Hillcrest Volunteer Fire Department

Halfmoon Fire District No. 1
145 Pruyn Hill Road
Mechanicville, New York 12118

www.HILLCRESTFD.com Tel: (518) 664-3434

REQUEST FOR PROPOSALS

October 24, 2025

Subject: Halfmoon Hillcrest Volunteer Fire Department, Inc. Request for Proposal #25-HHVFD-001 FEMA
SAFER Program Manager

Dear Vendor:

Enclosed is a Halfmoon Hillcrest Volunteer Fire Department, Inc. Request for Proposal (RFP) seeking a
contract to provide Recruitment and Retention Program Manager services under its FEMA SAFER Grant.
The Department is seeking a quality firm to provide high quality services.

Please review the attached materials and respond in accordance with the instructions in the RFP. If you
have technical questions relating to the scope of services or questions relating to the RFP process,
please contact the undersigned via email. Otherwise, the only permissible contacts for vendors
regarding this RFP are listed in Sections 3.1 and 3.2 or are otherwise identified in the document.

Five (5) hard copies by mail, plus one (1) electronic copy emailed to chief@hillcrestfd.com must be
submitted no later than 5:00PM EST on Monday, November 24, 2025 to:

Chief, Halfmoon Hillcrest Volunteer Fire Department, Inc.
145 Pruyn Hill Rd, Mechanicville, NY 12118-3521
Email: chief@hillcrestfd.com

Sincerely,

=~

Robert Cournoyer

Chief, Halfmoon Hillcrest Volunteer Fire Department, Inc.


mailto:chief@hillcrestfd.com
mailto:chief@hillcrestfd.com
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INTRODUCTION AND INSTRUCTIONS

1.1.

1.2.

1.3.

RFP Certification

Pursuant to the provisions of New York State General Municipal Law, the Halfmoon Hillcrest
Volunteer Fire Department, Inc. certifies that the services required are not subject to
competitive bidding under the professional service exemption. The Halfmoon Hillcrest
Volunteer Fire Department, Inc. rules require selection of services through a Request for
Proposal process.

Schedule of Events

The schedule of events set out herein represents the Halfmoon Hillcrest Volunteer Fire
Department, Inc.’s best estimate of the schedule that will be followed. However, delays to the
procurement process may occur which may necessitate adjustments to the proposed schedule.
If a component of this schedule, such as the close date, is delayed, the rest of the schedule may
be shifted as appropriate. Any changes to the dates up to the closing date of the RFP will be
sent out as an official, written addendum prior to the closing date of this RFP. After the close
of the RFP, the Department reserves the right to adjust the remainder of the proposed dates,
including the dates for evaluation, negotiations, contract award and the contract term on an
as-needed basis with or without notice.

Release Date: 10/27/25
Proposal Submission Deadline: 11/24/25
Pre-Proposal Meeting N/A
Expected Award Date: TBD
Final Date for Submission of Questions: 11/14/25
Addendum Answering all Questions: 11/19/25
Expected Contract Start Date: TBD

Submission of Proposals

Sealed Proposals, five (5) original and one (1) electronic copy in the form of a compact disk or
flash drive, shall be submitted to the Chief, Halfmoon Hillcrest Volunteer Fire Department, Inc.
145 Pruyn Hill Rd, Mechanicville, NY 12118-3521, email: chief@hillcrestfd.com by November
19, 2025 at 5:00 p.m. EST.

Note: Packages not containing the required number of copies will be rejected.

1.3.1. No proposal will be considered which is not accompanied by pricing as requested and
signed by an authorized official of the firm.

1.3.2. Proposals must be received on or before the time and date specified. Proposals
received after the time specified will not be considered and will be returned unopened.

1.3.3. Proposal information is restricted and not publicly available until after the award of the
Contract by the Department.
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1.4. Modifications or Withdrawal of Proposal

A proposal that is in the possession of the Department may be altered by a letter bearing the

name of the authorized person, provided it is received PRIOR to the date and time of the

opening. Fax, telephone or verbal alterations will not be accepted. A proposal that is in the

possession of the Department may be withdrawn by the vendor up to the time of the opening.

1.5. Award and Contract Information

1.6.

1.5.1.1.

1.5.1.2.

1.5.1.3.

1.5.1.4.

1.5.1.5.

1.5.1.6.

