Proposal Form (Exhibit A) 
Other Required Exhibits (B-E)
And Attachments (1-5)
For Home Renewal Memphis Program Administration & Operations 

City of Memphis, Division of Housing and Community Development

Instructions: To make a proposal, the Proposal Form (Exhibit A) must be completed and submitted with Exhibits B, C and D.  Exhibits A, B and C must be signed.  The required attachments listed in Exhibit D must be attached in the order indicated. Assemble all documents in the order in which they appear in this document.  See RFP and additional submittal instructions in the separate RFP document.   



























Exhibit A 

Proposal Form 

1. Respondent’s Legal Name and Mailing Address:    
Enter the name of the proposed prime contractor here

2.  Type of Organization (check one):
__For Profit Corporation  __Nonprofit Corporation  __ Partnership  __LLC 
__Sole Proprietorship

3.  Principal Contact Person for Respondent
Name:						Title:
Phone number:				Email address:

4.   Proposed Subcontractors
Check one:
__ We do not propose to use subcontractors.
__ We propose to use the following subcontractors and have attached copies of their Commitment Letters in Exhibit D, using the form provided.  

Provide legal names of proposed subcontractors in the space below. Understand that the City may contact subcontractors as part of its due diligence in proposal reviews.

	Legal Name
	Principal Contact Person
	Email address
	Phone Number

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Add rows for more subs
	
	
	





5.  Proposed Service Area(s) 
The Contractor must operate the program citywide.  If the Respondent proposes to do special marketing efforts in specific neighborhoods, list those neighborhoods here. 

	Names of Neighborhoods
	Associated subcontractor, if any, specific to this area

	
	

	
	

	
	

	Add rows as needed
	



6.  Description of organization(s), its mission and programs, services, and/or products
Describe briefly (in a half page or less) the proposed Contractor.  Add additional descriptions of each subcontractor, if any, up to a quarter-page in length.

7.   Explanation of why you believe your organization and your subcontractors (if any) are uniquely positioned to operate and administer the program (Please answer in half a page or less).

8.  Describe your proposed plan for outreach-marketing for the program. (Please answer in 1 page or less for all of the following topic areas or write N/A.)

a. Outreach methods – including how the Respondent plans to reach clients with the greatest need and least means of funding repairs (describe in quantitative terms)
 
b. Printed marketing materials – describe quantities and methods of distribution

c. Paid advertising – media/channels, describe quantities, timing and costs per unit

d. No-cost media coverage – describe press releases and proposed marketing through radio talk shows and other no-cost appearances. 

e. Online (web) marketing – describe any proposed website to be set up and maintained, including any social media site. 

f. Other marketing channels – describe

g. One-year outreach-marketing budget and schedule – In the table below, list line items, dollar amounts, and weeks when the marketing will be created and delivered.  The total budget cannot exceed $8000. Respondents are NOT required to use all line items. Propose the best approach for marketing the program quickly and having all of the marketing materials completed and launched within two weeks.  



	Cost item
	Budget
Dollar amount
	Active preparation weeks 
	Active delivery weeks

	Example:   Paid Advertising 
	$XXX
	Weeks 1-2
	Weeks 3-10

	Contractor staff costs
	
	
	

	Subcontractor staff costs
	
	
	

	Printed marketing materials, including design and distribution, at cost
	
	
	

	Paid advertising (if proposed), at cost
	
	
	

	Website (if proposed), Facebook, etc., at cost
	
	
	

	Add rows if needed
	
	
	

	  TOTAL OUTREACH-MARKETING BUDGET
	$
	
	



Add a narrative description below describing the proposed approach to marketing, up to a half page.  


9.  Describe your proposed approach to operating and administering the program.  
Answer in one page or less plus the length of an alternative price proposal, if any. Include any approaches other than marketing (addressed above) that are in addition to or different from the basic program as described in this RFP. Use the following topic headings to the extent that they apply.   

