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Agenda

Today you will learn:

• How to use this 
contract

• Where to find helpful 
resources

• Who to contact for 
questions
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Technology New 

Contract Suite
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Got Questions? Contact Us. 

Designated Contacts
What is a restricted 

period?

This is the time between when 

a solicitation is released and 

the contract is awarded. 

During this time, make sure to 

direct your questions to the 

designated contacts.
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• Project Based IT Consulting Services: 

PBITS.AuthorizedUsers@ogs.ny.gov

• Manufacturer Based IT Umbrella: 

MfrUmbrella.AuthorizedUsers@ogs.ny.gov

• Distributor Based IT Umbrella: 

OGS.sm.SSTTechnology@ogs.ny.gov

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


August 18, 2016 5

Project Based IT 

Consulting 

Services 

Overview
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What Can You Use This Contract For?

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

consulting services for a project with payments made for 

deliverables, not on an hourly basis

• Projects range from the development of proprietary 

software solutions and customized training to project 

management

• Contractors are able to qualify for three categories, or 

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

• Tech. architecture advisory services

• Business analysis 

• Proprietary software application 

development/customization, 

programming and integration

• Data information management 

(migration, conversion, manipulation, 

integration)

• Project management support services

• Data categorization

• Implementation of open-source 

software 

Projects Not Included

• Staff augmentation or data entry services

• Hardware and software maintenance and 

support

• Prepackaged training courses

• eLearning

• Buying equipment or off-the-shelf software

• Services such as network provisioning, 

voice services, or video bridging

• Cloud based or “as a service” offerings, 

including, but not limited to SaaS, IaaS, 

PaaS, and XaaS
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PBITS Contract Structure

It’s broken into lots 

based on anticipated 

project cost. 

• Lot 1 is for MWBE, 

SDVOB and small 

businesses

• Lot 3 includes higher 

insurance requirements
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OGS 
Centralized 

Contract

Lot 1

<$200K

Lot 2

$200K - $7.5M

Lot 3

$7.5 - $25M
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Where We Are

By the Numbers

• 114 contracts awarded

– Lot 1: 52

– Lot 2: 95

– Lot 3: 21

Training & Resources

• Training for contract 

users is underway

• Training for contractors 

coming soon

• Online resources being 

developed
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Key Contract Components

• For consulting services related to a project only

• Each project has a maximum duration of 36 months

• Maximum not-to-exceed pricing

• Standardized contractor requirements, terms, and 

conditions

• The contract includes periodic recruitment, making the 

opportunity for more contractors and more competition
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PBITS: Process Overview

1. Receive internal 
approvals

2. Develop project 
documents

3. Release the mini-
bid by notifying 

contractors & collect 
responses 

4. Evaluate 
responses & make 
final determination 

5. Finalize mini-bid 
award with the 

contractor

6. Notify all 
contractors who 

responded
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1. Receive Internal Approvals

• You must adhere to:

– Statutory requirements

– Procedures of the PBITS contract

– Internal policies and procedures (B1184, PTP, 

ITIR, etc.)

– Federal, state, and local statutes as applicable
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2. Develop Project Documents

• Prepare a project scope of 

work that includes: 
– Budget

– Timeline (including milestones)

– Deliverables (including products and 

reports)

• All of these become part of your 

procurement record. 
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Use templates to 

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

/awardnotes/7360022772Tem

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

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

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

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

– What the contractor will provide

• Staffing, charts, tools, supplies, etc.

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

– Steps, phases, and deliverables this project will include

• Including what success for each deliverable looks like

– Risks and the mitigation strategies

– Payment structure
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2. Develop Project Documents – Scope of Work (continued)

A good scope of work includes:

• Milestones, timeframes

• Dependencies

• Roles and responsibilities

• Background checks, additional insurance

• Deliverables / payment points

• Key personnel interviews

• Location where work will be performed

• Risk projections and mitigation strategies

• Uptime / Response time

• Security conditions

• Disaster recovery, business continuity plans

• Data transfer services

• Chargebacks, liquidated damages and/or penalties
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2. Develop Project Documents – Deliverables  

• As you develop project deliverables make sure 

they are clear and objective. All parts must be 

defined and expectations set. 

• Acceptance and rejection criteria must be clear

– What are the timeframes for acceptance, and 

– What is the exact process for rejected deliverables and associated 

timeframes for resubmission
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2. Develop Project Documents - Timeline

• As you develop your project timeline consider the 

following:
– Shorter overall or expedited timeframes may cost more

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

not appropriate milestones)
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2. Develop Project Documents – Evaluation     

Criteria & Method of Award

• Your project documents should also include criteria to 

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

release

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

– MWBE, SDVOB, and or SB (up to 5% of Technical eval)

• Cost evaluation – minimum 30%
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2. Develop Project Documents – Final Thoughts

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

should clearly document the :
– Project requirements

– Timeline and Milestones

– Deliverables

– End product  (What success looks like)

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

the contractor

– Roles, responsibilities, risks, and expectations
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3. Release the mini-bid by notifying 

contractors & collect responses 

Keep in Mind

• Minimum timeframes 

from the mini-bid release 

to the bid opening date:

– Lot 1: 5 business days

– Lot 2: 10 business days

– Lot 3: 15 business days

How to Distribute

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

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

nt/awardnotes/7360022772c
an.HTM
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http://www.ogs.ny.gov/purchase/snt/awardnotes/7360022772can.HTM
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Mailing Lists By Lot - Designated Email 

Addresses

21
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4. Evaluate responses & make final determination 

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

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

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

– Was the project on budget?

– Were any liquidated payments assessed?

– Did the final product meet or exceed expectations?

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

– If they do, you can proceed

– If they don’t, touch base with OGS to see if you should contact the vendor to advise them to submit 
the required documentation. You cannot make an award until they have met the contract insurance 
requirements 
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Contractor Information
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Contractor Insurance Information
24
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• This is where you have discussions with the tentative 

awardee so that you both have a clear understanding of 

the roles and responsibilities for the project. 

• You should negotiate to get the best possible price. 

• Once in agreement, proceed with final documentation 

requirements utilized by your agency (entity). 

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

• Notify the tentative awardee and all non-awardees 

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

• Approved requisition or purchase order

• DOB 1184 attachment (for state agencies)

• Bid distribution and announcements

• Pre-bid conference sign-in sheet & transcript

• Bid protests & responses

• Blank solicitation documents

• Questions & answers

• Evaluation instruments

• Completed evaluation score sheets and 
evaluation summary

• Bid tabulation

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

final procurement record:
• Reasonableness of price

• Awarded bid

• Proposals received

• If less than 3 bids received, no-

bid/no-reply survey

• Any contractor correspondences

• Rejected bids with justification

• Tentative award letter

• Agreement/contract

• Consultant disclosure forms
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Resources on 

the OGS Website
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The PBITS Landing Page
http://www.ogs.ny.gov/purchase/snt/awardnotes/7360022772can.HTM
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Available Templates 

30

(optional)

Optional

(optional)

Optional

(optional)

Optional
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How to Use This Contract
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Mini-Bid Template
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Mini-Bid Template (continued)
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Mailing Lists By Lot - Designated Email 

Addresses
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Contractor Information
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Contractor Insurance Information
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Remember: We’re Here to Help

PBITS Contact

pbits.authorizedusers@ogs.

ny.gov

Helpful Resources

• Contract page:

– www.ogs.ny.gov/purchase/

snt/awardnotes/736002277

2can.HTM

• How to use guide:

– www.ogs.ny.gov/purchase/

snt/awardnotes/736002277

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