The Vendor also agrees that should this firm be awarded a Contract, Vendor will not
discriminate against any person who performs work hereunder because of age, race,
color, sex, creed, sexual orientation, national origin, or disability.

The Vendor expressly warrants to the Department that it has the ability and expertise
to perform its responsibilities hereunder and shall use the highest standards of
professional workmanship.

The Department reserves the right to reject any or all proposals, to waive any
informality or technical defect in the proposals, or to award the contract in whole or
in part, if deemed to be in the best interest of the Department to do so.

The successful Vendor will be required to enter into and sign a formal Contract with
the Department with reasonable adjustments acceptable to the Department. This RFP
and the response of the successful vendor will become a part of the Contract and will
be in effect for the duration of the contract period. The Contract language will control
over any language contained within this RFP that conflict with the signed and fully
executed Contract.

The successful Vendor shall comply with the Americans With Disabilities Act.

By submission of this bid, each bidder and each person signing on behalf of

any bidder certifies, and in the case of a joint bid each party thereto certifies as to its
own organization, under penalty of perjury, that to the best of its knowledge and
belief that each bidder is not on the list created as a person engaging in investment
activities in Iran in accordance with section 165-a of the state finance law.

Preparation of Proposal

1.6.1.1.

1.6.1.2.

1.6.1.3.

1.6.1.4.

No proposal will be considered which modifies, in any manner, any of the provisions,
specifications or minimum requirements set forth in the Request for Proposal.

In case of error in the extension of prices in the proposal, unit prices will govern.

Vendors are expected to examine special provisions, specifications, schedules and
instructions included in this request. Failure to do so will be at the Vendor's risk.

Failure to respond (i.e. submission of a proposal, or notice in writing that you are
unable to offer but wish to remain on the active mailing list) to Request for Proposals
will be understood by the Department to indicate a lack of interest and will result in
the removal of the firm's name from the applicable mailing list.



Hillcrest Volunteer Fire Department

Halfmoon Fire District No. 1
145 Pruyn Hill Road
Mechanicville, New York 12118

www.HILLCRESTFD.com Tel: (518) 664-3434

REQUEST FOR PROPOSAL

TITLE: FEMA SAFER Program Manager
NUMBER: 25-HHVFD-001
CLOSING DATE AND TIME: November 19, 2025 5:00 P.M. EST
DELIVER TO: Chief, Halfmoon Hillcrest Volunteer Fire Department, Inc.
145 Pruyn Hill Rd, Mechanicville, NY 12118-3521
Email: chief@hillcrestfd.com

In compliance with the RFP specifications and the Conditions of Proposing, |, the undersigned, offer and
agree to furnish any or all materials and/or services upon, which prices are offered, at the price set
opposite each, to the Halfmoon Hillcrest Volunteer Fire Department, Inc.within the time specified. |
further certify that this company is compliant with the United States Iranian Divestment Act and has not
been debarred, suspended, or otherwise made ineligible for participation in a federal or state
competitive purchasing process. | certify that this proposal is made without prior understanding,
agreement, or connection with any corporation, firm, or person submitting a proposal for the same
materials, supplies, equipment, or services and is in all respects fair and without collusion or fraud. |
understand collusive bidding is a violation of state and federal law and can result in fines, prison
sentences, and civil damage awards. | agree to abide by all conditions of the proposal and certify that |
am authorized to sign this proposal for the Offeror.

Name and Address of Record

State of Incorporation

Telephone number Fax number

Mailing Address

Federal I.D. number

Authorized signature

Typed or Printed Name

Title of Authorized Person

Receipt of Addenda Nos. is hereby acknowledged. (Where none received, place the figure zero (0)
in this space.)

NO LATE PROPOSALS WILL BE ACCEPTED
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Hillcrest Volunteer Fire Department

Halfmoon Fire District No. 1
145 Pruyn Hill Road
Mechanicville, New York 12118

www.HILLCRESTFD.com Tel: (518) 664-3434

YoLUNTEE™
Rt:y BEP"

Section 201-g of the New York State Labor Law requires employers to adopt a sexual

PREVENTION OF SEXUAL HARASSMENT

harassment prevention policy, make such policy available to its employees, and provide sexual
harassment training to its employees, consistent with model policies, guidance, and regulations
developed by the New York State Department of Labor. (https://www.ny.gov/combating-

sexual-harassment-workplace/employers)

By submission of this bid, each bidder and each person signing on behalf of any bidder certifies,
and in the case of a joint bid each party thereto certifies as to its own organization, under
penalty of perjury, that the bidder has and has implemented a written policy addressing sexual
harassment prevention in the workplace and provides annual sexual harassment prevention
training to all of its employees. Such policy shall, at a minimum, meet the requirements of
Section 201-g of the labor law.

