Attachment 5: OHEHR 2026-02

Attachment 5: Using APPLY to Submit Proposals for RFP Health Equity
Consultants

Step 1: Create an APPLY account. Follow Attachment 4 on guidance for creating an
account.

Step 2: Start an application
Copy the following web address into your browser or click on the link below.

https://healthresearchinc.smapply.io/prog/RFP ohehr 2026-02

The link should bring you to this page:

=xample Example ~

Request for Proposals: Health Equity Consultants OHEHR

Open to
Organizations and individual
applicants can apply.

The mission of the New York State Department of Health is to protect and promote
health and well-being for all, building on a foundation of health equity. Established in
2022, the Office of Health Equity and Human Rights leads the New York State

Department of Health’s commitment to advance health equity across New York State. Opens

You can also search the application by selecting “view programs” on the home page.
See below:

No applications.

Please choose a program from our program listings page to get started

Scroll to find the opportunity “Request for Proposals: Health Equity Consultants” and
select “more”:


https://healthresearchinc.smapply.io/prog/RFP_ohehr_2026-02
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Request for Proposals: Health Equity Con...

Accepting applications from May 18 2026 12:00 AM (EDT) to Jun 22 2026
04:00 PM (EDT)
Health Equity Consultants Overview

Organizations and individual applicants can apply.

MORE >

Use the green button on the right side labeled “Apply” to start an application:

APPLY k

2026-02 Organizations and individual

applicants can apply.

Request for Proposals: Health Equity Consultants OHEHR

The mission of the Mew York State Department of Health is to protect and promote e
health and well-being for all, building on a foundation of health equity. Extablished in My 16 2088 72:00 AM (EDT)
2022, the Office of Health Equity and Hurnan Rights leads the New York State

Department of Health's commitment to advance health equity across New York State Jun 22 3026 04:00 PM (EDT)

Under the Strengthening US. Public Health Infrastructure, Workforce, and Data Systemns
Grant awarded by the U.S. Centers for Disease Contral and Prevention, the Mew Yeork

State Department of Health is strengthening public health organizational infrastructure

Step 3: Create the Application

Once you select “Apply” as instructed above, the application will prompt you to enter
your organization name. Enter “Health Equity Consultants Proposal (Component you
are applying for), Name of your organization” and select “Create Application”. *Please
note a character limit of 75 for the application name, if your name exceeds 75
characters you may abbreviate as necessary.
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Name your application

Health Equity Consultants Proposal (Component A-E), Name of
Consultant(s)/Consulting Group

Health Equity Consultants Proposal (Component A), Example Name

75 characters maximum

CANCEL CREATE APPLICATION

Step 4: Completing the proposal

Once you have started your application, your screen should look like this. Click on
“‘Request for Proposals OHEHR 2026-02":

Example Example -

0 of 1 tasks complete Request for Proposals: HealthE.. [J @ Preview

Health Equity Consultants Proposal (Component A), Example Name
Last edited: May 18 2026 11:48 AM (EDT) T ——
: 0000000001

APPLICATION  ACTIVITY
m - -

Deadline: Jun 22 2026 04:00 PM (EDT) Your tasks

B Request for Proposals OHEHR 2026-02 >

/

You should now see the application. Scroll down using your mouse or the scroll bar on
right side of screen to see the application.
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< Back to application [ Request for Proposals OHEHR 2026-02

Reguest for Proposals: Health Equity ... « Draft saved &

Health Equity Consultants Proposal Proposal Form: Health Equity Consultants

(Component A), Example Name
General Information- Please note: Additional general information will be asked to be

ID: 0000000001 S : e -
provided in Attachment 1: Cover Page and Attestation of minimum requirements.

Request for Proposals >
OHEHR 2026-02 Consulting Group/Consultant/Organization Name:
0 of 1 tasks complete ‘ Example
Last edited: May 18 2026 11:49 AM (EDT) Component this proposal addresses (select one):

Please note: Consultant(s) submitting proposals for more than one component, must complete a

m SUBMIT separate proposal and submission for each component.

