement will be evaluated and scored for 
technical qualities and cost. Proposals failing to meet the requirements of this document 
may be eliminated from consideration. The evaluation process will include separate 
technical and cost evaluations, and the result of each evaluation shall remain confidential 
until both evaluations have been completed, and a selection of the winning Proposal is 
made. 

The evaluation process will be conducted in a comprehensive and impartial manner by 
an Evaluation Committee. The Technical Proposal will be weighted 70% of a Proposal’s 
final score, and the information contained in the Cost Proposal will be weighted 30% of a 
Proposal’s final score. 

A composite score will be calculated by adding the Technical Proposal and the Cost 
Proposal points. The Proposals will be ranked based on the combined scores. 

Bidders may be requested by HESC to clarify the contents of their Proposals. Other than 
to provide such information as may be requested by HESC, no Bidder will be allowed to 
alter its Proposal or add information after the Deadline for Submission of Proposals listed 
in Section 6.1.1 (Calendar of Events). 
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6.2 Instructions for Proposals 

6.2.1 General Requirements for Proposals 
Bidders responding to this must satisfy all mandatory requirements. All Bidders are 
requested to submit complete Administrative, Technical, and Cost Proposals. A 
Proposal that is incomplete in any material respect may be rejected and render the 
Bidder’s Proposal nonresponsive. A Proposal checklist is included as Attachment 4 -
Mandatory Checklist. 

No information beyond that specifically requested is required and bidders are requested 
to adhere to the formatting requirements as outlined in the Submission Criteria. 

To expedite review of the Proposals, Bidders will be requested to submit Proposals in 
separate Administrative, Technical, and Cost Proposals, inclusive of all materials in 
Attachment 4– Mandatory Checklist. Evaluations of the Administrative, Technical, and 
Cost Proposals received in response will be conducted separately. Bidders must not 
include any cost information in their Technical Proposal documents, or the bidder will be 
disqualified. 

6.2.2 Bidder Minimum Qualifications 
Bidders must complete Attachment 3 – Minimum Bidder Qualifications and Attachment 2 
– Bidder References with their proposals to meet the requirements of this section. 

To be considered for the award, bidder must meet the minimum qualifications listed below 
and in Attachment 3, for its Proposal to be considered. Proposals that meet the minimum 
qualifications will move on to the Technical and Cost Evaluation. Bidders may still be 
disqualified if it is later determined that the Bidder did not meet all of the minimum 
qualifications and should not have qualified to move onto the Technical and Cost 
Evaluations stage. 

Note: Subcontractor experience may not be used by bidder to meet minimum 
qualifications. The minimum qualifications must be met by the bidder. Subcontractors’ 
qualifications will be considered in evaluating the overall Technical Proposal. 

Minimum Qualifications are: 

1. The successful bidder firm has completed two (2) successful 

implementations of comparable size and scope within the last 5 years. The 

customers for these past projects must be verifiable. 

2. The Bidder must have completed one (1) successful public-sector 

implementation of comparable size and scope within the last 5 years. The 

customers for these past projects must be verifiable. 

The bidder shall provide with its Proposal the contact information for client points of 
contact for all above referenced projects (additional projects may be submitted but are 
not required.) Bidder shall provide the client’s name, address, three (3) contacts and 
phone numbers for each project, as well as a brief description of the project scope and 
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dates of service (see Attachment 2 – Bidder Reference Form). The client should be 
represented at minimum by someone in a senior leadership position. Client points of 
contact will be contacted for verification of project dates, size, scope, and price. 

6.2.3 Proposal Completeness Review 

After the Proposal opening, each Proposal will undergo an initial screening to access 
completeness and alignment with the requirements. Completeness will be reviewed on a 
Pass/Fail basis. Proposals that fail to meet the mandatory requirements may be deemed 
nonresponsive, removed from further consideration, and the Bidder notified accordingly. 
Proposals that pass will proceed to the Technical Evaluation and Cost Evaluation. 

6.2.4 Administrative Proposal Submissions 

Administrative Proposal Submissions should contain all items listed in Section 7 Other 
Administrative Requirements. The information requested should be provided in the 
prescribed format. All responses may be subject to verification for accuracy. Please note 
the selected bidder will be required to complete additional forms as part of any contract 
agreement. 

The Administrative Proposal will not be assessed a score. 

6.2.5 Technical Proposal Submissions 

Technical Proposal submission must consist of Attachment 5 – Technical Proposal which 
includes corporate experience and technical approach, roadmaps, a staffing plan, the 
Attachment 1 - Key Personnel Form, and references to one or more source code samples. 
Technical submissions may also include user research plans and design artifacts of no 
more than 30 pages combined. HESC will not evaluate any pages in excess of the limits 
described. 

The Technical Proposal is 70% (up to 70 points) of the final core. 

