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BACKGROUND INFORMATION
Many public housing agencies (PHAs) outsource the agency’s accounting operations by employing an outside accountant that is paid a monthly fee for maintaining the agency’s accounting records, working with the auditor, and helping with financial reporting tasks. These accounting firms are referred to as fee accountants by the PHA industry. Smaller PHAs often use the services of a fee accountant rather than having an in-house accounting professional because the PHA may need only a part-time resource or because of difficulty in hiring or retaining qualified staff. Some PHAs have both a fee accountant and a smaller in-house accounting office. PHAs that maintain both, typically use the fee accountant as a quality control check for limited accounting services and as an on-call resource for specific accounting questions.
The tasks or services that are performed by fee accounts can be organized into the following categories: accounting transactions; board reporting; HUD program budgeting and accounting; financial statement preparation; and consultation services. Given the specialized nature of the housing industry and the relatively small number of fee accounting firms, it is common for these firms not to be located in the same geographic area as the agency that they are servicing.
HUD is providing this document which will help PHAs issue a solicitation for fee accounting services that is compliant with HUD’s requirements. This procurement template is provided because of the PHAs need for and use of fee accountants coupled with the fact that for many PHAs, the proper execution of procurement actions is an area of higher risk. The use of this document is not required and is intended to aid PHAs in successfully awarding a contract for accounting services in a timely and compliant manner. The document is intended to provide best practices used by other PHAs and highlight many of HUD’s procurement requirements.
The next two sections further describe the organization of this document and items to consider when developing a request for proposal (RFP) for fee accounting services. The remainder of the document, then provides sample RFP language and instructions. 



ORGANIZATION OF DOCUMENT
The remainder of this document provides PHAs with a framework and sample language to issue a request for proposal (RFP) for fee accounting services. HUD requires that a PHA’s RFP be compliant with procurement laws, regulations and guidance, including the PHA’s policies. HUD does not specify a certain format for a PHA’s RFP. Therefore, the actual organization, scope of services and detail included in a solicitation for fee accounting services varies widely from PHA to PHA. Most PHAs’ RFPs are unique to that PHA, as PHAs have preference in the order and manner solicitation information is presented in their procurement actions. Also, many PHAs may have additional contract clauses, templates or forms that they want to include as part of the award process and contract that are not required by HUD. PHAs should review their RFP model and incorporate in their RFP, the information provided in this sample procurement template, as appropriate.
The table below identifies ten common sections of a RFP for fee accounting services that should be included in the solicitation package and the order in which they typically appear. The table also briefly describes the information that is normally provided in each section. The column “Sample Provided” in the table below indicates whether sample language that a PHA may modify and include in their own solicitation is included in this document.
	#
	Solicitation Package
	Sample Provided

	1
	Cover Page & Table of Contents. Each solicitation package normally will have a cover page, which provides basic information. The basic information typically includes the PHA’s name, address, and contact information, date of issuance, proposal number and title, such as “Request for Proposal for Fee Accounting Services”. Many PHAs also include a table of contents that list the major sections of the procurement package and the respective page number.
	No

	2
	Introduction. This section of the procurement package provides summary information about the PHA, general information about the scope of services requested and related procurement action schedule.
	Yes

	3
	Agency’s Reservation of Rights. This section highlights and describes certain rights maintained by the Agency in association with the RFP process and upon contract award.
	Yes

	4
	Scope of Services. This section describes the scope of services that the fee accountant will perform for the agency. The sample provides the typical accounting services that are provided as well as other optional services.
	Yes

	5
	Instructions to Offerors. This section provides general instructions on how a proposal must be submitted and the due date for submission of questions on the proposal and the proposal due date.
	Yes

	6
	Proposal Format. This section provides information on the procurement strategy used for this RFP (i.e., best value) and instructions to the offeror on the information to be submitted and how the proposal must be organized. This section also provides information on the HUD-required forms and other PHA-required information that must be submitted with the proposal (see sections 9 & 10). 
	Yes

	7
	Price Proposal Template. This section provides a sample price proposal template that the Agency can require all offerors to utilize when submitting the proposal. The pricing template requests rate information and total number of annual estimated hours for each proposed staff. Additional sample pricing template(s) are also provided for other reimbursable expenses such as travel.
	Yes

	8
	Evaluation Criteria. This section provides the factors and associated weights that would be used to evaluate each proposal and describes the contract award process.
	Yes

