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OVERVIEW



Purpose of this Training: 

To present an overview of the entire RFP and 

contracting process for new (or existing /former) 

agencies funded by the Youth Bureau.

Short Term Goal:

To increase understanding of and reduce confusion or 

frustration regarding these processes.

Long Term Goal:

To increase the number and quality of proposals for 

youth-serving programs from effective organizations 

of all types and sizes. 
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THE RFP PROCESS



W h a t  i s  a n  R F P?  A  Req ue s t  f o r  P r o p o s a l s  ( R F P )  i s  h o w  E r i e  Co un t y  i n v i t e s  ( y o u t h -

s e r v i ng )  a g en c i e s  t o  s ub m i t  p r o p o sa l s  f o r  d i f f e r en t  t y p e s  o f  y o u t h  p r o g r ams  f und ed  b y  

d i f f e r en t  OCF S  f und i ng  s t r e a m s .  I t  i s  t h e  Co un t y ’ s  “ g r a n t  a p p l i c a t i o n ”  p r o c e s s .

W h e r e  c a n  I  f i n d  C o u n t y  R F Ps ?  RF P s  a r e  p o s t e d  o n  t h e  E r i e  Co un t y  P u r c ha s i n g  web s i t e .  

T he  Yo u t h  Bu r e a u  w i l l  a l s o  p o s t  t h e  l i n k s  o n  o u r  web s i t e .  I t  i s  s t r o ng l y  r e c o m m end ed  

t h a t  a l l  ( y o u t h - s e r v i n g )  a g en c i e s  s ub s c r i b e  t o  t h e  RF P  no t i f i c a t i o n  s y s t em .  T h i s  w i l l  

e n su r e  y o u  r e c e i v e  a n  em a i l  when  RF P s  a r e  p o s t e d .

Ho w  d o  I  s u b m i t  a n  a p p l i ca t i on ?  P r o p o sa l s  ( a p p l i c a t i o n s )  c a n  e i t h e r  b e  s ub m i t t e d  

o n l i n e  o r  i n  p a p e r  f o r m .  On l i n e  a p p l i c a t i o n s  a r e  s ub m i t t e d  i n t o  a  s y s t em  c a l l e d  “ OnBa se ” .  

L i n k s  w i l l  b e  p r o v i d ed  i n  t h e  RF P  d o c um en t .  L a t e  s ub m i s s i o n s  w i l l  n o t  b e  a c c ep ted .

W h a t  d o e s  t h e  a p p l i ca t i on  e n t a i l / r eq u i r e ?  Yo u r  p r i m a r y  “ a p p l i c a t i o n ”  i s  o n  a  f o r m  

c a l l e d  “ A p p end i x  A ” .  T h i s  f o r m  ha s  f i l l a b l e  f i e l d s  wh i c h  e x p a nd  a s  y o u  t y p e .  T h i s  i s  whe r e  

yo u  e x p l a i n  y o u r  p r o g r a m a nd  ho w  yo u  w i l l  mee t  p r o g r am  r eq u i r emen t s .  T he r e  a r e  

hyp e r l i n k s  i n  t h e  q ue s t i o n s  f o r  r e f e r en c e  i n f o r m a t i on  a b o u t  s p e c i f i c  t o p i c s  ( i . e . T r a um a -

I n f o r m ed  Ca r e ,  P o s i t i v e  Yo u t h  Deve l o p m en t ,  T o u c h s t o ne s ,  e t c ) . “ A ppend i x  B ”  i s  y o u r  

f i n a n c i a l  i n f o r m a t i on  ( b ud g e t ) .  “ A p p end i x  C ”  i s  a d d i t i o n a l  i n f o r m a t i on  r e q u i r e d  s u c h  a s  

yo u r  A ud i t  r e p o r t ,  Ma na g em en t  L e t t e r ,  a nd  l i s t  o f  Bo a r d  o f  D i r e c t o r s .  E a c h  p r o p o sa l  m us t  

i n c l u d e  a  s i g ned  “ S c hed u l e  A ”  o r  i t  c a nno t  b e  c o n s i d e r ed .

I M PO R T A NT! .  Y o u  w i l l  s c a n  a n d  u p l o a d  e a c h  A p p e nd ix  a s  o n e  PDF i n t o  O n B a s e  ( o r  

p r o v i d e  o n  p a p e r ) .  T i t l e  t h e  PD F  e x a c t l y  a s  i n s t r u c t e d  i n  t h e  a p p l i c a t i o n .  O n l y  

u p l o a d  i t  O N C E .  Y o u  w i l l  b e  u p l o a d i ng  3  ( t h r e e )  PD F s .  O t h e r w i s e ,  r e v i e w er s  h a v e  a  

v e r y  h a r d  t i m e  f i n d i n g  t h e  c o r r e c t  d o c u m e n ts  t o  r e v i e w.  