A. Corporate Experience: 

Bidders must submit Attachment 5 – Technical Proposal, references to one or more 
source code samples, and a roadmap of the related prior work, for their Corporate 
Experience submission. In evaluating a Bidder’s similar agile development and 
implementation of web-based systems experience, HESC will consider the Bidder’s 
corporate background, years of experience, and capacity to complete the project within 
the period of performance. 

HESC will consider the extent to which the Bidder has recently provided agile software 
development services for projects that are similar in size, scope, and complexity to the 
project described, and the quality of those services. Bidders must also include a roadmap 
of the key components, timeline and major milestones. 

In evaluating the quality of those services, HESC will consider, among other things, the 
revision history for all files in the source code samples provided. HESC will also consider 
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the user research and design-related artifacts that were associated with the source code 
samples provided or submitted separately. In considering a Bidder’s similar experience, 
HESC may also consider information from any other source including public websites. 

The source code samples should be for projects that are similar in size, scope, and 
complexity to the project contemplated here. The source code must have been developed 
by either (i) the Bidder itself, (ii) a proposed subcontractor, or (iii) an individual that is 
being proposed as Key Personnel for this project. HESC would prefer that the source 
code samples have been for recent projects involving teams of approximately 4–8 Full-
Time Equivalent (FTE) personnel. 

If the references to source code samples provided do not include associated references 
to user research plans and design artifacts demonstrating how ongoing user research 
was incorporated into the project, then the Bidder must submit a user research plan and 
design artifacts relating to at least one (1) of the source code samples provided. 

The references to one or more source code samples must be either links to Git 
repositories (either credentialed or public) or to equivalent version-controlled repositories 
that provide HESC with the full revision history for all files. If a Bidder submits a link to a 
private Git repository hosted with GitHub, HESC will provide the Bidder with one or more 
GitHub user identities by email, and the Bidder will be expected to promptly provide the 
identified user(s) with access to the private Git repository. 

B. Staffing Approach: 

The Bidder’s proposed staffing submission must include Attachment 1 – Key Personnel 
Form and a staffing plan of no more than three (3) pages using 10-point font. The staffing 
plan must set forth the Bidder’s proposed approach to staffing the requirements of this 
project, including the titles of each position and proposed level of effort for each member 
of the Bidder’s team. The staffing plan must also identify the proposed Project Manager, 
Technical Lead and User Researcher by name and include a resume for each. For non-
key personnel, include resumes along with a brief description of the experience and 
capability for each individual but the resume and description cannot exceed one (1) page 
in length each. HESC will not evaluate any pages in excess of the limits described. 

Bidders proposing Key Personnel who are not currently employed by the Bidder, must 
include a signed letter of intent from the individual proposed as Key Personnel that they 
intend to participate in this project for at least one (1) year if a contract is awarded to the 
Bidder. The staffing plan must also set forth the extent to which the proposed team for 
this project was involved in the development of the source code submitted as part of 
Corporate Experience. 

The staffing plan must set forth and explain the extent to which the Bidder will provide 
individuals with experience in the following areas: 

● Agile development practices 

● Automated (unit/integration/end-to-end) testing 
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● Continuous Integration and Continuous Deployment 

● Refactoring to minimize technical debt 

● Application Protocol Interface (API) development and documentation 

● Cloud deployment 

● Product management and strategy 

● Usability research, such as (but not limited to) contextual inquiry, stakeholder 
interviews, and usability testing 

● User experience design 

● Sketching, wireframing, and/or prototyping, and user-task flow development 

● Visual design 

● Content design and copywriting 

● Building and testing public-facing sites and tools 

C. Technical Approach: 

Bidders must submit Attachment 5 – Technical Proposal, a roadmap of the proposed 
approach for the Technical Proposal. The Technical Proposal may also include user 
research plans and design artifacts of no more than 30 pages combined. 

The Technical Proposal must set forth the bidder’s approach for user research, proposed 
technical approach to providing the services required, including the base software (if any) 
and programming language(s) the Bidder proposes to use (refer to section 5.1). The 
Technical Proposal must also identify the proposed approach for quality assurance and 
testing (refer to section 3.2). The Technical Proposal must also make clear that the Bidder 
understands the details of the project scope and timeline. The vendor should include a 
Roadmap of their approach to the project. The Technical Proposal must also include the 
development lifecycle they will be using for this project, identify potential obstacles to 
efficient development and include plans to overcome those potential obstacles. The 
Technical Proposal must also include a description of the Bidder’s plans, if any, to provide 
services through subcontractors. 

D. Security: 

The Bidder’s Technical Proposal must include the bidder’s ability to ensure the security 
of the solution complies with New York State standards outlined in Section 5.4 Security. 

Bidders must respond to this requirement through Attachment 5 – Technical Proposal. 