	9
	HUD Mandatory Contract Provisions. The PHA is required by HUD to include with the solicitation mandatory contract provisions when procuring non-construction services. HUD has made these contract provisions available via forms that can be downloaded from HUD’s website. This section provides information on the mandatory contract provisions and how the PHA should include them in the solicitation.
	Yes

	10
	PHA-Required Contract Provisions. This section of the solicitation would include other contract provisions, affidavits, or statements required by the PHA or state law but are not required by HUD. 
	No


A PHA can use the information using one of two approaches. If the PHA already has a RFP for fee accounting services that they believe is compliant and meets their needs, the PHA should review this document and update their current RFP, as necessary. If the PHA does not have a RFP for fee accounting services or if they believe a large number of changes are warranted based on the information presented in this document, the PHA should cut and paste the sample language in this document into a new document and modify the RFP language as needed to reflect the PHA’s preferences. 


ITEMS FOR CONSIDERATION
The following are items that the PHA should consider in procuring fee accounting services and when using this template, including major assumptions that were used to develop the sample procurement template. 
Assumption – The PHA has minimal or no in-house accounting operations and requires the fee accountant to complete all work. In the Scope of Work section of this document, the typical services provided by a fee accounting individual or firm are listed. The PHA should consider the scope of services listed and modify as needed.
Assumption – State procurement laws do not limit offerors to be licensed in the state or have established offices within the state.
Assumption – Contract length will be the base period of one year and two option periods. However, HUD regulations allow PHAs to award a contract to the same contractor for a maximum period of five years. That is, a PHA can award the contract for a base period of one year with up to four option periods. Contracts and subsequent option-year contract(s) must be duly signed. 
Procurement Strategy – The procurement strategy used in this sample is a competitive proposal which is the preferred method to be used for fee accounting services. A competitive proposal procurement strategy allows the PHA to make the award based on best-value using the RFP’s evaluation factors and not lowest offeror. It is not recommended that the PHA use a small purchase procurement strategy for professional services such as fee accounting which would mean the contract would likely be awarded to the lowest offeror and with little information on the qualifications and approach to providing the requested service. Note: Refer to Agency’s procurement policy. 
Housing Knowledge and Experience –The public housing industry is a very specialized area and there are a number of individuals or firms who specialize in this area. An individual’s or firm’s experience with HUD’s housing program regulations and financial reporting requirements is critical. Individuals or firms that do limited PHA work are likely not to be well trained in the specifics of PHA financial reporting. It is recommended that the PHA includes in the RFP, an evaluation factor that assesses the firm’s housing knowledge and experience and that this evaluation factor be assigned a significant number of points. 
Full and Open Competition – Procurement transactions are required to be conducted in a manner that provides for full and open competition. Unlike an audit, there is no requirement that fee accounting work must be awarded to an individual with a CPA or a CPA firm, even if this is the PHA’s preference. PHAs should not require that the offeror be a CPA; such a requirement could be seen as restricting full and open competition. That said, the PHA can and may want to require that the completed accounting work is overseen by a CPA and therefore, more evaluation points could be awarded to a firm that meets this qualification. Note: Refer to Agency’s procurement policy. 
Fee Accounting Firm and Services Needed – Fee accounting firms can be grouped into three (3) general categories.
CPA Firm. This type of firm typically provides audit and tax services along with fee accounting services. A CPA firm is required to have a peer review performed. As part of the References section (see RFP Section #6 – Proposal Format, Tab 3. References), the CPA firm offerors should also be asked to provide a copy of the latest approved external peer review report as approved by a State Society of CPAs. 
This report indicates that a peer review has been performed by another CPA firm and provides the Agency with assurance that the firm has an appropriate system of quality controls for its accounting and auditing practice that complies with applicable professional standards in all material respects. Firms that participate in the peer review program undergo a review once every 3 to 5 years. 
The other firms described below will not have peer reviews completed and would not be expected to provide such information and the RFP’s evaluation factor should take this into consideration.
Fee Accounting Firm with CPAs on Staff. This type of firm will provide bookkeeping services and will have CPAs on staff who will oversee the accounting services and provide quality control.
Fee Accounting Firm without CPAs on Staff. This type of firm will provide bookkeeping services but does not have any CPAs on staff.
Scope of Work & Evaluation Factors – The PHA must carefully consider the services that are needed because the list of services will partially shape the evaluation factors used to award the contract. For example, for small PHAs administering one program and for which an audit is not required, any fee accounting firm with HUD knowledge and experience will likely be able to successfully complete the required work. However, a PHA that operates multiple programs, has created non-profits through mixed financing and/or HUD’s Rental Demonstration Program (RAD), is part of the state’s pension plan and/or needs help to prepare year-end GAAP based financial statements may be better served receiving fee accounting services from a CPA firm or a firm that has a CPA on staff, which would result in different evaluation factors or awarding of points. 
The scope of work section of this document lists the typical services that are provided by a fee accounting firm. The PHA should review the list and add, modify, and remove services as necessary.
Section 3 Requirements and Evaluation Factor – Section 3 of the HUD Act of 1968 and various Presidential Executive Orders requires that PHAs make efforts to ensure that small and minority-owned businesses, women’s business enterprises, labor surplus area (LSA) businesses[footnoteRef:2], and firms that are substantially owned (at least 51 percent) by a PHA resident, are used when possible. PHAs should consider their PHA procurement policy, including any goals/targets and procedures for Section 3 businesses. An evaluation factor can be included and weighted to provide points for proposals submitted by such firms or firms that employ subcontractors that qualify under Section 3.  [2:  	Labor surplus areas (LSAs) are government-designated towns and counties that have experienced severe unemployment. LSAs are designated by the federal government annually based on a survey.] 