Such certification is consistent with the requirements of New York State Finance Law Section
139-L, which provides that a bid shall not be considered for award nor shall any award be
made to a bidder who has not completed this certification; provided, however, that if the

bidder cannot make the foregoing certification, such bidder shall so state at the time of bid
submission and shall furnish with the bid a signed statement which sets forth in detail the
reasons therefor.

By signing below, this bid shall be deemed to have been authorized by the board of directors of
such bidder, and such authorization shall be deemed to include the signing and submission of
such bid and the inclusion therein of such statement as the act and deed of the corporation.

% % % ok %k % %
Under penalty of perjury, by signing below, | submit this bid on behalf of the firm, and certify
that the firm has and has implemented a written policy addressing sexual harassment

prevention in the workplace and provides annual sexual harassment prevention training to all
of its employees.

Firm Name: Date:

Signature of Authorized Person:

Printed Name and Title
of Authorized Person:
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Hillcrest Volunteer Fire Department

Halfmoon Fire District No. 1
145 Pruyn Hill Road
Mechanicville, New York 12118

www.HILLCRESTFD.com Tel: (518) 664-3434

REQUEST FOR PROPOSAL

TITLE: FEMA SAFER Program Manager
NUMBER: 25-HHVFD-001

2. PROPOSAL SUBMITTAL

2.1. Original Proposal
The complete proposal must be submitted in a sealed package with five (5) original and

one (1) electronic copy, prior to the opening date and time. All proposals shall be
marked FEMA SAFER Program Manager RFP, #25-HHVFD-001. Vendors shall include all
documents necessary to support their proposal in the sealed package. Vendors shall be
responsible for the delivery of proposals during business hours to the address indicated
in the cover letter. It shall not be sufficient to show that the proposal was mailed in
time to be received before scheduled closing time.

2.2. Proposal Format
Proposals must be typed or printed on 8 1/2 x 11 inch paper (larger paper is permissible

for charts, spreadsheets, etc.) and placed with tabs delineating each section. Pages
must be sequentially numbered within major document sections, which are clearly
defined below. Sales materials or brochures, if submitted, must be in a separately
bound appendix. The proposal must be organized and indexed in the following format
and must contain, at a minimum, all listed items in the sequence indicated.

2.2.1. Cover Page:
2.2.1.1.  Full proposal name and number.
2.2.1.2. Submission date and time.
2.2.1.3.  Prime Contractor name (Vendor who is responsible).

2.2.2. Table of Contents:
2.2.2.1.  Allitems listed in Proposal Format in the sequence listed.

2.2.3. Executive Summary:
2.2.3.1. Summarize understanding of the scope of the RFP (project).
2.2.3.2.  Explain how your solution or approach addresses the requirements
provided in this RFP.
2.2.3.3.  Provide a summary or overview of each proposed solution, for each
corresponding component of Scope of Work offered in this proposal.
2.2.3.4.  State exceptions and omissions to stated requirements.



2.2.3.5. Summarize any assumptions (made by the Vendor) in order to
adequately respond to the requirements of this RFP.

2.2.3.6. Summarize all resources, assumed or expected, to be provided by
Halfmoon Hillcrest Volunteer Fire Department, Inc. This summary should
clearly identify what the Vendor expects or anticipates by way of
Department personnel or resources. This is to be summarized by
component.

2.2.4. Compliance Statement:
2.2.4.1.  State agreement with all General Provisions, Special Provisions,
Equipment, Standard of Performance and Reliability.

2.2.5. Project Coordination and Scheduling
2.2.5.1. Provide a work plan with start date, duration and physical requirements.
To be provided for each component if proposed separately.

3.2.6. Vendor Responsibilities

3.2.6.1.  Proposal Certification, Verification, and Signature. Proposals not signed
by authorized officer of the Vendor’s organization will be eliminated.