DRAFT
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6.2.6 Cost Proposal Submissions 

Bidder’s must complete Attachment 6 – Cost Proposal for the cost proposal submission. 
Cost submissions must set forth a single dollar amount that represents the Bidder’s 
estimate of the total cost to HESC. This should include the development services and 
travel expenses required for one year (fully loaded rate) as well as software if applicable. 
HESC expects that the proposed titles and staffing levels set forth by the Bidder in the 
Excel workbook will be consistent with the Bidder’s staffing plan. 

HESC intends to evaluate Proposals and award based on initial Proposals, and therefore 
the Bidder’s initial Proposal should contain the Bidder’s best and final terms. 

The cost evaluation is 30% (up to 30 points) of the final score. 

6.2.7 Composite Score 

DRAFTThe composite score will be calculated by HESC by adding the Technical Evaluation 
points and the Cost points awarded. Finalists (Bidder’s susceptible to an award) will be 
determined based on preliminary composite scores. Should more than one Bidder 
receive the same composite score, the tie will be broken using the Cost Proposal score. 

6.2.8 Demonstrations 

All Finalists will be invited to provide a demonstration to showcase their capabilities. The 
demonstration will be evaluated and factored into the final selection process. HESC will 
maintain an accurate record of each Bidder’s live demonstration session, and such record 
shall be available for review when HESC opens the procurement files for public 
inspection. HESC reserves the right to deem any functionality demonstrated during the 
live demonstration as part of the Technical Proposal. 

Each demonstration will be conducted remotely via video connection and/or 
teleconference. Bidders must confirm in writing any substantive oral clarification of their 
Proposals made in the course of discussions. Any such written clarifications then 
become part of the Bidder’s Proposal and are binding if the contract is awarded. 

The finalists, as defined above, will be notified of the date, time, and place of the live 
demonstration. The purpose of the live demonstration will be for the Bidder to 
demonstrate its ability to provide the requested services and to provide details as to 
how it will accomplish the project scope. Key personnel must participate in the Bidder’s 
live demonstration. 

Additional details with regard to the format of this stage of the evaluation may be 
provided to the finalists prior to the demonstration. The presentation will be evaluated 
on the basis of whether it substantiates the characteristics and attributes indicated in the 
Proposal. 

HESC will randomly schedule Bidder live demonstrations, from those Bidders 
susceptible to award, during the period indicated in section 6.1.1 Calendar of Events. 
Random scheduling precludes any consideration of Bidder’s time or date scheduling 

The purpose of this Request for Comment (RFC) is to invite external stakeholders to review and comment on the potential 
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preferences or related requests. When the Bidders’ live demonstration schedule has 
been determined, HESC will contact Bidders with the relevant information as indicated 
in section 6.1.1 – Calendar of Events. 

6.3 Evaluation Methodology 

Submission Review 

HESC will examine all Proposals that are received in a proper and timely manner to 
determine if they meet the Proposal submission requirements and include the proper 
documentation, including all documentation required for the Administrative Proposal. 
Proposals that have omitted materials documents or are materially deficient in meeting 
the submission requirements, in the sole opinion of HESC, may be rejected. 

Technical Evaluation 

The evaluation process will be conducted in a comprehensive and impartial manner. A 
Technical Evaluation Committee comprised of New York State senior staff will review and 
evaluate all Proposals. Proposals will undergo a preliminary evaluation to verify minimum 
Bidder qualifications. The Technical Evaluation Committee members will independently 
score each Technical Proposal that meets the submission requirements. The individual 
Committee Member scores will be averaged to calculate the Technical Score for each 
responsive Bidder. 

The technical evaluation is 70% (up to 70 points) of the final score. 

Cost Evaluation 

The Cost Evaluation Committee will examine the Cost Proposal documents. The Cost 
Proposals will be opened and reviewed for responsiveness to cost requirements. If a Cost 
Proposal is found to be nonresponsive, that Proposal may not receive a cost score and 
may be eliminated from consideration. The Cost Proposals will be scored based on a 
maximum cost score of 30 points. The maximum cost score will be allocated to the 
Proposal with the lowest all-inclusive, not-to-exceed maximum price. All other responsive 
Proposals will receive a proportionate score based on the relation of their Cost Proposal 
to the Proposals offered at the lowest final cost, using this formula: 

C = (A/B)* 30% 

A is Total price of lowest cost Proposal 

B is Total price of cost Proposal being scored 

C is the Cost score 

The cost evaluation is 30% (up to 30 points) of the final score. 

Composite Score 

The composite score will be calculated by HESC by adding the Technical Evaluation 

DRAFT
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points and the Cost points awarded. Finalists (Bidder’s susceptible to an award) will be 
determined based on preliminary composite scores. Should more than one Bidder receive 
the same composite score, the tie will be broken using the Cost Proposal score. 