@® Component A: Staff Training
Deadline: Jun 22 2026 04:00 PM (EDT)

O Component B: Focus Groups

O  Component C: Organizational Survey

Applications can be saved at any time without being submitted by selecting “SAVE &
CONTINUE EDITING”. Please note: A saved draft does not submit, if you do not select
“Submit” on the far right side when you are ready to submit, the application will not be
submitted.

SAVE & CONTINUE EDITING MARK AS COMPLETE

Y >

To upload files for questions 1, 2 and 7, click on the grey box labeled “Upload a file”
Upload Attachment 1: Proposal Cover Page and Attestation

Please upload the Proposal Cover Page and Attestation (Attachment 1). The proposal cover page
and attestation to minimum gqualifications must be downloaded from the Request for Proposals,
completed in full and signed.

2 upload a file

Select the file you wish to upload from your computer.

Once the file is uploaded, you will see it appear. If you uploaded the file in error or want
to revise the uploaded version, select the three dots on the right side to select delete
and re-upload the revised version:
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Upload Attachment 1: Proposal Cover Page and Attestation

Please upload the Proposal Cover Page and Attestation (Attachment 1). The proposal cover page
and attestation to minimum qualifications must be downloaded from the Request for Proposals,
completed in full and signed.

1.| EXAMPLE .doecx -

Delete ‘

Questions 3 — 6 are narrative questions. You must enter text in the box provided to
answer. We recommend typing your answers in a separate document and pasting them
over to the APPLY system in case of a failure to save.

To enter text for narrative questions, click on the text box and begin typing:
3a. Include a brief overview of organization and qualifications.

Examplel

/

Once you have uploaded necessary documents, provided the text narrative to the
questions, and signed, select “SAVE & CONTINUE EDITING”. Your answers should
now be saved. Please review your answers before Step 4. You cannot edit your
proposal once you select “submit”.

Step 4: Submitting the Proposal Using APPLY

Once you are ready to submit your proposal, select the green box to the right labeled,
“Mark as complete”. You must select mark as complete to submit a proposal. You can
edit the proposal after selecting mark as complete (instructions below). You CANNOT
edit a proposal once you select Submit.
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SAVE & CONTINUE EDITING MARK AS COMPLETE

You will then see a screen noting when the application was completed:

< Back to application

Request for Proposals: Health Equity ...

Health Equity Consultants Proposal
(Component A), Example Name

1D: 0000000001

° B Request for Proposals S
OHEHR 2026-02

1 of 1 tasks complete
|

Last edited: May 18 2026 12:04 PM (EDT)

REVIEW SUBMIT

Deadline: Jun 22 2026 04:00 PM (EDT)

o Request for Proposals OHEHR 2028-02
Completed May 18 2026 12:04 PM (EDT)

Proposal Form: Health Equity Consultants

General Information- Please note: Additional general information will be asked to be provided in Attachment 1:
Cover Page and Attestation of minimum requirements.
Consulting Group/Consultant/Organization Name:

Example]

CGomponent this proposal addresses (select one):

Please note: Consultant(s) submitting proposals for more than one component, must complete a separate
proposal and submission for each component.

Component A: Staff Training

Cover Page

Select “Review” to view your proposal. Look over your proposal and confirm all
information is accurate and complete.

< Back to application

Regquest for Proposals: Health Equity ...

Health Equity Consultants Proposal
(Component A), Example Name

ID: 0000000001

v

° Request for Proposals
OHEHR 2026-02

10f1tasks complete
|

Last edited: May 18 2026 12:04 PM (EDT)

REVIEW SUBMIT

Deadline: Jun 22 2026 04:00 PM (EDT)

/. Buaget

7a. Upload Budget Attachment Applicable to the Component this proposal addresses (Attachments 3a-3e).

Please complete the corresponding budget template attachment for the Component in which this proposal
addresses. The attachments can be found attached to the Request for Proposals and are labeled as Attachment
3a-3e).

B EXAMPLE.docx

«” VIEW FULL SCREEN 21 DOWNLOAD File type: docx Size: 11.3 kB

In providing my signature below, | confirm:

1. All of the information provided in this proposal is true to the best of my knowledge. 2. | understand | can only
submit one proposal per component. 3. | understand that once | select "Submit" | will no longer be able to revise
my proposal. 4. | understand that any proposals received after the date and time set forth on the Request for
Proposals will not be considered for funding.