· Source of leveraged funds and how they will be added to each home repair funding package:

· Proposed use of volunteers and/or donated materials:

· Suggested alternative approaches to the scope of work. Respondents must commit to carry out the Scope of Work exactly as described in the RFP, but the City will consider and may negotiate alternatives (two pages maximum for the response to this sub-section):

· If alternatives are proposed that affect the Price Proposal, submit a separate price proposal in Section 21. In Section 21, copy the schedules in order to submit two versions of the Price Proposal: Version A for the City’s Scope of Work only if you are willing to perform it, and Version B for the alternative scope of work. Copy the two schedules (tables) into Section 21, and paste them in here to make an alternative price proposal. 


10.  Leverage of additional non-City public and/or private funds
In Exhibit D, attach evidence of firm commitments of these funds and add to them your commitment to in-kind contributions, conditional only on the Respondent receiving the award.  Enter the total amount of committed, leveraged funds: $________.  (This amount must be at least $100,000 or the proposal will be considered non-responsive.) 

Value of in-kind donations:
At least ___ hours of volunteer time at $6 per hour:  equals a total of $_______
Verify the validity of this proposed contribution by entering the total number of volunteer hours that Respondent and/or subcontractors cumulatively used during calendar year 2013. Submit documentation of the volunteer hours in Exhibit D. If the number of hours is substantially less than the amount above, the City may request additional verification while the proposal is being evaluated. Our cumulative volunteer hours in 2013: _____

Value of donated materials: Attach commitment letter(s) from supplier(s) itemizing the type, quantity, and wholesale value of the materials or evidence of materials already in inventory of the Respondent or proposed Subcontractors.  Enter total value here: $________

11.  Commitment for participation of Minority- and Women-Owned Business Enterprises (M/WBEs)
Respondents must be certified Minority- and Women-Owned Business Enterprises (M/WBEs) firm and/or commit to directly hiring subcontractors for program administrative functions (marketing, inspections, spec-writing, etc.) that are certified by the City as M/WBEs. The result of this hiring must be an aggregate dollar amount of work which totals at least 15% of the CDBG funds advanced by the City for program administration and operations, or the proposal will be considered non-responsive. Respondents will receive more scoring points for committing to a percentage higher than the minimum threshold.
  
The respondent must commit to such participation by entering a percentage here:  ___%  

12.   M/WBE Participation Plan
In the table below, list the names of certified M/WBE firms proposed as subcontractors to assist in the administration of the program. To be listed here, a firm must be a certified M/WBE firm, pursuant to the City’s Equal Business Opportunity (EBO) Ordinance #5384. Respondents must attach as Exhibit E of their proposal a properly completed Equal Business Opportunity Program Compliance Form for each certified M/WBE subcontractor, and an additional form for the Respondent, if the Respondent is a certified M/WBE firm.






	Name of M/WBE-certified firm
	Proposed administrative functions
	Proposed Dollar Amount of Subcontract

	
	
	$

	
	
	$

	
	
	$

	a. Total dollar amount of proposed certified M/WBE subcontractors
	$

	b. Total of Price Proposal from Section 21(g)
	$

	c. Percentage of proposed M/WBE dollars – (a) divided by (b) – must be at least 15%. A higher percentage will result in a higher score.
	          %



In addition, Respondent commits to create a List of Eligible Home Repair Firms that includes at least one-third M/WBE firms, as described and required in the Scope of Work in the accompanying RFP. 

13.  Sufficiency of cash or line of credit to pay program expenses promptly pending reimbursement
Enter here the amount of unrestricted cash shown on the balance sheet of unaudited financial statements from the Respondent submitted with Exhibit D:  $___________

If the Respondent has received lender commitment of a line of credit for working capital, specifically for this program, attach the commitment with Exhibit D and enter the total amount of the line of credit here:  $_______
 
14.  Staffing plan for program delivery
List all positions proposed for administering an operating the Program, not including Home Repair Firms. Respondents must list a Program Manager who will be fully in charge of administering the program. 