Bidder Demonstration Evaluation 

Finalists, those Bidders susceptible to award, will be eligible to provide an oral 
presentation. Presentations will be conducted at the HESC offices in Albany, New York 
or by videoconference. HESC will maintain an accurate record of each Bidder’s live 
demonstration session, and such record shall be available for review when HESC opens 
the procurement files for public inspection. 

Award Recommendation 

The Evaluation Committee will submit a recommendation for award to the Finalist(s) with 
the highest composite score(s) whose experience and qualifications have been verified. 
HESC will notify the awarded Bidder(s) and Bidders not awarded. The awarded Bidder(s) 
will enter into a written Agreement to provide the required services. The resultant contract 
shall not be binding until fully executed and approved by the New York State Office of the 
Attorney General and the OSC. 

7.0 Other Administrative Requirements 

While not incorporated into the Request for Comment, a list of the mandatory forms for 
the Administrative Proposal can be found in Attachment 4 – Mandatory Check List. 

Appendices & Attachments 

Appendix 1 - Screen Shots of Current System 

Appendix 2 - HESC Style Guide 

Attachment 1 - Key Personnel Form 

Attachment 2 - Bidder Reference Form 

Attachment 3 - Bidder Minimum Qualifications 

Attachment 4 - Mandatory Check List 

Attachment 5 - Technical Proposal 

Attachment 6 - Cost Proposal 
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Appendix 1�- Examples- Screen shots of the current�HESC systems�

1- Office Automation Application�(MS Access)�
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2- Scholarship Application�(MS Access)�
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3- HESCWeb- Online (non-Public)�site�
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Appendix 2 

HESC Website Style Guide 
Acceptable Logo Variations 

Color Palletes 

DRAFTPrimary Color
HEX: #0B5D66 

Secondary Color
HEX: #65999E 

RGB: 11 / 93 / 102 RGB: 101 / 153 / 158 

Primary Blue
HEX: #154973 

Secondary Blue
HEX: #457AA5 

RGB: 21 / 73 / 115 RGB: 69 / 112 / 165 

Tertiary Color
HEX: #F2F6F6 
RGB: 242 / 246 / 246 

Tertiary Blue
HEX: #EFF6FB 
RGB: 239 / 246 / 251 

Primary Accent
HEX: #FACE00 

Black 
HEX: #000000 

RBG: 250 / 206 / 0 

Dark Gray
HEX: #62666A Secondary Accent

HEX: #FFE396 

Mid Gray
HEX: #D0D0CE 

Red Alert 
HEX: #FEC3C3 

Light Gray
HEX: #EDEDED 

White 
HEX: #FFFFFF 

Links 
HEX: #004DD1 

Core Typography Style Typography Style 

Proxima Nova Light 
Proxima Nova Regular 
Proxima Nova Bold 

Oswald Light 
Oswald Regular 
Oswald Bold 

Replacement Fonts 

Arial Regular 
Arial Bold 

h1 Headline Bold 
Title Set In Proxima h2 
Nova Bold, Title Case. 
Subtitle set in proxima nova bold, 
sentence case. Lorem ipsum dolor sit 

h3 amet, consectetur adipiscing elit, sed do
eiusmod tempor incididunt ut labore et
dolore magna aliqua. 

Body copy set in proxima nova regular, 
sentence case. Lorem ipsum dolor sit 

Copy amet, consectetur adipiscing elit, sed do 
eiusmod tempor incididunt ut labore et 
dolore magna aliqua. 

System Fonts 

D Sari Bold ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 
1234567890!@#$%^&* 

Communication Fonts 

Proxima Nova Light 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 
1234567890!@#$%^&* 

Proxima Nova Regular 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 
1234567890!@#$%^&* 

Proxima Nova Bold 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 
1234567890!@#$%^&* 

Oswald Light 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 
1234567890!@#$%^&* 

Oswald Regular 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 
1234567890!@#$%^&* 

Oswald Bold 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 
1234567890!@#$%^&* 



ATTACHMENT 1 
REQUEST FOR COMMENT 

Student Aid Processing Portal 

ATTACHMENT 1 - KEY PERSONNEL FORM 

     

  
   

    

  

                
             

                
                

      

  

  

       
      

    

  

    

   

    

     
     

    

        

    

    

  

    

   

    

     
    

    

         

 

     

Bidder Name: 

Name the proposed Individual for each position using the form below. Describe in detail how the proposed personnel 
meet the Minimum Requirements (on what projects/systems/software/etc.) and where, when and how long the proposed 
personnel worked on a specific project using the specified software/technology. Please provide clear and accurate 
descriptions of the individual’s experience. Type to expand response areas on the form. Résumés should be included 
with the Staffing Plan. All supporting information related to Section 5.2 must be included in the form. 