If you would like to edit your application after you have reviewed, click on the blue link to

your application:
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< Backto application SUBMIT YOUR APPLICATION

Request for Proposals: Health Equity Consultants OHEHR 202... < ¥1 Download
Health Equity Consultants Proposal (Component A), Example Name

1D: 0000000001 Last edited: May 18 2026 12:13 PM (EDT)

Your tasks

Click on “see my application”:

.
Request for Proposals: Health Equity Consultants OHEHR

Open to
Organizations and individual
applicants can apply.

The mission of the New York State Department of Health is to protect and promote
health and well-being for all, building on a foundation of health equity. Established in
2022, the Office of Health Equity and Human Rights leads the New York State

Department of Health’s commitment to advance health equity across New York State. Opens

May 18 2026 12:00 AM (EDT)

Under the Strengthening U.S. Public Health Infrastructure, Workforce, and Data Systems Deadline
Grant awarded by the U.S. Centers for Disease Control and Prevention, the New York Jun 22 2026 04:00 PM (EDT)
State Department of Health is strengthening public health organizational infrastructure

A A

Click on the box with your application:

Regquest for Proposals: Health E... [7

10f 1 tasks complete © Preview wee

Last edited: May 18 2026 12:13 PM (EDT)

Health Equity Consultants Proposal (Component A), Example Name

ID: 0000000001

APPLICATION ACTIVITY
REVIEW SUBMIT —

Deadline: Jun 22 2026 04:00 PM (EDT)
Your tasks

Request for Proposals OHEHR 2026-02 3

B
— o Completed on: May 18 2026 12:13 PM (EDT,

Click on the three dots in the upper right corner:
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0 B Request for Proposals OHEHR 2026-02
Completed May 18 2026 12:13 PM (EDT)

Proposal Form: Health Equity Consultants

General Information- Please note: Additional general information will be asked to be provided in Attachment 1:
Cover Page and Attestation of minimum requirements.

Select “Edit™:
o Reguest for Proposals OHEHR 2026-02
Completed May 18 2026 12:13 PM (EDT)
Download
Proposal Form: Health Equity Consultants
Reset
General Information- Please note: Additional general information will be asked to be prt
Cover Page and Attestation of minimum requirements. p Edit

Consulting Group/Consultant/Organization Name:

You should now be able to edit your proposal. Once you have edited, you will need to
save, mark as complete to review again.

Once you have reviewed and you are ready to submit, select “Submit Your Application”
in the upper right green box:

Request for Proposals: Health Equity Consultants OHEHR 202... 41 Download
Health Equity Consultants Proposal (Component A), Example Name

1D: 0000000001 Last edited: May 18 2026 12:04 PM (EDT)

You can also submit the application once you mark as complete at any time by clicking
the green box labeled “SUBMIT” in the left of your screen. It is strongly advised you
review prior to submitting:
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< Back to application ° Request for Proposals OHEHR 2026-02
Completed May 18 2026 12:17 PM (EDT)

Health Equity Consultants Proposal Proposal Form: Health Equity Consultants
(Component A), Example Name General Information- Please note: Additional general information will be asked to be provided in Attachment 1:

Cover Page and Attestation of minimum requirements.
ID: 0000000001

Consulting Group/Consultant/Organization Name:

Request for Proposals
VI > | Examg
OHEHR 2026-02 Xxample

10f 1 tasks complete

|
Please note: Consultant(s) submitting proposals for more than one component, must complete a separate

Last edited: May 18 2026 12:17 PM (EDT) proposal and submission for each component.

REVIEW

Deadline: Jun 22 2026 04:00 P!

Component this proposal addresses (select one):

Component A: Staff Training

Cover Page

Once you select submit, a pop up will prompt you to confirm submission. Click “Submit”
to confirm or “cancel” to go back:

X
Submit application

Please confirm submission of your application.

CANCEL SUBMIT

You will receive a confirmation page and an email once your application is submitted:
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Application Submitted!

Thank you for submitting your application.

Go to My Applications

OR

View more Programs

For questions of technical nature regarding APPLY, please contact
OHEHRADMIN@health.ny.gov



mailto:OHEHRADMIN@health.ny.gov

