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PROGRAM BACKGROUND: 
MOCJ OVERVIEW

The Mayor’s Office of 
Criminal Justice (MOCJ) 
advises the Mayor on all 
matters relating to the 

maintenance and 
improvement of a fair 
and equitable justice 

system.

The Indigent Defense 
Program at MOCJ 

contracts with legal 
service organizations to 

provide criminal 
defense services for 
those persons who 

cannot afford to pay for 
their own lawyer.

The Indigent Defense Program supports 3 legal areas:

Criminal Trials Criminal Appeals Article 10 Parent 
Representation



RFP 
PURPOSE 

AND 
GOALS

 MOCJ is seeking legal service organizations to provide indigent criminal 
defense representation at the appellate level in the First and Second 
Judicial Departments in the City. 

 Eligible organizations will possess: 
 Prior experience with indigent representation at the post-conviction 

and appellate level in New York City and within the Judicial 
Department(s) for which the proposal is being submitted;
 Willingness and ability to work cooperatively with city agency partners;
 Demonstrated ability to track, document, and report on results;
 An ability to identify, hire and manage staff to meet program 

deliverables; and
 Organizational capacity to handle risk and liabilities, including a strong 

governance structure, insurance, financial stability; and 
 Capacity to work responsibly as a city contractor.



CONTRACT TERM & FUNDING

The contract term will be 
from July 1, 2025, to June 

30, 2028, with two options 
to renew. Each renewal 

term length will be three 
years.

Annual Funding:
• FY26: $42,545,550
• FY27: $42,545,550
• FY28: $42,545,550



COMPETITION POOLS

First Department

Manhattan Bronx

Second Department

Brooklyn Queens Staten Island

Citywide 
(First & 
Second 

Department)

*if your proposal is for 
City Wide, please answer 
the questionnaire for 
both Departments



COMPETITION 
POOLS
CONT.

 MOCJ intends to procure appellate-level defense providers, 
with up to three (3) vendors in the First Department and up 
two (2) vendors in the Second Department.



PROGRAM 
COMPONENTS & 
EXPECTATIONS



PROGRAM COMPONENTS

Experience (25%): Entity and Individual Staff Experience

Approach (25%): Legal Services Intake and Appellate Representation

Organizational Capacity (50%): Organizational Structure and Staffing, Contract 
and Budget Management, Fiscal Management, and Data Reporting



SECTION 1. EXPERIENCE 
The proposer should:

 Demonstrate knowledge and experience providing indigent criminal defense 
representation at the post-conviction and appellate cases in New York State, 
and specifically in New York City within the Judicial Department(s) for which 
the proposal is being submitted.
 Ensure that at least 60% of the staff attorneys have 2 years or more of 

appellate court experience in New York State.
 Ensure that 100% of the supervisory staff have 3 years or more of appellate 

experience in New York State.
 Demonstrate that staff attorneys are licensed in the state of New York and in 

good standing. 
 Demonstrate that your organization’s leadership has the expertise and 

experience relevant to the services set forth in this RFP, with at least 3 years or 
more of managerial and leadership experience. 
 Please upload one typical staff attorney resume, one typical supervisory staff 

resume, and at least one relevant executive staff resume. 



SECTION 2. APPROACH 
The Proposer should: 

 Determine and provide the proposed expected annual intake at court assignment and 
pending caseload for Fiscal Years 2026, 2027, and 2028 that will be funded by this 
contract.
 If you are currently providing appellate representation for the City of New York, 

please provide your organization’s annual intake at court assignment and pending 
caseload for Fiscal Year 2024 in the Department for which your organization is 
contracted. 

 Develop protocol for screening clients at intake for conflicts of interest. 
 Develop an approach to appellate representation, including but not limited to: 
 Appellate representation, which shall include preparation of the record on appeal, as 

well as, briefing and arguing cases; 
 Nontraditional appellate representation, such as those appeals mandated by 

DVSJA, SORA, SARA; and/or
 Post-conviction representation, which could include handling matters such as, but 

not limited to appealing denials of CPL § 440 motions and resentencing appeals. 
 Retain experts, social workers, mental health professionals, consultants, and 

investigative staff where appropriate. 