PHA Clauses – When using this sample, PHAs should review and include the procurement clauses required by the state (if applicable), required by PHA procedures, or as a result of best practices as determined by the PHA. In addition, the PHA should identify and include templates, affidavits and forms that the PHA may want the offeror to use to ensure that certain information is provided or that the information can be easily located. The PHA should modify or add contract provisions to help clarify or ease the administrative burden of monitoring and administering the contract. For example, for invoicing, the PHA could require that invoices be provided electronically or that payment of the invoice would be made through electronic funds transfer only. 
Reminder – PHAs should carefully read the sample procurement template and edit the text to align to the PHA’s facts and needs. For example, in the Sample - Introduction section, the language provided describes a relatively small PHA named the Housing Agency of the City of Anytown. This section should be tailored with the PHA’s information. Similarly, in the Scope of Services section there is a complete list of fee accounting services typically provided, however, this list should be reviewed, and services added, modified and deleted as necessary to fit the PHA’s needs.
Market Research – PHAs can advertise the RFP through the various regional and national housing industry newsletters. The agency can also perform market research to reach out to vendors directly. PHAs may want to check with the local HUD field office for PHAs and firms that use the services of a fee accountant, other PHAs, and their auditor. When obtaining information on vendors, the PHA should also ask for information on the services that are provided, how the work is managed and staffed, and a rough cost estimate. All information received should be retained for decision making purposes.

SAMPLE LANGUAGE (RFP SECTION #2) - INTRODUCTION 
The Housing Agency of the City of Anytown (Agency) requests proposals (RFP) from qualified Fee Accounting firms to perform fee accounting services for the public housing agency (PHA). The Agency’s fiscal year-end is June 30 and the agency maintains contractual arrangements with the United States Department of Housing and Urban Development (HUD) to manage and operate its low rent public housing program and administer the Section 8 Housing Choice Voucher (HCV) Program. The Agency operates 125 public housing units organized into one asset management project and 175 HCV vouchers. The Agency has not adopted asset management and has not established a Central Office Cost Center (COCC). As part of its public housing program, the PHA receives approximately $125,000 in Capital Fund grant awards each year. In addition, the PHA administers a rural rental housing program of 50 units that is administered by the U.S. Department of Agriculture.
[bookmark: _GoBack]The Agency seeks Proposals from qualified entities to provide general fee accounting services to the agency. It is expected that the fee accounting services will be performed in accordance with Generally Accepted Accounting Principles (GAAP) and the offerors must have thorough knowledge and experience with HUD rules and regulations as they pertain to financial matters. All proposals submitted in response to this solicitation must conform to all of the requirements and specifications outlined within this document and any designated attachments in its entirety.
The RFP contains submission requirements, scope of services, period of services, terms and conditions and other pertinent information for submitting a proper and responsive proposal. Prospective offerors requiring any explanation or interpretation of the solicitation must request it in writing no later than 5:00 pm EST on mm/dd/yyyy. The request must be addressed to XX Person at the following email address: XXXXXXXXXXX. Any information given to a prospective offeror about this solicitation will be furnished to all other prospective offerors as a written amendment to this solicitation. 
Notice of Intent to Propose. If your firm elects to respond to this RFP, notify XX Person at the following email address: XXXXXXXXXXX by DATE.
All responses to the RFP must be enclosed in a sealed envelope and labeled with the specific information: RFP: Anytown HA, Fee Accounting and Consulting Services, Due Date and Time: mm/dd/yyyy, 5:00 pm EST. Note: Incomplete or non-compliant proposal submissions will not be considered. 
The Agency intends to award the contract pursuant to a “best value” basis, not a “lowest bid” basis. An evaluation committee shall review and rank each of the offerors proposals using the method of evaluation described in this request. The evaluation committee shall enter into negotiations with the highest ranked proposal first, and if necessary, any or all of the other proposals and submit the list of ranked offerors to the Executive Director. The Executive Director shall make a recommendation to the Board of Commissioners to award a single contract to the most competent, responsive, and responsible offeror submitting a proposal in accordance with the proposal evaluation criteria.
The Agency reserves the right to award contracts to multiple offerors, to reject any or all bids, to waive for all applicants any information in the specifications or bidding process or to cancel in whole or in part this solicitation if it is in the best interest of the Agency to do so.
The awarded contract will be for one year with the option to renew in increments of one-year for two (2) additional years.