DRAFT
Technical Lead 

Proposed Key Personnel 

Requirement 1: Demonstrated eight (8) or more years of hands-on experience leading agile software development 
solutions and implementations with a proven record of success 

Dates (month/year) of Experience: 

Company Name(s): 

Contact Name(s) and Title(s): 

Contact Phone Number(s): 

Project(s) Name and Description: 

Description of Key Personnel’s roles 
and responsibilities on the project(s) 
related to this requirement: 

Requirement 2: Demonstrated seven (7) or more years experience with multi-layer, complex technology design and 

implementations focusing on the technical aspects of IT infrastructure and ensuring systems meet quality, security, and 

business requirements. 

Dates (month/year) of Experience: 

Company Name(s): 

Contact Name(s) and Title(s): 

Contact Phone Number(s): 

Project(s) Name and Description: 

Description of Consultant’s roles and 
responsibilities on the project(s) 
related to this requirement: 

Requirement 3: Demonstrate seven (7) or more years experience with data engineering/mapping, database design 

and system architecture. 

Attachment 1 - Key Personnel Form Page 1 of 4 



     

    

  

    

   

    

     
    

    

     

     

    

  

    

   

    

     
    

    

  

  

        
      

    
 

    

  

    

   

    

     
    

    

         
      

    

    

Dates (month/year) of Experience: 

Company Name(s): 

Contact Name(s) and Title(s): 

Contact Phone Number(s): 

Project(s) Name and Description: 

Description of Consultant’s roles and 
responsibilities on the project(s) 
related to this requirement: 

Requirement 4: Demonstrate seven (7) or more years experience of team leadership, analysis and design skills using 

formal methodologies of SSDLC .and demonstrate the ability to meet schedules and balance competing priorities 

Dates (month/year) of Experience: 

Company Name(s): 

Contact Name(s) and Title(s): 

Contact Phone Number(s): 

Project(s) Name and Description: 

Description of Consultant’s roles and 
responsibilities on the project(s) 
related to this requirement: 

DRAFT
Project Manager 

Proposed Key Personnel: 

Requirement 1: Demonstrated eight (8) or more years of project management experience in an information technology 
industry of which three (3) years must be in a government setting, duties include developing project plans, defining 
scope, and managing schedules using Agile methods and techniques to ensure deliverables are completed on time, 
within budget, and according to specifications. 

Dates (month/year) of Experience: 

Company Name(s): 

Contact Name(s) and Title(s): 

Contact Phone Number(s): 

Project(s) Name and Description: 

Description of Consultant’s roles and 
responsibilities on the project(s) 
related to this requirement: 

Requirement 2: Demonstrated seven (7) or more years of experience in agile project management, managing the 
design and development of a large-scale system implementations. Proven ability to facilitate and manage projects 
using Agile methodologies, focusing on iterative delivery using short sprints. 

Dates (month/year) of Experience: 

Attachment 1 - Key Personnel Form Page 2 of 4 



 

                                                                                                                      
 

 

        

          

         

    
 

      

     
    

    
 

           
            

   

          

        

          

         

    
 

      

 
 

     
    

    
 

 

 

        

        
            

      

          

        

          

         

    

 
      

     
    

    
 

              

  

 

    

Company Name(s): 

Contact Name(s) and Title(s): 

Contact Phone Number(s): 

Project(s) Name and Description: 

Description of Consultant’s roles and 
responsibilities on the project(s) 
related to this requirement: 

Requirement 3: Demonstrated seven (7) or more years of experience managing mid-large that included Identifying 
and monitoring project risks and issues, and developing mitigation plans using Agile methodology and 
Project management tools 

Dates (month/year) of Experience: 

Company Name(s): 

Contact Name(s) and Title(s): 

Contact Phone Number(s): 

Project(s) Name and Description: 

Description of Consultant’s roles and 
responsibilities on the project(s) 
related to this requirement: 

DRAFT
User Research Lead 

Proposed Key Personnel: 

Requirement 1: Demonstrate five (5) or more years of experience in an information technology agile setting; 
planning, designing, and conducting research to understand user needs, behaviors and experiences; to 
drive product and design decisions. 

Dates (month/year) of Experience: 

Company Name(s): 

Contact Name(s) and Title(s): 

Contact Phone Number(s): 

Project(s) Name and Description: 

Description of Consultant’s roles and 
responsibilities on the project(s) 
related to this requirement: 

Requirement 2: Demonstrated three (3) or more years experience as a user researcher studying users to: 

Plan research: Create a detailed plan to identify goals, research methods, and timelines; 

Conduct research: Use a variety of methods, including surveys, interviews, and usability testing, to gather data about 
users 

Analyze data: Use the data to understand user preferences, behaviors, and pain points; 

Attachment 1 - Key Personnel Form Page 3 of 4 



 

                                                                                                                      
 

 

   
 

     
  

 

          

        

          

         

    

 
      

     
    

    
 

      

  

     

    

 

   

  

   

          

        

          

         

    

 
      

     
    

    
 

 

 

Translate findings: Create User Stories and screen mock-ups, communicate the findings to developers and the 
product team in a way that they can understand; 

Collaborate with teams: Work with product design, product management, and product development teams to drive the 
design process. 