SECTION 3. ORGANIZATIONAL CAPACITY:
A. ORGANIZATIONAL STRUCTURE AND STAFFING
The Proposer should: 

• Provide your plan to begin operations by the contract start date. If your organization cannot assume operations by 
the contracted start date, provide a timeline for implementation. 

• Please upload an organizational chart showing where the proposed services will fit into their organization. 
• Demonstrate that your organization maintains Human Resources policies, including but not limited to, Human 

Resources policies and procedures to support employee expectations regarding job responsibilities, time and leave, 
and employee assistance.  

• Demonstrate a staff-to-client ratio, both attorney and non-attorney, taking into consideration fluctuations in intake 
from year to year, and how this specific ratio is effective for adequate representation.

• Please upload a staffing plan, including the ratio of attorneys to non-attorney staff, the ratio of attorneys to clients, 
salary assumptions, supervisory roles, hierarchical structure amongst staff, and overhead.

• Demonstrate knowledge of languages other than English that are needed to communicate effectively within the 
Judicial District for which your organization is applying and have the ability to communicate, with these non-English 
speaking clients, including written and verbal non-English communications. 

• Have the ability to serve clients with disabilities by maintaining a facility that is ADA accessible, and by providing any 
necessary resources throughout representation. 

• Demonstrate how the organization will provide and maintain adequate facilities, including but not limited to office 
space, equipment, supplies, access to law libraries, and access to the infrastructure necessary to ensure effective 
representation in online court proceedings.  

• Maintain an office in New York City.



SECTION 3. ORGANIZATIONAL CAPACITY:
B. CONTRACT AND BUDGET MANAGEMENT
The Proposer should: 

 Demonstrate the annual costs necessary to provide the proposed intake 
at assignment and associated services. 
 Determine any start-up costs required to initiate the contract prior to 

July 1, 2025, if necessary. 
 Determine all additional funding sources that your organization will 

utilize to pay for the services set forth within the RFP. 
 Provide a budget for fiscal years 2026, 2027, and 2028.
 Provide a detailed budget narrative that corresponds to each fiscal year 

budget.



SECTION 3. ORGANIZATIONAL CAPACITY:
C. FISCAL MANAGEMENT
The Proposer should:

 Demonstrate the existence of adequate and appropriate fiscal infrastructure, including a 
team that manages the financial aspects of contracting with the City, including but not 
limited to a Chief Financial Officer, administrative support, and overall contract and/or 
grants management job positions. 
 Ideally, demonstrate at least 3 (three) years prior experience contracting with the City of 

New York. 
 If your organization is currently in contract or has ever contracted with the City of New 

York, identify whether your organization has received a formal caution or been involved in 
a Corrective Action Plan regarding any City of New York contract within the last ten years. If 
applicable, please provide the specific issues that were addressed and resolved by the 
formal caution and/or Corrective Action Plan.
 Please provide a summary statement of your organization’s current revenue sources, all 

the service(s) provided, and numbers of clients served overall and by the program on an 
annual basis.



SECTION 3. ORGANIZATIONAL CAPACITY: 
D. DATA REPORTING
The Proposer should:

 Have or have a plan to develop a digital database and/or system for tracking cases, 
attorney appearances, and staff assignments. 
 Describe the metrics that will be used to determine intake and case pendency. 
 Identify the staff that will be responsible for data management and their experience 

tracking program data. 
 If you are currently providing appellate representation for the City of New York, please 

describe all metrics that your organization collects in connection with such 
representation, including but not limited to, the number of assignments taken in and 
number of assignments relieved, and pending caseload. 