3.2.6.2. ltisthe sole responsibility of the VENDOR to assure that they have
received the entire Request for Proposal. Proposal and any addenda may

be secured by contacting Chief, Halfmoon Hillcrest Volunteer Fire
Department, Inc. 145 Pruyn Hill Rd, Mechanicville, NY 12118-3521
Email: chief@hillcrestfd.com.

3. QUESTIONS
3.1. During the period between the earliest notice of the RFP to vendors and the contract
award, no Department employee can accept oral, written, or electronic contact from
vendors regarding the procurement, except as authorized in Section 3 of the RFP. All
proposals will remain sealed until after the submission deadline.

3.2. All questions regarding the RFP must be submitted via e-mail to:

Chief, Halfmoon Hillcrest Volunteer Fire Department, Inc.
Email: chief@hillcrestfd.com

3.3. All questions must be received by the date listed in Section 1.2 (Schedule of Events) of
this RFP.

4. REIMBURSEMENT/GIFTS
4.1. Denial of Reimbursement
The Department will not reimburse vendors for any costs associated with the

preparation and submittal of any proposal, or for any travel and/or per diem costs that
are incurred.
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4.2. Gratuity Prohibition

Vendors shall not offer any gratuities, favors, or anything of monetary value to any
official, employee or agent of the Department for the purpose of influencing
consideration of this proposal.

5. GENERAL PROVISIONS

5.1.

5.2.

Hold Harmless, Defense and Indemnification
Contractor covenants and agrees to indemnify, defend and hold harmless, to the fullest

extent permitted by law, the Halfmoon Hillcrest Volunteer Fire Department, Inc., its

officers, agents and employees and representatives in connection with this Agreement,
from and against any and all loss or expense that may arise by reason of liability for
damage, injury or death, or for invasion of personal or property rights, of every name
and nature including but not limited to: (i) claims of property damage; (ii) claims of
personal injury to Contractor if self-employed, Contractor's employees, agents, or
subcontractors; (iii) claims of personal injury to third parties; and (iv) reasonable
attorneys' fees, whether incurred as the result of a third party claim or to enforce this
contract: arising out of or resulting directly or indirectly from the performance, of the
work or the enforcement of this Contract, irrespective of whether there is a breach of a
statutory obligation or rule of apportioned liability; and whether casual or continuing
trespass or nuisance, and any other claim for damages arising at law and equity alleged
to have been caused or sustained in whole or in part by or because of misfeasance,
omission of duty, negligence or wrongful act on the part of the Contractor, its
employees or agents. Contractor further covenants and agrees to obtain the necessary
insurance as required by the General Obligations Law of the State of New York and this
contract to effectuate this Hold Harmless clause, and shall name the Halfmoon Hillcrest
Volunteer Fire Department, Inc. as an additional insured on all applicable insurance and
indemnification. (See also insurance provision).

Insurance
Contractor shall purchase and maintain insurance of the types and coverages set forth

below, written on an occurrence basis, reasonably acceptable to the Halfmoon Hillcrest
Volunteer Fire Department, Inc. and which will provide primary liability coverage to
Contractor AND WITH THE DEPARTMENT NAMED AS AN ADDITIONAL INSURED ON A
PRIMARY AND NON-CONTRIBUTING BASIS for claims which may arise out of or result
from Contractor’s operations under the Contract, including without limitation (i) claims

because of bodily injury, occupational sickness or disease, or death, whether to
Contractor if self-employed, Contractor’'s employees or others and whether or not
under a workers’ compensation or other similar act or law for the benefit of
employees; and (ii) claims because of injury to or destruction of tangible property,
including loss of use resulting therefrom.

All policies shall be written so that the Halfmoon Hillcrest Volunteer Fire Department,
Inc. will be notified of cancellation or restrictive amendment at least thirty (30) days prior
to the effective date of such cancellation or amendment. Certificates or insurance from
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5.3.

5.4.

the carrier, or their authorized agent, with the appropriate additional insured
endorsement attached showing the Halfmoon Hillcrest Volunteer Fire Department, Inc.
as an additional insured and stating the limits of liability, expiration date which are
acceptable to the Halfmoon Hillcrest Volunteer Fire Department, Inc. shall be filed with
and accepted by the Halfmoon Hillcrest Volunteer Fire Department, Inc. before
operations are begun. The intent is that this insurance, with the Halfmoon Hillcrest
Volunteer Fire Department, Inc. being named as an additional insured, is to be primary
over and above the Halfmoon Hillcrest Volunteer Fire Department, Inc.’s own general
liability coverage.

