CONSULTANT DISCLOSURE FORMS
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Requirements for consultant disclosure.
Chapter 10 of the Laws of 2006 amend State Finance Law § 8 and § 163" by requiring:

That the Office of the State Comptroller (OSC) include in the Consulting Services Report
it compiles annually on contracts issued by State agencies for consulting services during
the previous fiscal year. certain additional information on employees providing services
under such contracts:

That contractors annually report certain employment information to the contracting
ageney. the Department of Civil Service (DCS) and OSC: and.

That OSC include such employment information in the Procurement Stewardship Act

. . il
Report it compiles annually.”

As a result of these changes in law. State contractors are required to disclose. by
emplovment category, the number of persons employed to provide services under a
contract for consulting services. the number of hours worked and the amount paid to the
contractor by the State as compensation for work performed by these employees. This
will include information on any persons working under any subcontracts with the State
contractor.

Chapter 10 of the Taws of 2006 expands the definition ol contracts for consulting
services to include any contract entered into by a State agency for analysis. evaluation,
rescarch. training, data processing, computer programiming. engineering. environmental.
health. and mental health services, accounting. auditing. paralegal, legal. or similar
serviees.

1o enable compliance with the initial reporting requirements, State agencies must include
in the Procurement Record submitted to OSC for new consultant contracts. the State
Consultant Services Contractor's Planned Employment From Contract Start Date
Through the End of the Contract Term, Form A. The completed form must include
information for all employees providing service under the contract whether employed by
the contractor or a subcontractor. Please note that the form captures the necessary
planned employment information prospectively from the start date of the contract through
the end of the contract term.

In order o enable compliance with the annual reporting requirements, State agencies
nced to incorporate the annual reporting requirement and the Form B into new
solicitations for consulting services to provide notice to potential contractors that the
contractor selected will be required to submit the form annually.

Incorporation of the reporting requirement for Form B to be submitted annually is a
requirement for OSC approval of new contracts for consulting services.



State Consultant Services Contractor's Annual Employment Reports (Form B) are due no
later than May 15th of cach ycar.

Form A and Form B should be completed for contracts for consulting services in accordance
with the following:

o Scope of Contract (Form B only): a general classification of the single category that
best fits the predominate nature of the services provided under the contract.

« Employment Category: the specilic occupation(s). as listed in the O*NET occupational
classification system. which best describe the employvees providing services under the
contract.

(Note: Access the O¥NET database, which is available through the US Department of Labor’s
Employment and Training Administration. on-line at online.oneteenter.org to find a list of
occupations.)

»  Number of Employees: the total number of employees in the employment category
employed to provide services under the contract during the report period, including part
time emplovees and employees of subcontractors.

« Number of hours (to be) worked: for Form A. the total number of hours to be worked.
and for Form B. the total number of hours worked during the report period by the
employees in the employment category.

*  Amount Payable under the Contract: the total amount paid or payable by the State to
the State contractor under the contract, for work by the employees in the employment
category. for services provided during the report period.

Reports that are to be submitted to OSC may be transmitted as follows:

By mail: NYS Office of the State Comptroller
Burcau of Contracts

110 State Street. T th Floor

Albany. NY 12250

Attn: Consultant Reporting

By fax: (318) 474-8030 or (518) 473-8808

Reports that are to be submitted to DCS may be transmitted as follows:
By mail: NYS Department of Civil Serviee

Alired . Smith Oftice Building

Albany . NY 12230
Atin: Counsel's Oftice



CUChapter 10 of the Laws of 2006 also amends State Finance Law § 22 and Civil

Serviee Law § 97,

|21 In addition. the new legislation requires the Departiment of Civil Service to
publish an annual report summarizing the number of contract employees
performing consulting services and the types of services provided by such
contract emplovees. The new legislation also mandates that the Governor include
in the Executive Budget certain information based on the State Contractor's
Annual Employiment Reports.

P Because the Comptroller's contract approval threshold has been raised to
$50.000 while the PSA Report threshold remains at $15.000, the PSA Report
will contain information on contracts not requiring OSC approval. Consequently.
State agencies must use the "I contract mechanism for all consulting services
contracts between $15.000 and $50.000.

Form A (MS Word Version)
Form A (PDI° Version)

Form B (MS Word Version)
Form B (PD} Version)

Please note: Both Form A and Form B are located in Appendix O of this RFP.



FORM A

OSC Use Only:
Reporting Code:
Category Code:
Date Contract Approved:

State Consultant Services - Contractor's Planned Employment
From Contract Start Date Through The End Of The Contract Term

State Agency Name:
Contractor Name:

Contract Start Date: / /

Agency Code:
Contract Number:
Contract End Date: /

Number of Number of hours to Amount Payable
Employment Category Employees be worked Under the Contract
Total this page
Grand Total
Name of person who prepared this report:
Title: Phone #:

Preparer's Signature:
Date Prepared: / /
{Use additional pages, if necessary)

Page of




FORM B OSC Use Only:
Reporting Code:
Category Code:

State Consultant Services
Contractor’'s Annual Employment Report

Report Period: April 1, to March 31,

Contracting State Agency Name: Agency Code:
Contract Number:

Contract Term: / / to [/ |/

Contractor Name:

Contractor Address:

Description of Services Being Provided:

Scope of Contract (Choose one that best fits):

Analysis [] Evaluation[] Research[] Training []

Data Processing []  Computer Programming [[] ~ Other IT consuiting []
Engineering []  Architect Services []  Surveying[[]  Environmental Services []
Health Services[ ] Mental Health Services []

Accounting ]  Auditing[[] Paralegal [ ] Legal[] Other Consulting []

Amount Payable Under

Employment Category Number of Employees Number of Hours Worked the Contract

Total this page

Grand Total

Name of person who prepared this report:
Preparer's Signature:
Title: Phone #:
Date Prepared: [/ /

Use additional pages if necessary) Page of