SAMPLE LANGUAGE (RFP SECTION #3) - AGENCY’S RESERVATION OF RIGHTS 
The Agency reserves the following right in association with the RFP process and upon contract award.
1. Right to Reject, Waive, or Terminate the RFP. Reject any or all proposals, or to terminate the RFP process at any time, if deemed by the Agency, to be in its best interest.
Right to Not Award. Not to award a contract pursuant to this RFP.
Right to Terminate. Terminate a contract award pursuant to this RFP, at any time for the Agency’s convenience upon 10 days written notice to the successful offeror(s).
Right to Determine Time and Location. Determine the days, hours, and locations that the successful offeror(s) shall provide the services called for in the RFP.
Right to Retain Proposals. Retain all proposals submitted and not permit withdrawal for a period of 90 days subsequent to the deadline for receiving proposals.
Right to Negotiate. Negotiate the fees proposed by the offeror(s).
Right to Reject Any Proposal. Reject and not consider any proposal that does not meet the requirements of this RFP, including but not necessarily limited to, incomplete proposals and/or proposals offering alternate or non-requested services. 
No Obligation to Compensate. Have no obligation to compensate any offeror(s) for any costs incurred in responding to this RFP.
Unauthorized Sub-Contracting Prohibited. The successful offeror(s)/contractor(s) shall not assign any right, nor delegate any duty for the work proposed pursuant to this RFP (including, but not limited to, selling or transferring the contract) without the prior written consent of the Agency. Any purported assignment of interest or delegation of duty, without the prior written consent of the Agency shall be void and may result in the cancellation of the contract with the Agency, or may result in the full or partial forfeiture of funds paid on the contract, as determined by the Agency.
Project Staffing Changes. Managers, other supervisory staff, and accountants may be changed if those personnel leave the firm, are promoted, or are assigned to another area. These personnel may also be changed for other reasons. However, in either situation, the Agency retains the right to approve or reject replacements.