Contractor agrees to obtain and maintain General Liability Insurance including
Comprehensive Form, Premises-Operations, Products/Completed Operations, Blanket
Broad Form Contractual, Independent Contractors, and Broad Form Property Damage
Coverage with minimum limits of not less than one million dollars ($1,000,000.00)
Combined Single Limit for Bodily Injury and Property Damage.

In addition, the Contractor shall obtain and maintain Professional Liability Insurance
(Errors & Omissions Insurance) with minimum limits of not less than one million dollars
($1,000,000.00).

Contractor also agrees to obtain and maintain Automobile Liability Insurance for owned,
hired and non-owned vehicles with minimum limits of not less than one million dollars
(51,000,000.00) Combined Single Limit for Bodily Injury and Property Damage.

Contractor further agrees to comply with the requirements of the New York State
Workers’” Compensation Board regarding proof of compliance with the New York State
Workers’ Compensation Law. The New York State Workers’ Compensation Board
requires the Department to obtain from Contractors proof of Workers’ Compensation
insurance coverage, Self Insurance or exemption from the requirement of obtaining
Workers’” Compensation insurance coverage. Proof must be submitted to the
Department on forms specified by the Workers” Compensation Board and that are
stamped as received by the Workers’ Compensation Board.

Assignment
Contractor is prohibited from assigning, transferring, conveying, subletting, or disposing

of this agreement, or Contractor’s right, title, or interest in this agreement, or
Contractor’s power to execute this agreement, to any other person or entity without
the previous consent in writing of the Department.

Independent Contractor
Contractor is an independent contractor. Neither Contractor, nor Contractor’s officers,

employees, agents, or servants shall hold themselves out as, or claim to be, officers,
employees, agents, or servants of the Department.



5.5. Conflict of Interest

At the time Contractor submits a bid, or if no bid is submitted, prior to performing any
services under this agreement, Contractor shall deliver to the Halfmoon Hillcrest
Volunteer Fire Department, Inc., the attached affidavit certifying that Contractor has no
interest and will not acquire any interest, direct or indirect, that would conflict in any
manner or degree with the performance of services to the Department. The affidavit
shall further state that in rendering services to the Department no persons having any
such interest shall be employed by Contractor. Contractor assumes full responsibility
for knowing whether Contractor’s officers, employees, agents, or servants have any
such interest and for certifying the absence of such conflict to the Department.

During the course of performing services for the Department, Contractor shall disclose
immediately to the Halfmoon Hillcrest Volunteer Fire Department, Inc., by affidavit,
every known or apparent conflict of interest and every ostensible or potential conflict
of interest of Contractor, Contractor’s officers, Contractor’'s employees, Contractor’s
agents, and Contractor’s servants. The duty to disclose is a continuing duty. Such
disclosure is a material obligation of this agreement and Contractor’s failure to comply
with these provisions affords the Halfmoon Hillcrest Volunteer Fire Department, Inc.
the right to pursue any and all remedies for breach of agreement. In the event of an
apparent or actual conflict of interest during the course of performance, Contractor
shall suspend all work and services, and the Department’s payments to Contractor shall
be suspended pending final approval by the Department If the conflict cannot be
resolved to the satisfaction of the Department, Halfmoon Hillcrest Volunteer Fire
Department, Inc. may terminate the agreement by written notice. Nothing herein shall
be construed as limiting or waiving Department's right to pursue damages or other
remedies.

A conflict of interest includes any circumstance which might influence or appear to
influence the judgment of Contractor, and Contractor shall disclose the same.
Contractor shall disclose further the acceptance of compensation, monetary or
otherwise, from more than one (1) payor or party for services on the same project or
related project. Contractor shall disclose further the direct or indirect solicitation or
acceptance of financial or other consideration from parties other than the Department
for work on the project to which this agreement pertains. If applicable, Contractor shall
disclose further the direct or indirect acquisition of any interest in the real estate which
is the subject of the project, or in the immediate vicinity thereof. A conflict of interest
of Contractor's officers, Contractor’s employees, Contractor’s agents, or Contractor’s
servants shall be deemed a conflict of interest of Contractor, giving rise to the duty to
disclose.