I f  y o u  m a i l  y o u r  a p p l i ca t i on ,  M A K E  A  PHO T O C O PY  B E F O R E  Y O U  M A I L  I T !

https://www3.erie.gov/purchasing/requests-proposals-construction-bids
https://www3.erie.gov/purchasing/requests-proposals-construction-bids
https://www3.erie.gov/youthservices/erie-county-youth-bureau


What happens after I submit the application? Once you 
submit (or mai l) the appl ication (proposal) it is reviewed by 
a member/team from the RFP scoring committee.

Who scores my application? Proposals are scored by a 
committee. Scoring committee members include Youth 
Bureau staff, Youth Board members, and sometimes staff 
from other DSS units /departments. Each scoring committee 
has a minimum of 3 scorers. 

How is my application scored? Each appl ication is scored 
using a weighted scoring rubric which includes the fol lowing 
cr iteria: Overall Proposal, Target Population, Cultural 
Competency, Program Plan, Per formance Measurement, 
Trauma Informed Care, Program Staff ing, Accessibi l ity Plan, 
Infrastructure, Col laboration, Experience, and Crit ical Need. 
You may also be asked to attend a mandatory interview to 
discuss your program in more detai l.

How will I know if I am receiving a grant (award)? You 
wil l receive an award letter a few months after you submit 
your appl ication. The award letter wi l l  include your award 
amount, which may dif fer from the amount you appl ied for. 
The award letter may state that your award is “contingent 
upon approval by the Erie County Legislature”.

What does that mean? All contracts, grants, awards, etc. 
must be approved by the Erie County Legislature before 
contracts can be mailed to awardees. We sometimes mail 
award noti f ications ahead of this approval so you can begin 
to plan, but your contract cannot move forward unti l the 
f inal approval is obtained.



THE AWARD PROCESS



Youth Bureau Awards (“Grants/Contracts”)

Once final awards are decided by 

the Youth Board and Admin Team, 

those awards are provided to the 

DSS Contracts Department.

Award notices are then mailed 

out. 

All awards must be approved by 

the Erie County Legislature before 

contracts can be mailed. 

Awards (grants) are presented to 

the Erie County Legislature in a 

resolution.

Once approved, contracts may be 

mailed to awardees.

This part of the process can take 

2+ months.



THE CONTRACTING 
PROCESS



Youth Bureau Contracting

Contracts are mailed to grantees 

(awardees) by the Erie County 

Legal Department.

Your contract will contain your 

award amount, scope of work, and 

legal requirements.

Once received, awardees should 

prepare three items:

• Program summary

• Funded program budget (5005 

Budget Form)

• Certif icate of Insurance listing 

Erie County as additional insured

Then, sign your contract and have it 

notarized and mail it back to the 

Erie County Legal Department 

with the three items above.

https://www3.erie.gov/youthservices/erie-county-youth-bureau#forms
https://www3.erie.gov/youthservices/erie-county-youth-bureau#forms


Contracting, Continued

Once your contract package is 

received by the Legal Department, 

it must go through a series of 

signatures. 

After being received, your 

contract makes 8 stops in Erie 

County for review and signature. 

This process can take about 1 

month after receipt if the contract 

is complete.

You cannot be reimbursed for 

program expenses until your 

contract is fully executed by our 

Legal Department. 

Key Point: Once received, return 

your complete contract to the 

Legal Department AS SOON AS 

POSSIBLE. Do not wait. It is 

possible that if you wait, you will 

not be able to receive Q1 

payments due to deadlines.



Who’s Who?!?



Who’s Who in the Erie County RFP and 
Contracting Processes

RFP Access Purchasing Website
Mail paper applications to Carrie Godfrey, 
Dept. of Social Services.

RFP Information Meetings and Questions Youth Bureau Executive Director
Webinar links on Youth Bureau website

Contracts and Legal Documents (budget 
form, COI, Schedule A, updates or 
corrected forms, etc.)

Lisa Wissing
Erie County DSS Legal Department

Assistance with Budget Form, Narrative, 
etc.