SAMPLE LANGUAGE (RFP SECTION #4) - SCOPE OF SERVICE
Previous/Current Contractor 
The Agency’s current contractor for these services is NAME of FIRM and LOCATION of FIRM who has performed these services for the Agency since DATE.
General Requirements
The Contractor(s) (successful offeror(s)) will:
1. Provide the following detailed services/tasks in accordance with the monthly and annual accounting cycles effective Start Month/Year and End Month/Year. Services/tasks may also be provided for subsequent periods if the Agency exercises the option year awards.
Provide the services/tasks in accordance with Generally Accepted Accounting Procedures (GAAP) and reporting provisions of applicable HUD guidelines for Low Income Housing Programs for use in auditing purposes and the Single Audit Act.
[Note to PHA - The list of specific fee accounting services provided below is an expansive list and provides the typical services that are generally provided by fee accountants and other optional services. The PHA should review and select/tailor the services accordingly.]
Specific Requirements 
The Contractor(s) will provide the following services/tasks:
1. General Ledger and Subsidiary Ledger Entries. Perform all operations necessary to maintain the general ledgers and subsidiary ledgers for the Agency, including the following services:
a. Reconcile bank statements on a monthly basis.
b. Prepare journal vouchers on a monthly basis.
c. Assist in coding checks.
d. Maintain the general ledgers on a monthly basis, including development of all entries.
e. Provide a detailed transaction register (receipts/disbursements) on a monthly basis.
f. Prepare all debt service entries.
g. Maintain investment and insurance registers.
h. Maintain property ledger/capitalized equipment (i.e., Fixed Asset and Depreciation Schedules).
i. Maintain capital funds subsidiary ledgers as required by HUD and subsidiary ledgers for any development funds or grant monies awarded.
j. Prepare all monthly, quarterly, semi-annual and year-end financial statements and annual closing entries.
Board Reports. Provide the following financial reports for monthly Board reports.
a. Prepare combined Balance Sheet and Income statements that list all the agency’s programs, AMPs, COCC, HCV Administrative Fees, and HCV HAP. The Balance Sheet and Income Statements should be prepared for each program and AMP in whole dollar and on a per unit cost (PUC) basis to allow for comparison of similar line items between programs. 
b. Prepare a consolidated Balance Sheet and Income Statement that reflects all programs administered by the agency. The consolidated Balance Sheet and Income Statement shall list in separate columns all programs and AMPs in whole dollar and on a per unit (PUC) basis.
c. (Year-end Only). Calculate potential PHAS score at PHA’s fiscal year end.
Year-End Close. Complete the close-out for the fiscal year, including: 
a. Preparation of both the unaudited and audited Financial Data Schedule (FDS) to PIH-REAC for all necessary programs and business activities.
b. Prepare and submit any other required year-end financial forms and reports as required by HUD, including Management’s Discussion and Analysis (MD&A).
Operating Budgets. Prepare Operating Budgets for all programs administered by the Agency, including the following: XX AMPs, COCC, HCV HAP, and HC Administrative Fee. Preparation of the Agency operating budgets shall include at least one (1) revision.
Operating Subsidy. Process all documents required for budget and operating subsidy preparation including subsidy calculation and utility estimates. Preparation of the Agency operating subsidy forms shall include at least one (1) revision.
Housing Choice Voucher (HCV) Reconciliation. Prepare VMS/NRA reconciliation monthly.
(Optional) IRS 1099s. Prepare 1099s for IRS reporting.
(Optional) On-site Visit. Schedule an annual on-site one-day visit at the request of the Housing Authority, in order to provide clarifications on financial matters related to questions posed by the members of the Board of Commissioners, the Auditor, the Executive Director and/or other Agency staff. The contractor will also be available as needed to answer questions that the auditor or HUD may have regarding the financial records of the Agency. 
(Optional) Consultation and Assistance. Provide advice to the Board of Commissioners, Executive Director, or other designated PHA staff on Agency financial matters when requested. The work may include the following activities. (Up to 100 hours is budgeted for this task). Consultation and Assistance services must be approved by the Agency prior to services being rendered and billed. 
a. Assistance, as needed, with the Agency’s year-end closing outside of Task 3.
b. Assisting the Independent Auditor that performs the Agency’s annual audit and help resolve any audit findings during the audit, if needed.
c. Training Agency accounting staff, as needed, in HUD accounting and reporting requirements.
d. Providing other “in-scope” accounting services, as requested by the Agency.
Note: The proposed work will be financed in whole with Federal funds and therefore, all applicable Federal statutes, and regulations will apply to such work. It is expected that the majority of accounting services will be complete at the Offeror’s work site.