Contractor shall not disclose any data, facts or information concerning services
performed for Department or obtained while performing such services, except as
authorized by the Department in writing or as may be required by law.
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5.6.

5.7.

5.8.

5.9.

Account Representative
The successful Vendor shall appoint, by name, a company representative who shall be

responsible for servicing this account. The appointed representative shall be
responsible to provide the services required to insure that the account would be
administered in an organized manner.

Responsiveness
Vendors are expected to examine specifications, schedules and instructions included in

the package. Failure to do so will be at the Vendor's risk.

Effective Dates of Proposal
All terms, conditions and costs quoted in the Vendor's response will be binding on the

vendor for 180 days from the last date to submit the proposal.

Advertising Award
The successful Vendor must receive written approval from the Halfmoon Hillcrest

Volunteer Fire Department, Inc. before advertising the award of the contract or the
services to be provided under the contract. The Vendor agrees not to refer to awards in
commercial advertising in such a manner as to state or imply that the firm or its
services are endorsed or preferred by the Department.

5.10. Beginning Work

The successful Vendor will not commence any work, which could be billed, until a valid
contract has been executed between the Vendor and the Halfmoon Hillcrest
Volunteer Fire Department, Inc.

5.11. Statement of Assumptions

The Vendor will clearly describe any assumptions made (by them) in order to
successfully complete the proposal. These assumptions include, but are not limited
to, any assumptions that Halfmoon Hillcrest Volunteer Fire Department, Inc. will
provide space, people, materials and other resources, etc.

5.12. Contract

The contract between the Halfmoon Hillcrest Volunteer Fire Department, Inc. and the
Vendor shall include:

5.12.1 The Request for Proposal (RFP) and any amendments thereto, and the proposal
submitted by the contractor in response to the RFP. In the event of a conflict in
language between the RFP and the proposal, the provisions and requirements
set forth and/or referenced in the RFP shall govern. Halfmoon Hillcrest
Volunteer Fire Department, Inc. reserves the right to clarify any contractual
relationship in writing with the concurrence of the contractor, and such written
clarification shall govern in case of conflict with the applicable requirements
stated in the RFP or the contractor's proposal. In all other matters not affected
by the written clarifications, if any, the RFP shall govern.
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5.13.

5.14.

5.15.

5.16.

5.17.

5.18.

Extensions and Amendment
Contract will be for one (1) year with three (3) one (1) year extensions requiring

mutual consent of the Halfmoon Hillcrest Volunteer Fire Department, Inc. and the
Vendor. In performing the Contract, both parties agree to comply with all applicable
state, federal, and local laws, rules and regulations.

Replacement Contract
In the event a replacement contract is not issued, any contract let and awarded

hereto under by the Halfmoon Hillcrest Volunteer Fire Department, Inc. may be
extended unilaterally by the Department, for an additional period of one month,
upon notice to the contractor, with the same terms and conditions as the original
contract. With the concurrence of the vendor this extension may be for a period of
up to three months, however the extension terminates should the replacement
contract be issued in the interim.

Audit
The Halfmoon Hillcrest Volunteer Fire Department, Inc. or any of their duly

authorized representatives shall have access to any books, documents, papers, and
records of contractor which are directly pertinent to the Contract for the purpose of
making audit, examination, excerpts, and transactions.

Ownership of Documents/Work Product
It is agreed that all finished or unfinished documents, data, or reports, prepared by

contractor under the Contract shall be considered the property of the Halfmoon
Hillcrest Volunteer Fire Department, Inc., and upon completion of the services to be
performed, or upon termination of the Contract for cause, or for the convenience of
the Department, will be turned over to the Halfmoon Hillcrest Volunteer Fire
Department, Inc.

Proprietary Information
All RFP materials are subject to a Freedom of Information Request under the New

York State Public Officers Law. If any request is received regarding this RFP, you will
be afforded the opportunity to submit justification to exempt any section you have
identified in your proposal as proprietary. The Halfmoon Hillcrest Volunteer Fire
Department, Inc. will not accept any request by a potential vendor to declare the
whole RFP response as proprietary, or to declare any pricing pages as proprietary.
The Department reserves the right to determine whether the proposal will be
released in whole or in part.