 
	Position Title
	% full-time equivalent for contract term
	Brief list of principal tasks

	Program manager
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	Add rows as needed



15.  Key personnel 
In the table below, list key members of your proposed operations team by name, title, organization, and roles, including key staff members and contracted professionals. If the same person is assigned to multiple roles, indicate that in the form below. Include resumes for each of these proposed Program team members by pasting them in Exhibit D of this Proposal Form.

If any key personnel are to be hired or retained under subcontracts, note “TBD” in that row. 

Identity of key personnel:
	Name
	Title and Organization Name
	List licenses and certifications by person, as applicable
	Role with Project

	
	
	
	Person authorized to sign Program Contract

	
	
	
	Chief program manager

	
	
	
	Marketing/outreach coordinator

	
	
	
	Client/loan processing director

	
	
	
	Construction mgt. director

	
	
	
	Construction specialist/inspector

	
	
	
	Construction specialist/inspector

	
	
	
	Person responsible for reimbursement requests to City

	Add rows as needed
	
	
	Other  - describe



16.  Prior experience with certain federal programs 
Describe the prior experience with providing services and/or administering programs of any kind (housing or other) funded by the federal CDBG, HOWPA, ESG, HOME, Weatherization programs, and/or any federally-funded housing development projects during the past five years. If you had no projects or programs funded by these programs, put N/A in this section. 

	Federal Program and Funder Name
	Dollar Amount
	Identify name of recipient (Respondent or proposed subcontractor)
	Start and end month/year
	You provided federally compliant audits (yes/no)
	Federal program review or audit findings? (yes/no)

	
	$
	
	
	
	

	
	$
	
	
	
	

	
	$
	
	
	
	

	Add rows as needed
	$
	
	
	
	



17.  Number of Home Repair/Rehab Projects Completed in Past 5 years
Describe your organization’s experience managing home repair and rehab projects.
 
	Year
	Number of home repairs (up to $10,000)
	Number of rehabs (over $10,000)
	List all funders of work, by year
	Rough estimate of private funds used
	Names of sources of private or non-HCD public funds

	2013
	
	
	
	$
	

	2012
	
	
	
	$
	

	2011
	
	
	
	$
	

	2010
	
	
	
	$
	

	2009
	
	
	
	$
	




18.  Describe three recent examples of single-family rehab or repair projects that your organization and/or a proposed subcontractor has completed. 
Give the addresses and briefly describe the client demographics, extent of the repair/rehab work, and total cost of the projects in the space below, in no more than half a page. 

19.  Federal Section 3 compliance experience   
Describe in no more than a half page the experience of your organization and/or subcontractors with hiring practices and funder reporting. If you have no experience, please describe your proposed approach to compliance.

20.   Program review or audit findings by the City or federal agencies. 
If review or audit findings occurred for the activities described in #8, briefly describe these findings below, including whether they were corrected and how they were corrected, in no more than half a page. 

21.  Price Proposal
Enter your price proposal in the table below. By doing so, you acknowledge that you have read and understood the following criteria and requirements, as well as the instructions in the two schedules (tables) below. 

· Start by entering proposed per-home performance payment prices in rows 21(a), 21(b) and 21(c). The City is soliciting variable fixed fees for this portion of the Scope of Work based on dollar amounts of the work in recognition of the additional effort typically required to complete more expensive projects.

· All prices must be proposed as fixed prices, except:

· Items 21(f) and 21(g), the costs of which will be variable depending upon the actual numbers of title searches and loan closings. 

· Item 21(h), which is a formula-derived number based on the assumption of 54 homes, each being completed at a fee that corresponds to $10,000 in repair work per home, which the Respondent enters in 21(c) above. The City wants this number entered so that it can evaluate all Price Proposals on a standardized basis.

· If a Respondent’s proposal is accepted as-is or negotiated, after the award the Contractor (i.e., selected Respondent) will be paid no more or less than the amounts in Sections 21(a), 21(b), 21(c) times the appropriate number of homes that are actually completed, plus the amounts in 21(d) and 21(e), unless different prices are negotiated with the City prior to the contact being awarded.

· The cost of home repairs is not included in the Price Proposal, because this will be reimbursed to the selected Contractor dollar-for-dollar for conforming reimbursement requests. 