Dates (month/year) of Experience: 

Company Name(s): 

Contact Name(s) and Title(s): 

Contact Phone Number(s): 

Project(s) Name and Description: 

Description of Consultant’s roles and 
responsibilities on the project(s) 
related to this requirement: 

Requirement 3: Demonstrated three (3) or more years of Business Analysis experience in at least three of the four 

knowledge areas: 

(1) Using recognized business analysis methodologies to elicit requirements; 

(2) Describing in a comprehensive written document what the system, process, or product/service must do to fulfill the 

business requirements; 

(3) Using recognized business analysis methodologies to design solutions to improve the efficiency and effectiveness 

of the business processes; 

(4) Documenting, communicating, and validating requirements throughout the system development lifecycle. 

Dates (month/year) of Experience: 

Company Name(s): 

Contact Name(s) and Title(s): 

Contact Phone Number(s): 

Project(s) Name and Description: 

Description of Consultant’s roles and 
responsibilities on the project(s) 
related to this requirement: 

DRAFT
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Request for Comment 

Student Aid Processing Portal 

BIDDER REFERENCE FORM 

              

  
 

   

       
               

               
    

   

    

 

 

 

 

 

 

 

   

 

  

    

 

 

 

 

 

 

 

   

The Bidder must submit a minimum of two (2) references to demonstrate recent experience. The Bidder shall use the form 
below to provide reference information for past successful engagements to verify experience described in Bidder’s Technical 
Proposal. The past successful engagements listed below must be similar to the project described in this solicitation RFP. 
References must be reachable by phone and listed in order of preference. Additional references MUST be provided by the 
Bidder in the event that any references listed below are unreachable. 

DRAFT
Bidder Project Reference # 1 

Name of the Client Firm and 

Address: 

Briefly describe the type and 

scope of services of the 

engagement. 

Was the engagement 

successfully completed on 

time and on budget? 

(if no, please explain) 

List any proposed key staff 

resources in the RFP and 

their involvement in the past 
project: 

Engagement Budget: 

Engagement term: Start Date: (Month/Year) End Date: (Month/Year) 

Reference Name and Title: 

Phone Number: Email: 

Bidder Project Reference # 2 

Name of the Client Firm and 

Address: 

Briefly describe the type and 

scope of services of the 

engagement. 

Was the engagement 

successfully completed on 
time and on budget? 

(if no, please explain) 

List any proposed key staff 

resources in the RFP and 

their involvement in the past 

project: 

Engagement Budget: 

Attachment 2 – Bidder Reference Form Page 1 of 2 



      

               
 

     

 
 

      

               

       

              

 

 

      

 

 

      

 

      

 

 

      

 

 

      

       

               

       

              

 
   

Bidder Project Reference # 2 

Name of the Client Firm and 
Address: 

Engagement term: Start Date: (Month/Year) End Date: (Month/Year) 

Reference Name and Title: 

Phone Number: Email: 

Bidder Project Reference # 3 

Name of the Client Firm and 

Address: 

Briefly describe the type and 

scope of services of the 

engagement. 

Was the engagement 
successfully completed on 

time and on budget? 

(if no, please explain) 

List any proposed key staff 

resources in the RFP and 

their involvement in the past 

project: 

Engagement Budget: 

Engagement term: Start Date: (Month/Year) End Date: (Month/Year) 

Reference Name and Title: 

Phone Number: Email: 

DRAFT
(Contractors: copy & paste the above table for additional entries as needed) 

Attachment 2 – Bidder Reference Form Page 2 of 2 



      

   

 
 

         

  

           
                

         
             

    

   

   

      
 

      
 

      
 

   
    

  
 

   
   

   

   

      
 

      
 

      
 

   
    

  
 

   
   

   

Request for Comment 

Attachment 3 – Minimum Bidder Qualifications 

Use this form to address Minimum Bidder Qualifications (Pass/Fail) 

Bidder Name: ______________________________ 

Qualification 1: The Bidder must have completed two (2) successful implementations of comparable 
size and scope within the last 5 years. The customers for these past projects must be verifiable. 

The Bidder certifies that it has completed two (2) successful implementations 

Yes No*
of comparable size and scope within the last 5 years. The customers for these 
past projects must be verifiable. 