Appropriations

This agreement is executory only to the extent of the monies appropriated and
available for the purpose of this agreement and no liability on account thereof shall
be incurred by Halfmoon Hillcrest Volunteer Fire Department, Inc. beyond monies
appropriated and available for the purpose thereof.
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5.19. Funding

The Halfmoon Hillcrest Volunteer Fire Department, Inc. warrants that the funds are
available during the current fiscal period, and that the Department shall use its best
efforts to obtain funds to make payments in each subsequent fiscal period through
the end of the contract term. If a funding request to the Legislative body for any part
of the contract term is denied, the Halfmoon Hillcrest Volunteer Fire Department,
Inc. may terminate the contract on the last day of the fiscal period for which funds
have been appropriated.

6. SCOPE OF SERVICE

6.1

6.2

Introduction
The Halfmoon Hillcrest Volunteer Fire Department, Inc. is seeking a Recruitment and

Retention Program Manager under its FEMA SAFER Grant.

The Program Manager will be funded through the FEMA SAFER program and will
provide part-time services (20 hours per week) to design, implement, and evaluate
volunteer recruitment and retention initiatives that address the department's
increasing call volume, service demands, and community growth.

General Department Information
The Halfmoon Fire District #1, located in the State of New York, Saratoga County,

Town of Halfmoon, is a local government entity that was formed under the laws of
New York State. The fire district has broad powers among which are: power to
operate, maintain, equip, and adopt policies and procedures for a fire department.
That fire department is the Halfmoon Hillcrest Volunteer Fire Department, Inc., a.k.a.
the Hillcrest Volunteer Fire Department.

The Halfmoon Fire District #1 is governed by a board of five (5) fire commissioners,
who have been elected by the voting residents of the fire district. The volunteer
officers and members of the Halfmoon Hillcrest Volunteer Fire Department operate
under the Fire Chief who reports to the Board of Fire Commissioners. The Fire Chief
and two (2) Assistant Chiefs have control of the fire department at all times when it is
called to service. The chief officers are nominated for their offices by the voting
active fire department members, and must be approved for their nominated
positions by the Board of Fire Commissioners. The fire department elects and/or
appoints junior firematic officers (according to the department By-Laws) who assist
the fire chiefs with their duties and responsibilities, and direct firematic operations in
the absence of the chief officers. Additionally, the fire department elects
administrative officers, according to the department By-Laws, who run the
department when it is not engaged in firematic activities. Membership in the fire
department consists of active and support members.
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The duties and distinctions of these members are detailed in the department’s By-
Laws. Restrictions or requirements on the number of members are set by the Board
of Fire Commissioners.

The fire district’s fire department members provide fire protection and suppression
(including interior fire suppression), fire prevention, extrication, rescue, hazmat, and
basic emergency medical services (EMS) to the residents, visitors, and businesses of
the Halfmoon Fire District #1 and the surrounding communities. The members are
allowed to perform their respective duties based upon their individual self-declared
abilities, their membership classification, individual training, and the results of
individual periodic physical examination and SCBA fit test.

Training and drills are provided on a schedule that allows exposure to various
firematic / EMS topics. These sessions are scheduled at least twice per

month. Required yearly OSHA training is included. In addition, firefighters and EMS
volunteer personnel are required to complete certain NYS training courses as
detailed in the department By-Laws. They are also encouraged, but not required, to
take other firematic / EMS related NYS or association training courses.

The fire department’s chief officers maintain a series of Best Practice Guidelines
which are available for viewing on the fire department’s website at all times. These
best practices provide operational guidance for many types of incidents to which the
department responds, and reminds the responders of safety precautions.

The Halfmoon Fire District #1 provides and maintains, at no cost to the volunteer
firefighters, the apparatus equipment, and personal protective equipment (PPE) that
meets NFPA recommendations. Personally owned or purchased gear is not allowed
to be used during firefighting activities. All PPE, hoses and ladders used in the
performance of firefighting are periodically tested and repaired / replaced as
necessary for safety reasons.

It shall be the responsibility of the Chiefs to inform the Board of Fire Commissioners
of needed equipment repairs, maintenance, and possible need for replacement.