SECTION 4. REQUIRED DOCUMENTS

Appendix A 5.08(B) 
Addendum; 

Hire NYC Hiring and 
Employment Rider and 

Memo;

Identifying Information 
Rider;

LL30 and 33 Whistleblower 
Protection Rider; 

Labor Peace Agreement 
Memo; 

Labor Peace Agreement 
Rider;

Labor Peace Agreement 
Certification Form;

Labor Peace Agreement 
Attestation Form;

Paid Sick Leave Law Rider; 
Rider to Human Services 

Contracts - Access to Non-
Public Areas;

Executive Order 64 
Certification (June 2021); 

and

Executive Order 64 of 
2021 (June 2021).

Upload an Affirmation attesting that your organization received, read, understands, and agrees to comply with the listed documents. 

https://cityshare.nycnet/intranets/buywise_api/assets/buywise_api/pdf/resources/standardlang/standard/EO64Certification.zip
https://cityshare.nycnet/intranets/buywise_api/assets/buywise_api/pdf/resources/standardlang/standard/EO64Certification.zip
https://cityshare.nycnet/intranets/buywise_api/assets/buywise_api/pdf/resources/standardlang/standard/EO64_2021.pdf
https://cityshare.nycnet/intranets/buywise_api/assets/buywise_api/pdf/resources/standardlang/standard/EO64_2021.pdf
https://cityshare.nycnet/intranets/buywise_api/assets/buywise_api/pdf/resources/standardlang/standard/EO64Certification.zip
https://cityshare.nycnet/intranets/buywise_api/assets/buywise_api/pdf/resources/standardlang/standard/EO64Certification.zip
https://cityshare.nycnet/intranets/buywise_api/assets/buywise_api/pdf/resources/standardlang/standard/EO64_2021.pdf
https://cityshare.nycnet/intranets/buywise_api/assets/buywise_api/pdf/resources/standardlang/standard/EO64_2021.pdf


GENERAL 
SUBMISSION 
INSTRUCTIONS



GENERAL 
SUBMISSION 

INSTRUCTIONS 

 Word Limit: 2000 words per response or 4 single spaced pages. 
However, not every answer requires that length of response. Please 
be as brief and concise as possible

 Answer the question asked, do not provide supplemental 
information

 Questions submissions: The cut-off date for submitting questions via 
e-mail is Friday, January 10, 2025, at 2:00pm EST
 All questions will be responded to via addendum on PASSPort

 MOCS Tickets: 
https://mocssupport.atlassian.net/servicedesk/customer/portal/8/gro
up/29/create/157

 Copy & paste answers into PASSPort questionnaire. Submit 
complete PDF and answers in the questionnaire

 To access the Solicitation: Browse RFx and search the RFP 
via EPIN:12825P0001 under the "Browse RFx Tab"

https://mocssupport.atlassian.net/servicedesk/customer/portal/8/group/29/create/157
https://mocssupport.atlassian.net/servicedesk/customer/portal/8/group/29/create/157
https://passport.cityofnewyork.us/page.aspx/en/rfp/request_browse_public


PASSPORT 
SUBMISSION 
INSTRUCTIONS



PASSPORT: 
FINDING AND 
RESPONDING TO RFPS



HOW TO ACCESS THIS RFP?

Two ways to 
Access this RFP

Procurement 
Navigator

RFx tab – My RFx 
Responses and 

Public RFx Subtabs





















DEADLINES

 Deadline to submit the proposal is Friday, January 
17, 2025, at 12:00pm EST, via PASSPort

 The cut-off date for submitting questions via e-
mail is Friday, January 10, 2025, at 2:00pm EST 
 Questions regarding this solicitation must be 

transmitted via email to 
MOCJProcurements@cityhall.nyc.gov with the 
subject line “Indigent Defense – Appellate 
Representation” and copy Kathryn Hudman at 
Khudman@mocj.nyc.gov. 



Q & A

Please write your: name, organization, and question in the chat.
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