Client 1 Name: 

Client 1 Address: 

Client 1 Contact 1 and Phone 
Number: 

Client 1 Contact 2 and Phone 
Number: 

Client 1 Contact 3 and Phone 
Number: 

Dates (month/year) of 
Experience (include date the 
project/engagement was 
completed): 

Project/Engagement Name and 
Description (include scope): 

Client 2 Name: 

Client 2 Address: 

Client 2 Contact 1 and Phone 
Number: 

Client 2 Contact 2 and Phone 
Number: 

Client 2 Contact 3 and Phone 
Number: 

Dates (month/year) of 
Experience (include date the 
project/engagement was 
completed): 

Project/Engagement Name and 
Description (include scope): 

Client 3 Name: 

DRAFT

RETURN THIS PAGE AS PART OF RFP RESPONSE 
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Request for Comment 

Attachment 3 – Minimum Bidder Qualifications 

Client 3 Address: 

Client 3 Contact 1 and Phone 
Number: 

Client 3 Contact 2 and Phone 
Number: 

Client 3 Contact 3 and Phone 
Number: 
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Request for Comment 

Attachment 3 – Minimum Bidder Qualifications 

Bidder Name: ______________________________ 

Qualification 2: The Bidder must have completed one (1) successful public-sector implementation of 

comparable size and scope within the last 5 years. The customers for these past projects must be 

verifiable. 

The Bidder certifies that it has completed one (1) successful public-sector 

Yes No*
implementation of comparable size and scope within the last 5 years. The 
customers for these past projects must be verifiable. 

Client 1 Name: 

Client 1 Address: 

Client 1 Contact 1 and Phone 
Number: 

Client 1 Contact 2 and Phone 
Number: 

Client 1 Contact 3 and Phone 
Number: 

Dates (month/year) of 
Experience (include date the 
project/engagement was 
completed): 

Project/Engagement Name and 
Description (include scope): 

Client 2 Name: 

Client 2 Address: 

Client 2 Contact 1 and Phone 
Number: 

Client 2 Contact 2 and Phone 
Number: 

Client 2 Contact 3 and Phone 
Number: 

Dates (month/year) of 
Experience (include date the 
project/engagement was 
completed): 

Project/Engagement Name and 
Description (include scope): 

DRAFT
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Request for Comment 

Attachment 3 – Minimum Bidder Qualifications 

Client 3 Name: 

Client 3 Address: 

Client 3 Contact 1 and Phone 
Number: 

Client 3 Contact 2 and Phone 
Number: 

Client 3 Contact 3 and Phone 
Number: 

DRAFT
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Request for Comment 

Attachment 3 – Minimum Bidder Qualifications 

Bidder Name: ______________________________ 

* A “No” response to any of the minimum qualifications will result in disqualification. 

Attach additional sheets as necessary. 

CERTIFICATION: I hereby certify that: (i) all statements made on this form are true and complete, 
to the best of my knowledge, including the verification of any experience; (ii) to the best of my 
knowledge, the consultant will be available for the duration of the engagement. 

Authorized Signature: 

Print Name: Date: 

DRAFT
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Attachment 4 

Student Aid Processing Portal 

Request for Comment 

RFC 2025-01 

Mandatory Checklist for Bidders 

All bidders must submit this checklist to assist you and HESC indetermining whether 
responses to all requirements have been included. 

Failure to respond to any of the following requirements will result in your bid being 
disqualified from consideration. Please refer to the appropriate RFP Section or Form 
for instructions. 

MANDATORY BID REQUIREMENTS: 

Mandatory Checklist 

☐ Attachment 4 - Mandatory Checklist 

Bidder Minimum Qualifications: 

☐ Attachment 2 – Bidder Reference Form 

☐ Attachment 3 – Bidder Minimum Qualifications 

Proposal Completeness Review: 

☐ Cost Proposal Not to Exceed $2M. 

☐ Bidder is located in contiguous United States. 

☐ All Three Key Personnel Positions are identified on Attachment 1 - Key 

Personnel Form. 

☐ Bidder has submitted an Administrative, Technical and Cost Proposal. 

Administrative Proposal: 

DRAFT
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☐ Procurement Lobbying Forms: Procurement Lobbying Forms (Section 7.11) 

☐ Vendor Responsibility: Vendor Responsibility Questionnaire (Section 7.12) 

☐ Conflict of Interest: Vendor Assurance of No Conflict of Interest or Detrimental 

Effect (Section 7.13) 

☐ Non-collusive Bidding Certification (Section 7.14) 

☐ Executive Order 177/Human Rights Law/Affirmative Action Certification (Section 

7.15) 

☐ Executive Order 16 (Section 7.16) 

DRAFT☐ State Finance Law § 139-l Certification/Sexual Harassment Prevention (Section 

7.17) 