SAMPLE LANGUAGE (RFP SECTION #5) - INSTRUCTIONS TO OFFERORS
1. Proposals are to be submitted in a sealed envelope clearly marked RFP: Anytown HA, Fee Accounting and Consulting Services and will be received until Due Date and Time: mm/dd/yyyy, 5:00 pm EST time at Anytown Housing Authority, Physical and Mailing Address. Any proposal received/time-stamped after mm/dd/yyyy, 5:00 pm EST time will be considered late and will be returned. If the proposal is hand-delivered, please allow enough time as there may be other clients, etc. at the front desk and you may have to wait to get your proposal time-stamped. Proposal must be time-stamped. If proposal is sent by mail or courier, the proposal will be time-stamped upon receipt. 
The offeror should submit a signed original and one copy of its proposal.
No proposal may be withdrawn or modified in any way after the deadline for proposal submittal. Proposals shall remain firm and valid for ninety (90) days from said deadline.
The proposal must be completed in their entirety, completing all forms included in the proposal packet. If the offeror should have any questions regarding the forms, contact XX person at XX Phone Number or via email at XXXXXXXXXXXXXX.
Proposals are to be submitted in narrative form and are to include the Price Proposal Template included in this package.
Offerors may supplement their proposal with attached sheets for the purpose of adding or otherwise explaining any further conditions the offeror wish to have considered. Such supplemental attachments are to be considered items to be reviewed, accepted, rejected, or further considered by the evaluation committee.
During the period when proposals are being accepted, responses to questions on the RFP will not be provided to any prospective offeror. Responses to questions must be made in writing before the deadline for the submission of written questions. 


SAMPLE LANGUAGE (RFP SECTION #6) – PROPOSAL FORMAT
The Agency intends to retain the successful offeror(s) pursuant to a “Best Value” basis, not a “Lowest Bid” basis, i.e., the Agency will consider other factors than cost in making the award decision. All proposals submitted in response to this RFP must be formatted in accordance with the sequence and instructions provided below. Any proposal which fails to include all of these items will be considered a non-responsive proposal and will not be considered for evaluation.
Tab 1. Knowledge and Experience (Maximum Page Limit: 5 Pages). Provide background and introduction to the firm including address and contact information, information on the firm’s size, experience with HUD regulations and financial reporting requirements with respect to asset management/fee-for-service, public housing, Housing Choice Voucher, and other programs administered by the Agency. Include information on the firm’s client portfolio and a description of the products and services that the firm provides. 
The offeror shall identify whether or not subcontractors will be used for the engagement, if awarded, and/or if the proposal is a joint venture with another firm. All information required from the offeror must also be included for any major subcontractors or from any joint venture.
Tab 2. Management and Staffing Plan (Maximum Page Limit: 10 Pages). Provide a management plan that describes the firm’s approach to providing the required services, method of assigning work, and procedures for reviewing and ensuring quality control of services provided. Provide a staffing plan that identifies key personnel and other staff that would be assigned to this engagement. Provide resumes for key personnel. Provide brief biographies along with job titles and duties to be performed on this engagement for all proposed staff. If the firm is unable to provide any of the requested services, specifically identify those exceptions.
Tab 3. References. Provide no more than five (5) references of housing authorities currently under contract with the firm or clients served within the past three (3) years for whom the offeror has performed similar services to those described in the RFP. The list shall include the: client’s name, client’s contact name, client’s telephone number, the date the service(s) was provided, and a brief narrative description and scope of the service(s), including key personnel and contract value. Provide a copy of the latest approved external peer review report as approved by a State Society of CPAs (if applicable).
Tab 4. Licensing and Insurance Requirements. Prior to award, but not as part of the proposal submission, the successful contractor will be required to provide the following documents.
a. If applicable, evidence that the key personnel that will be reviewing all work performed under the engagement is licensed as a certified public accountant.
b. An original certificate evidencing the contractor’s current industrial (worker’s compensation) insurance carrier and coverage amount.
c. An original certificate evidencing the contractor’s General Liability coverage.
d. An original certificate evidencing the contractor’s Professional Liability and/or “errors and omissions” coverage.
e. A copy of the contractor’s business license allowing the entity to provide such services within the jurisdiction.
f. If applicable, a copy of the contractor’s license issued by the State of record allowing the contactor to provide the services provided in the RFP. 
Tab 5. Price Proposal Template. Submit a price proposal for the base year and two option periods according to the instructions and template provided.
Tab 6. Sample Agreement. Submit a sample agreement that would serve as a basis of execution for providing the fee accounting services between the Agency and the offeror. The agreement would cover items such as what accounting data, the form of that data and when the data is expected from the Agency to the offeror and when reports, schedules, financial statements, and board reports are due to the PHA.
Tab 7. HUD Form 5369-B, Instructions to Offerors, Non-Construction. Read and initial each page indicating that you have read and agree with the contents.
Tab 8. HUD form 5369-C, Certifications and Representations of Offerors, Non-Construction. Read and initial each page indicating that you have read and agree with the contents.
Tab 9. HUD Form 5370-C, General Contract Conditions, Non-Construction. Read and initial each page indicating that you have read and agree with the contents.
Tab 10. Section 3 Business Requirements. To be provided in accordance with the PHA’s procurement policy and procedures. 
Tab 11. Hold Harmless Agreement. Agreement provides that the contractor shall indemnify and hold harmless the Agency and its employees from and against all claims for personal injury or property damage.
Tab 12. Sample Monthly Financial Statements and Board Reports. Example of financial statements and Board reports to be produced and provided monthly to the Agency.


