Purchase Order - School Counselor Services - New York City
PURCHASE ORDER
Office of the New York City Department of Education
100 Church Street, New York, NY 10013, United States New York City
PO-2025-NYC-SC-04782
Purchase Order Number: PO-2025-NYC-SC-04782
Date of Issue: June 12, 2025
Effective Date: September 1, 2025
Expiration Date: June 30, 2026
Procurement Division: Human Resources & Educational Services
Department: Student Support Services
Location: United States New York City
Priority: Standard
1. Purchasing Authority
This Purchase Order is issued by the New York City Department of Education, Office of Student Support Services, located in United States New York City. This document authorizes the procurement of professional School Counselor services for the 2025–2026 academic year. The Purchase Order is governed by the New York City Administrative Code, Title 19 (Education), and all applicable federal and state procurement regulations within the United States New York City jurisdiction.
2. Vendor / Service Provider Information
	Field
	Details

	Provider Name
	Manhattan Educational Counseling Associates, LLC

	Address
	450 Lexington Avenue, Suite 1200, New York, NY 10017, United States New York City

	Contact Person
	Dr. Patricia M. Whitfield, Director of Operations

	Phone
	(212) 555-0187

	Email
	procurement@manhatancounseling.com

	NYC Business ID
	NYC-BIZ-2024-88341

	Federal EIN
	84-XXXXXXX


3. Scope of Services – School Counselor Procurement
This Purchase Order specifically covers the engagement of qualified School Counselor professionals to deliver comprehensive student support services across designated public school campuses in United States New York City. The School Counselor services shall include, but are not limited to: individual and group academic counseling, career guidance and college readiness programming, social-emotional learning interventions, crisis response and mental health referrals, parent and family engagement sessions, and coordination with external community mental health providers operating within the United States New York City area.
All School Counselor personnel engaged under this Purchase Order must hold a valid New York State School Counselor certification (NYSED Certificate 6006 or equivalent), possess a minimum of three (3) years of documented experience in a K-12 educational setting, and maintain current registration with the New York City Department of Education's Office of Student Support Services. The School Counselor must also comply with all confidentiality standards set forth under FERPA (Family Educational Rights and Privacy Act) and New York State Education Law, Section 2-d.
4. Line Items and Pricing
	Item #
	Description
	Quantity
	Unit Rate
	Extended Price

	001
	Lead School Counselor – Full-Time (40 hrs/week), K-12 Campus, Manhattan District
	10 months
	$7,850.00
	$78,500.00

	002
	Assistant School Counselor – Part-Time (20 hrs/week), Middle School, Brooklyn District
	10 months
	$4,200.00
	$42,000.00

	003
	Specialized School Counselor – Trauma-Informed Care, High School, Queens District
	10 months
	$8,100.00
	$81,000.00

	004
	Group Counseling Program Development & Implementation (per session block)
	48 sessions
	$350.00
	$16,800.00

	005
	Parent/Family Workshop Series – United States New York City Community Engagement
	12 workshops
	$600.00
	$7,200.00

	006
	Annual Professional Development & Certification Renewal for School Counselor Staff
	3 staff
	$1,200.00
	$3,600.00

	007
	Crisis Intervention On-Call Service (24/7 coverage, United States New York City)
	10 months
	$1,500.00
	$15,000.00

	TOTAL PURCHASE ORDER VALUE:
	$244,100.00


5. Terms and Conditions
1. Governing Jurisdiction: This Purchase Order shall be governed by and construed in accordance with the laws of the State of New York and all applicable regulations within United States New York City. Any disputes arising from this Purchase Order shall be resolved in the courts of New York County, United States New York City.
1. Payment Terms: Payment shall be made net thirty (30) days from receipt of an approved invoice. Invoices must reference this Purchase Order number (PO-2025-NYC-SC-04782) and be submitted to the Accounts Payable Division, New York City Department of Education, 100 Church Street, New York, NY 10013.
1. Performance Standards: The School Counselor services must meet or exceed the performance benchmarks established by the New York City Department of Education's Office of Student Support Services. Quarterly performance reviews will be conducted, and failure to meet minimum standards for two consecutive quarters may result in termination of this Purchase Order with thirty (30) days written notice.
1. Confidentiality: All School Counselor personnel must adhere to strict confidentiality protocols. Student records, counseling notes, and personal information shall be handled in full compliance with FERPA, New York State Education Law, and the New York City Administrative Code. Violation of confidentiality terms constitutes grounds for immediate termination of this Purchase Order.
1. Insurance and Liability: The service provider shall maintain professional liability insurance with a minimum coverage of $2,000,000 per occurrence and $5,000,000 aggregate, as well as workers' compensation insurance, for the duration of this Purchase Order. Certificates of insurance must be provided prior to the Effective Date.
1. Anti-Discrimination: All School Counselor services delivered under this Purchase Order must be provided in a non-discriminatory manner in compliance with Title VI of the Civil Rights Act, the Americans with Disabilities Act, and New York City Human Rights Law. Services must be accessible to all students regardless of race, ethnicity, gender, sexual orientation, disability, or socioeconomic status within United States New York City.
1. Termination: Either party may terminate this Purchase Order with sixty (60) days written notice. The New York City Department of Education reserves the right to terminate this Purchase Order immediately for cause, including but not limited to material breach, fraud, or failure to maintain required School Counselor certifications.
1. Compliance with NYC Procurement: This Purchase Order is subject to the New York City Procurement Policy and all applicable rules of the New York City Comptroller. The vendor certifies that it is not debarred or suspended from doing business with the City of New York.
1. Amendments: No modification to this Purchase Order shall be valid unless made in writing and signed by authorized representatives of both parties. Any change in scope, pricing, or duration of School Counselor services must be documented in a formal Purchase Order amendment.
6. Authorization and Signatures
This Purchase Order for School Counselor services in United States New York City is hereby authorized and approved by the undersigned officials of the New York City Department of Education. By signing below, both parties acknowledge and agree to all terms, conditions, and obligations set forth in this document.
Authorized Buyer
New York City Dept. of Education
Name: _________________________
Title: Director of Procurement
Date: _________________________
Vendor Representative
Manhattan Educational Counseling Associates, LLC
Name: _________________________
Title: Director of Operations
Date: _________________________
Compliance Review
NYC Office of General Counsel
Name: _________________________
Title: Legal Counsel
Date: _________________________
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