☐ Iran Divestment Act (Section 7.18) 

☐ Minority Women Owned Business Utilization Plan (Section 7.19) 

☐ Minority and Women-Owned Business Enterprises and Equal Employment 

Opportunity Policy Statement (Section 7.19) 

☐ Equal Employment Opportunity Staffing Plan (Section 7.19) 

☐ SDVOB Utilization Plan (Section 7.20) 

☐ Non-Disclosure Agreement: New York State Higher Education Services 

Corporation Non-Disclosure Agreement (Section 7.22) 

☐ Omnibus Procurement (Section 7.23) 

☐ MacBride Principles (Section 7.24) 

Technical Proposal: 

☐ Attachment 5 - Bidder’s Technical Proposal (Section 6.2.5) 

☐ Attachment 1 - Key Personnel Form (Section 5.2) 

☐ Staffing Plan 

☐ Sample Source Code 
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☐ Roadmap of past project 

☐ Roadmap of proposed solution 

Cost Proposal: 

☐ Attachment 6 - Cost Proposal (Section 6.2.6) 

DRAFT
Signature Date 

Title 
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Request for Comment 
Attachment 5 – Technical Proposal 

When completing the Technical Proposal content, DO NOT include any pricing information or your bid will 
be disqualified. Using this document, submit a narrative describing your approach to the engagement, 
following the format and content below. If needed, attach a separate document to fully answer each 
question (not to exceed 10 pages in total) using font no smaller than 10-pt. (HESC reserves the right to 
conduct additional research on any information provided in the technical proposal). 

A. Corporate Background/Experience

A.1 Describe your corporate background, years of experience, and capacity, with emphasis on the past
projects of similar size, scope and complexity, the approach used for user research and examples of source
code used in projects. Include your experience with Agile development and implementation of web-based
systems to support operational processing.

Bidder Response: 

A.2 Provide a sample roadmap from previous projects of how you approached an agile project of similar
size, scope and complexity including an overview of staffing resources and duration of development and
implementation. Explain any setbacks or challenges experienced on the project

Bidder Response: 

DRAFT

C. Technical Understanding and Approach Narrative 

For Questions in this Section, Please Reference Section 3.1, 3.2 and 5.1 

C.1 Provide a description of your approach to completing user research for the scope of this project. Where
would you start, what artifacts are produced from the user research and with what frequency would you
conduct user research.

Bidder Response: 
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Request for Comment 
Attachment 5 – Technical Proposal 

C.2 Provide a description of your development life cycle approach with an emphasis on an iterative, phased 
approach. Describe your team structure, your communication process and how you handle changes, risks 
and evolving requirements 

Bidder Response: 

C.3 Describe your approach to testing and quality assurance. With a focus on section 3.2 

Bidder Response: 

C.4 What is your approach to ensuring the project stays on schedule and meets the needs of HESC. 
Provide a roadmap of your approach and describe how you deliver value to the customer in the timeframe 
(one year) provided in this RFP 

Bidder Response: 

C.5 Please explain how you will develop a solution that will comply with the technical requirements as 
outlined in section 5.1 

Bidder Response: DRAFT

D. Security and Compliance 

For Questions in this Section, please reference section 3.2, 5.1 and 5.4 
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Request for Comment 
Attachment 5 – Technical Proposal 

D.1 Describe your approach and previous experience to ensuring the security of the solution, with emphasis 
on compliance with NYS standards (including FEDRAMP requirements, if applicable, IAL2 and AAL2 
compliance) 

Bidder Response: 

D.2 Describe your approach and previous experience with security compliance pertaining to Open Web 
Application Security Project (OWASP), the SANS (SysAdmin, Audit, Network, Security) Institute, and other 
recognized sources of industry best practices and your approach to maintaining compliance. 

Bidder Response: 

DRAFT
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Attachment 6 - Cost Proposal 

Title Rate Hours Contract Cost Description 

Project Manager 
Technical Lead 
User Research Lead 

Staff Subtotal 

$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 
$ 

-
-
-
-
-
-
-
-
-

0 $ 
0 $ 
0 $ 
0 $ 
0 $ 
0 $ 
0 $ 
0 $ 
0 $ 

$ 

-
-
-
-
-
-
-
-
-
-

COTS Software 
3rd party software costs 

$ 
$ 

-
- **Sample Description: Toad, Jira, etc. 

Total Cost (full contract term) $ -

DRAFTRequired Key Personnel 
* Provide name for 3rd party software(s) 

Instructions: 
Bidders are instructed to include proposed bidder titles under column A. Mandatory Key Personnel are pre-populated. Fully loaded 
hourly rates must be included under column B, for each title. Any third-party software or COTS proposed software is required to be 
included on this form and will be included as part of total cost. Bidders should use the description column to identify the name of 
third-party software 
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