SAMPLE LANGUAGE (RFP SECTION #7) – PRICE PROPOSAL TEMPLATE
Annual and Monthly Pricing. 
The price proposal template provided below is required to be provided for Year 1 (Base Year) and each of the two option periods. Offerors are instructed to complete the template for Year 1 and then duplicate the template and update /complete it for the two option years, if exercised. 
For the base year and each option period, for each proposed personnel, provide the labor category, hourly rate, and estimated hours to be performed for the engagement for Tasks 1 through 8. 
	Table 1. Rate, Hours, and Total Cost by Staff – Year 1 Period

	Staffing
	Labor Category
	Year 1
Hourly Rate
	Year 1
Hours
	Year 1
Total Cost

	Name of Lead Contractor Firm

	Name 1
	Partner - Principal
	$13.00
	10
	$130.00

	Name 2
	Sr. Accountant
	$10.00
	10
	$100.00

	Name 3
	Junior Accountant
	$8.00
	10
	$80.00

	
	
	
	Subtotal, Lead Firm
	$310.00

	
	
	
	
	

	Name of Subcontractor Firm

	Name 4
	Sr. Accountant
	$6.00
	5
	$30.00

	Name 5
	Junior Accountant
	$4.00
	5
	$20.00

	
	
	
	Subtotal, Subcontractor
	$50.00

	
	
	
	
	

	
	
	
	Total Annual Fee
	$360.00

	
	
	
	Total Monthly Fee
	$30.00


Table 2 summarizes the Scope of Services requested and the annual quantity expected. The contractor will invoice, and the Agency will pay the contractor monthly a firm fixed price as shown in the offeror’s Table 1 (Total Monthly Fee). 
	Table 2. Scope of Service Tasks and Annual Quantity

	Task #
	Task Name
	Quantity

	1
	General Ledger & Subsidiary Ledger Entries
	12

	2
	Board Reports
	12

	3
	Year End Close
	1

	4
	Operating Budgets
	2

	5
	Operating Subsidy (X AMPs)
	3

	6
	HCV Reconciliation
	12

	7
	IRS 1099s
	12

	8
	On-Site Visit
	1

	
	
	

	9
	Consultation and Assistance 
	As Needed & NTE: $XXX

	10
	Reimbursable Travel 
	NTE: $XXX





Other Pricing Information – Consultation and Assistance Services
The price proposal template provided below is required to be provided for Year 1 (Base Year) and each of the two option periods. Offerors are instructed to complete the template for Year 1 and then duplicate the template and update /complete it for the two option years, if exercised. 
For the base year and each option period, for each proposed personnel, provide the labor category, hourly rate, and estimated hours to be performed for Task 9 – Consultation and Assistance services. The number of hours in the base period or any of the option periods should not exceed 100 hours. Consultation and Assistance Services must be approved by the Agency prior to services being rendered and billed. 
Invoicing for this task should be supported by information similar to this information requested in the Table 3 along with a narrative of the task performed. Pricing for this service will be billed at the rate shown in the offeror’s table 3. 
	[bookmark: _Hlk528825944]Table 3. Rate, Hours, and Total Cost by Staff – Task 9: Consultation and Assistance Services
Year 1 Period

	Staffing
	Labor Category
	Year 1
Hourly Rate
	Year 1
Hours
	Year 1
Total Cost

	Name of Lead Contractor Firm

	Name 1
	Partner - Principal
	$13.00
	10
	$130.00

	Name 2
	Sr. Accountant
	$10.00
	10
	$100.00

	Name 3
	Junior Accountant
	$8.00
	10
	$80.00

	
	
	
	Total Hours (NTE 100)
	

	
	
	
	Total Annual Fee
	$360.00

	
	
	
	Total Monthly Fee
	$30.00


Estimated Travel Cost. Provide the estimated travel based on a one (1) day on-site visit. Reimbursement for travel costs will be in accordance with the PHA’s travel policy which is to reimburse for meals and incidentals and lodging based on the Federal government per diem rate. 
	Table 4. Other Reimbursable Expenses