The Chief annually appoints a safety officer(s) that will operate in that capacity at the
scene of emergencies, and in the fire station both during emergencies and non-
emergencies. The officers will stress to all members that safety is everyone’s job, and
possible problems should be reported to the Chief officers or President for the
appropriate corrective action. The Chief and Board of Fire Commissioners will
maintain the records for work related injuries, deaths, and exposure

6.3 Scope of Work
6.3.1 The selected Program Manager will be responsible for:
6.3.1.1 Attend in-person kick-off meeting at the Halfmoon Hillcrest Volunteer
Fire Department, Inc., 145 Pruyn Hill Rd, Mechanicville, NY 12118-3521
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6.3.1.2

6.3.1.3

6.3.1.4

6.3.1.5

6.3.1.6

6.3.1.7

6.3.1.8

6.3.1.9

6.3.1.10

Provide in-person monthly updates at the Halfmoon Hillcrest Volunteer
Fire Department, Inc., 145 Pruyn Hill Rd, Mechanicville, NY 12118-3521
Planning, coordinating, and attending recruitment events throughout
Saratoga County.

Developing new and innovative strategies for volunteer firefighter
recruitment and retention.

Managing third-party vendors for marketing, media outreach, advertising
materials, webpage, and digital campaigns.

Administering all aspects of this SAFER grant, including procurement
compliance, recordkeeping, and federal reporting requirements.
Tracking performance metrics related to volunteer recruitment,
onboarding, training progress, and retention using digital platforms and
analytics tools.

Developing and maintaining a dedicated recruitment webpage, including
content, outreach, and visitor analytics to measure campaign
effectiveness.

Preparing a written Recruitment and Retention Marketing Plan by Year 4
(no later than the 3.5-year mark) to serve as a 10-year legacy strategy
beyond the grant period.

Retaining comprehensive records of applicant outreach, onboarding
timelines, training progress, and retention milestones.

6.4 Qualifications and References

6.4.1 Demonstrated management of at least five (5) FEMA SAFER Volunteer
Recruitment and Retention grants or similar experience.

6.4.2 Minimum of five (5) volunteer management references.

6.4.3 Proven background in managing marketing campaigns for volunteer recruitment

and retention.

6.4.4 Must have a working knowledge of Federal procurement standards and the
Uniform Guidance (2 CFR Part 200).
6.4.5 Bachelor's degree preferred in Public Administration, Communications,

Marketing, Business, or related field.

6.4.6 Strong project management and community engagement experience.

6.4.7 Proven ability to comply with federal grant administration standards (experience
with FEMA SAFER or AFG programs preferred).

6.5 Schedule

6.5.1 Contracted position, renewable annually, for up to four (4) years.

6.5.2 Time Commitment: Approximately 20 hours per week.
6.5.3 Per6.3.1.1, attend in-person kick-off meeting.
6.5.4 Per6.3.1.2, attend one (1) on-site progress meeting per month.
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6.5.5

Please include an overall project schedule identifying significant milestones and
deliverables schedule. Include progress updates and meetings anticipated.

6.6 Costing Proposal

Please provide:

6.6.1

6.6.2

6.6.3

6.6.4

6.6.5

Estimated cost shall be lump sum, with the lump sum price being inclusive of
mileage and travel expenses.

The Department requests that the lump sum price be broken down via a
schedule of values, utilizing 6.3.1.1 — 6.3.1.8 as benchmarks. In addition, please
identify all costs associated with sub-contractors identified as members of your
team.

All out of pocket expenses will be reimbursed on a cost incurred basis with no
mark-up. Where appropriate, identify the type/nature of the expense, the
applicable unit rate/cost and quantity of the item identified.

Hourly rates of the titled professionals listed on the project team should
additional scope(s) of service become necessary.

Billing to the Department will be completed on a monthly basis for work
completed under each task. Invoices must show percent completed for each
task.

7. EVALUATION METHODOLOGY
The Halfmoon Hillcrest Volunteer Fire Department, Inc. reserves the right to award this

contract in part or as a whole to qualified vendor or vendors. Award will be selected based

on evaluation of which vendor is most responsive and responsible, and not solely on the
basis of prices. The Halfmoon Hillcrest Volunteer Fire Department, Inc. reserves the right to

reject any proposal.

7.1.

Criteria to be evaluated by the Department and may include the following:

e Compliance with the RFP format requirements

e Qualifications

e Relevant experience

e Responsiveness to the items in Section 6, Scope of Work
e Cost-effectiveness

e References
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