Jen Longo, Principal Clerk
Youth Bureau 

https://www3.erie.gov/purchasing/requests-proposals-construction-bids
https://www3.erie.gov/youthservices/erie-county-youth-bureau


Final Tips & Takeaways

Answer al l  sect ions of proposal complete ly.  Read 

quest ions careful ly as requirements may have 

changed.

Submit ent ire appl icat ion on t ime. Late 

submissions wi l l  not be accepted.

Include al l  required components and s ignatures

in proposal.

Submit paperwork, contract package, etc. in a 

t imely manner .  Include required information 

( i .e. budget) on the correct forms.

Respond to requests for information in a t imely 

manner .

Ensure you are sending your mater ia ls to the 

correct person. Legal /contracts go to the Legal 

Depar tment.

This process takes several months. Be timely 

and also patient!

Reach out to the Youth Bureau off ice anytime 

with questions, concerns, or for technical 

assistance with your contract or program!



Common Issues and Questions

A p p e n d i ces  a r e  u p l o a d ed  m u l t i p l e  t i m e s  i n  O n B a s e .  T h i s  

c a u s e s  d e l a y s  f o r  r e v i ewe r s .  

A p p e n d i ces  a r e  u p l o a d ed  a s  m a n y  d i f f e r e n t  f i l e s . On l y  up l o a d  

o ne s c a nned  P DF  f o r  e a c h  A p p end i x .  Y o u  s ho u l d  up l o a d  t h r e e  

P DF s  ( A p p end i x  A ,  B  a nd  C ) .

A p p l i ca t i o ns / Co nt r ac t s  a r e  m a i l e d  t o  t h e  w r o n g  p e r s o n .  

A p p l i c a t i o n s  a r e  t o  b e  m a i l e d  t o  t h e  i n d i v i d ua l  a nd  a d d r e s s  i n  

t h e  RF P  o r  u p l o a d ed  i n t o  OnBa se .  Co n t r a c t s  a r e  t o  b e  m a i l e d  t o  

t h e  DS S  L eg a l  Dep a r tm en t .  Do  no t  s end  a ny t h i n g  t o  8 1 0  Ea s t  

F e r r y .  T he  Yo u th  Bu r ea u ,  DS S  a nd  L eg a l  Dep a r tmen t s  a r e  

l o c a te d  i n t h e  Ra t h  Bu i l d i n g .

W r o n g  u n i t  o f  s e r v i c e  u s e d  o n  c o v e r  s h e e t .   T he  un i t  o f  

s e r v i c e  f o r  t h e s e  g r a n t s  i s  “ Y o u t h  S e r v ed ” .

C o n t r a c t  i s  n o t  r e t u r n e d  i n  a  t i m e l y  m a n n e r .  T h i s  c a nno t  b e  

s t r e s s ed  eno ug h .  W hen  yo u  r e c e i v e  y o u r  c o n t r a c t  i n  t h e  m a i l ,  

a t t e nd  t o  i t  r i g h t  a wa y  a nd  g e t  i t  b a c k  t o  t h e  l e g a l  d ep a r tm en t .  

W e  c a nno t  p a y  a ny  c l a i ms  t o  y o u  un t i l  we  h a ve  a  f u l l y  e x e c u t ed  

c o n t r a c t  o n  f i l e .  S o ,  i f  p r o g r a ms  s t a r t  1 0 / 1  a nd  yo u  r e t u r n  yo u r  

c o n t r a c t  1 2 / 1 ,  i t  m a y  no t  b e  e x e c u t ed  i n  t i m e  f o r  t h e  1 / 1 5  Q1  

c l a i m ing  d ea d l i n e !

B u d g e t  f o r m s  a r e  i n c o r r e c t .  T h i s  i s  c o m m o n .  I f  y o u  a r e  

c o n f u s ed  a b o u t  h o w  t o  c o m p l e t e  t h e  OCF S - 5 0 05  Bud g e t  F o r m  t o  

i n c l u d e  i n  y o u r  c o n t r a c t  ( r e q u i r e d )  j u s t  c a l l  u s !  W e  c a n  wa l k  y o u   

t h r o ug h  wha t  e x p en se s  f i t  i n t o  e a c h  c a t e g o ry .  Y o u r  c l a i ms  m us t  

m a t c h  y o u r  b ud g e t ,  s o  i t  i s  i m p o r t an t  t h a t  y o u r  b ud g e t  i s  

A CCU RAT E .