	Item
	Estimated Cost – 
Base
	Estimated Cost – Option Period 1
	Estimated Cost – Option Period 2

	Transportation (most economic)
	$1.00
	$1.00
	$1.00

	Lodging
	$1.00
	$1.00
	$1.00

	Federal Per Diem Rate
	$1.00
	$1.00
	$1.00

	Other Expenses (Please Specify)
	$1.00
	$1.00
	$1.00

	Total, Expenses
	$4.00
	$4.00
	$4.00




SAMPLE LANGUAGE (RFP SECTION #8) – SAMPLE EVALUATION CRITERIA
The Agency intends to award the contract to the successful offeror(s) pursuant to a “Best Value” basis. An evaluation committee will review and rank each proposal using the evaluation factor and point system shown. The award of points for each listed factor will be based upon the documentation that the offeror submits with the proposal.
	#
	Evaluation Factor
	Maximum Points

	1
	Knowledge and Technical Expertise.
Demonstration of in-depth knowledge of HUD accounting and regulations specific to Housing Authority programs.
	25

	2
	Management and Staffing.
The offeror’s proposed management plan for assigning and overseeing the work and the proposed staffing and proposed hours provides for quality services and ensure quality control of the services to be provided. 
	25

	3
	Firm’s Prior Experience in Related Areas.
Documentation of successful experience in providing the services specified in RFP as evidenced by the references provided by the offeror for similar services of a sample of their other clients and peer review, if applicable.
	20

	4
	Section 3 Requirements.
[Note: this evaluation factor should be tailored to reflect the PHA’s procurement policy]. The offeror is a Section 3 firm or has proposed that a portion of the work is performed by Section 3 firms, i.e., small and minority-owned businesses, women’s business enterprises, labor surplus area businesses, or firms that are substantially owned by a PHA resident.
	10

	5
	Price.
The offeror’s proposed monthly estimated cost seems reasonable based on the services requested and the offeror’s management and staffing plan for each of the requested year(s).
	20

	
	Total Points
	100


Once each offeror’s proposal has been evaluated and ranked, final negotiations will be scheduled for the top ranked offeror. If the final negotiation is successful, the Executive Director will make a recommendation to the Board of Commissioner to award a single contract to that offeror. The Board may require additional information or negotiations before the Board will approve an award of the contract. 
Should negotiations with the selected offeror become unsuccessful, the Agency reserves the right to cease negotiations with the offeror. In the event of cessation of negotiations with the first selected offeror, the Agency reserves the right to either enter into similar interviews and negotiations with the next highest ranked offeror or take other action as it deems most beneficial. 


SAMPLE LANGUAGE (RFP SECTION #9) – HUD MANDATORY CONTRACT PROVISIONS
HUD requires that certain contract provisions be contained in the contract. These contract provisions should be provided as part of the procurement package. HUD has provided the mandatory contract clause provisions as PIH forms, which can be searched via the internet by the PIH form number and simply attached to the procurement proposal or the PHA may type the clauses into the procurement package. Some PHA’s procurement module in their management information system already have these HUD required clauses, which can be printed and included as part of the RFP package. 
HUD Mandatory Contract Provisions 
1. Form HUD 5369-B, Instructions to Offerors – Non-Construction. 
Form HUD 5369-C, Certifications and Representations of Offerors – Non-Construction Contract.
(Optional) Form HUD 5370-C, General Conditions for Non-Construction Contracts
While not mandatory, HUD highly recommends the use of Form HUD 5370-C, General Conditions for Non-Construction Contracts. This form provides 18 other contract provisions that protect the PHA’s interests, via clauses such as handling disputes with the offeror, termination of the contract for convenience and default and provides other federal requirements that may not be known to some offerors, such as Equal Employment Opportunities requirements and conflicts of interest. 
If the PHA elects not to include the contract provisions, the PHA should review the form and determine if the PHA should modify and include many of these contract provisions by adding them to the PHA contract provisions section of the procurement package. 
As a reminder, when reviewing Form HUD 5370 – C, PHAs should specifically look at the PHA’s contract provisions that mirror or are similar to those contract clauses in the HUD Form 5370-C. In the event of duplicate or similar contract provisions, the PHA should modify the provisions into one clause as the PHA deems most proper. 
6