· Price Proposals as presented by Respondents will be used to rate proposals for making an award. The City reserves the right to negotiate prices and scope of work with the top-rated Respondent. If negotiations are requested and not concluded with the top-rated Respondent, the City reserves the right to negotiate with one or more other Respondents and select one of them.   

· To earn the payment proposed for Marketing costs, the Contractor must deliver every element of the Marketing Plan described in Section 8 above.  See the instructions in the table below. 
 
Complete the price proposal schedules below.

Schedule of per-home performance payments proposed (fixed per-unit prices)
	a.  Per-home performance payment for  homes with completed repairs of $5,000 or less
	$
	Instructions:  Per-home performance payments must be calculated to cover the costs of intakes and processing for applicants that are cancelled for whatever reasons, as well as all accounting and other direct/indirect costs other than in 21(a) and 21(b) above. 

“Completed repairs” means the work is 100% completed and the Contractor’s and City’s rehab  and code inspectors have given their final approvals. Reimbursement for per-home performance fees will be made only after those sign-offs. If the sign-offs are not obtained for a project, no payment will be earned.

	b.  Per-home Performance payment for homes with completed repairs of $5,001-$10,000
	$
	

	c.  Per-home performance payment for homes with completed repairs of $10,001 or more
	$
	



Price Proposal Schedule (fixed and variable prices)
	Cost Item
	Prices
	Instructions

	d.  Marketing
	$
	Enter Budget Total from Section 8 of this form, not exceeding $8,000 as a proposed fixed price. The 3rd party described in the Marketing budget in Section 8 will be reimbursed at cost, with no markup, only after they are incurred and the products are delivered.  

Fixed costs for marketing work by staff will be paid pro-rata over the months indicated in the Marketing budget in Section 8.

	e.  Start-up costs
	$
	Enter a proposed fixed price.  May not exceed $5,000

	f.   Title searches
	$
	Enter the sum of 65 title searches times $____ (enter unit cost per title search), assuming that an estimated 11 applicants with title searches will not close loans. 

	g. Loan closing costs
	$
	Enter the product of 54 loan closings times $____ per loan closing (enter unit cost). This will include costs of document preparation, closings, and recordations as described in the RFP.

	h.  Cost of per-home performance payments
	$
	Enter per-home cost from item 21(b) above, multiplied by 54 homes. The actual total cost is expected to be more or less. This entry is for the sole purpose of the City being able to evaluate Price Proposals on a standardized basis. 

	i.  TOTAL
	$
	




22.   Proposed Work Schedule

	Month
	Enter the number of start-up weeks (must be done in  July 2014)
	Enter the number of weeks of marketing preparation (must be done in July 2014)

	Enter % of marketing delivery in each month – can be zero for later months
	Enter estimated numbers of new applications by month
	Enter estimated number of homes starting repairs by month
	Enter estimated number of homes repairs completed by month

	July 2014
	
	
	
	
	
	

	Aug. 2014
	
	
	
	
	
	

	Sept. 2014
	
	
	
	
	
	

	Oct. 2014
	
	
	
	
	
	

	Nov. 2014
	
	
	
	
	
	

	Dec. 2014
	
	
	
	
	
	

	Jan. 2015
	
	
	
	
	
	

	Feb. 2015
	
	
	
	
	
	

	Mar. 2015
	
	
	
	
	
	

	April 2015
	
	
	
	
	
	

	May 2015
	
	
	
	
	
	

	June 2015
	
	
	
	
	
	



23.   References
Respondents shall submit information related to three recent references. References should be from a bank, a consumer/client, and a construction company with which the Respondent recently worked on assignments relevant to their capacity for managing funds, construction, home repairs, and subcontractors. The references should include the following information:

	Name, title and organization
	Address
	Telephone and email address
	Describe the nature of the project
	Project start and end dates (month, year)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





24.   Other Required Exhibits – These must be completed, signed where required and submitted with the Proposal Form (Exhibit A) 

Exhibit B – Minimum RFP Qualifications Certification Letter
Exhibit C – Respondent Acknowledgement Letter to Comply with Regulatory Contract Terms and Conditions
Exhibit D – Other required documentation that must be attached to the Proposal
Exhibit E - Equal Business Opportunity Program Compliance Form



25.  Signature and Certification
I, the undersigned, hereby certify that I am an authorized representative of the organization named in Item 1 of this response and that the information provided is true and complete to the best of my knowledge.