B u d g e t  i s  p r o v i d ed  o n  t h e  w r o n g  f o r m .  Bud g e t s  m us t  b e  p r o v i d ed  o n  t h e  OCF S - 5 0 05  

f o r m .  T h i s  f o r m  c a n  b e  f o und  o n  o u r  web s i t e .  T he  f o r m  c a n  b e  c o n f u s i n g !  Ca l l  u s  f o r  

h e l p !  Do  no t  s end  u s  E x c e l  s p r e a d shee t s ,  W o r d  d o c um en t s ,  l i s t s  o f  e x p en se s ,  e t c .  o r  

we  w i l l  d i s c a r d  i t  a nd  c o n t a c t  y o u  f o r  t h e  c o r r e c t  f o r m .  

W e  r e a c h  o u t  t o  y o u  f o r  i n f o r m a t ion  a n d  w e  n e v e r  h e a r  b a c k .  E - m a i l  o r  c a l l  u s  b a c k  

r i g h t  a wa y  i f  we  r e a c h  o u t .  W e  wa n t  t o  f i n a l i z e  y o u r  c o n t r a c t  a nd ,  m o s t  i m p o r t an t l y ,  

we  wa n t  t o  e n su r e  y o u  c a n  g e t  p a i d !

W e  h a v e  i n c o r r ec t  c o n t a c t  i n f o r m a t i on  o r  c o n t a c t  i n f o r m a t ion  h a s  c h a n g e d .  

I n f o r m  t h e  Yo u t h  Bu r e a u  r i g h t  a wa y  i f  a n y  c o n t a c t  i n f o r m a t i on  h a s  c ha ng ed  s i n c e  y o u  

s ub m i t t e d  y o u r  a p p l i c a t i o n .

“ C a n  y o u  s e n d  m e  a  c o p y  o f  m y  ( a p p l i ca t i o n/ con t r a c t /bu dg e t /n ar r a t i ve/ awa r d  

l e t t e r ) ?  I  d i d n ’ t  m a k e  a  c o p y / l os t  i t … ”   Ma yb e  b u t  t h i s  i s  p o o r  f o r m .  T he se  a r e  

i m p o r t an t  d o c um en t s  y o u  s ho u l d  h a ve  c o p i e s  o f .  I f  y o u  s ub m i t  a  p a p e r  a p p l i c a t i o n ,  

e n su r e  y o u  m a ke  a  c o p y  b e f o r e  m a i l i n g  i t .  Ma ke  a  c o p y  o f  y o u r  c o m p l e t e ,  s i g ned  

c o n t r a c t  b e f o r e  r e t u r n i n g  i t  t o  u s .  

“ C a n  y o u  t e l l  m e  h o w  m u c h  w e  w e r e  a w a r d e d? ”  T h i s  i n f o r m a t i on  i s  i n  y o u r  a wa r d  

l e t t e r  a nd  i n  y o u r  c o n t r a c t .  Do  no t  a s k  u s  f o r  t h i s  i n f o r m a t i on  un t i l  y o u  h a ve  l o o k ed  a t  

y o u r  c o n t r a c t .

“ I  d i d n ’ t  k n o w  t h a t  ( f o r m s  w e r e  d u e / c l a im s  a r e  d u e / p a pe r wor k  i s  d u e / XXX  i s  

r e q u i r e d) . ”  I t  i s  i mp o r t an t  t h a t  y o u  a t t end  a l l  i n f o r ma t i o n  mee t i n g s ,  r e v i ew  a l l  

c o n t r a c t  r e q u i r em en t s ,  a nd  r e v i ew  a l l  c a l e nd a r s ,  s c hed u l e s  a nd  i n f o r m a t i on  b e i n g  s en t  

o u t  f r o m  t h e  Yo u t h  Bu r e a u .



Upcoming RFP Releases

• January 5: Summer Primetime RFP

• January 21: Primetime RFP Info 

Session

• February 18: 
• Youth Development Program

• Youth Team Sports

• Youth Sports and Education

• Runaway and Homeless Youth Services

• Supervision and Treatment Services for 
Juveniles Program

• February 24: RFP Info Sessions

Visit the Youth Bureau website and download the calendar for detailed information about 
workshops, info sessions, RFPs, claiming deadlines and more!

https://www3.erie.gov/youthservices/erie-county-youth-bureau
https://www3.erie.gov/youthservices/sites/www3.erie.gov.youthservices/files/2025-12/erie-county-youth-bureau-py-2025-calendar-updated.pdf


QUESTIONS?

THANK YOU!

Kate Hill iman

Executive Director 

Erie County Youth Bureau

Katherine.Hill iman@Erie.Gov
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