Signature: __________________________________
Printed Name: ______________________________
Title:_______________________________________    Date: _________________





EXHIBIT B:	Minimum RFP Qualifications Certification Letter
(Respondents must read for reference: Attachments 1 – 2 of RFP).

By responding to this RFP solicitation, each Respondent will be deemed to represent, 
acknowledge, and consent to the City that it has read all of the provisions of this RFP solicitation. The Respondent also agrees to indemnify and hold harmless the City its directors, officers, employees, agents, and others working with the City from any claims or demands whatsoever. The Respondent also agrees that in the event the Respondent institutes any litigation or makes any claims against the City and its directors, officers, agents or employees that the Respondent will pay the reasonable cost for any attorney’s fees incurred by the City, including disbursements in defense of the City its directors, officers, agents, and employees. 

In connection with this RFP solicitation, this acknowledges compliance with and adherence to the following minimum RFP solicitation qualifications and standard City Terms and Conditions pursuant to the following documents attached to this RFP solicitation:

ATTACHMENT 1:		Standard Form – City RFP Terms and Conditions

ATTACHMENT 2:		Minimum RFP Qualifications and Understanding

Signatory must be an authorized signatory for the Respondent.


Signature and Acknowledgement

Responses to the solicitation are hereby made under the penalties of perjury:

Name: _________________________________________________	

Signature: _________________________________________________


Print Name, Title and Date:

______________________________________________			





EXHIBIT C:	Respondent Acknowledgement Letter to Comply with Regulatory Contract Terms and Conditions 
(Respondents must read for reference: Attachments 1 – 5 of RFP).

By responding to this RFP solicitation, each Respondent will be deemed to represent, acknowledge, and consent to the City that it has read all of the provisions of this RFP solicitation. The Respondent also agrees to indemnify and hold harmless the City its directors, officers, employees, agents and others working with the City from any claims or demands whatsoever. The Respondent also agrees that in the event the Respondent institutes any litigation or makes any claims against the City and its directors, officers, agents or employees that the Respondent will pay the reasonable cost for any attorney’s fees incurred by the City including disbursements in defense of the City its directors, officers, agents and employees. 

In connection with this RFP solicitation, this acknowledges compliance with and adherence to the following minimum RFP solicitation qualifications and necessary documentation pursuant to the following documents attached to this RFP solicitation:

ATTACHMENT 3:		City of Memphis Insurance Requirements

ATTACHMENT 4:		Current List of M/WBEs Certified by the City

ATTACHMENT 5:		Section 3 Opportunity Plan (includes forms)

Signatory must be an authorized signatory for the Respondent.

Signature and Acknowledgement

Responses to the solicitation are hereby made under the penalties of perjury:

Name: _________________________________________________	

Signature: _________________________________________________

Print Name, Title and Date:

______________________________________________			

EXHIBIT D:	Other Required Documentation

For the proposal to be considered, attach the following documents per the instructions below—each attachment is required for all proposals unless otherwise noted. 

__501(c)(3) letter of certification (only for proposed nonprofit Contractor and/or Subcontractor(s)
__Certificate of Existence (State Certification)
__Articles of Incorporation and By-Laws
__List of members of the Board of Directors by name and affiliation
__Financial Audit Reports (last 3 years) – Proposed Contractor only, not subcontractors
__Organizational Chart(s) illustrating the proposed program management structure, including all staff titles exactly as described in the Staffing Plan in Section 14.  Must include all staff and contracted personnel positions that will be assigned to the project (both the Respondent’s and all Proposed Subcontractors’ personnel)
__ If not included above, unaudited financial statements for the Respondent organization (not subcontractors) for the most recently completed fiscal calendar quarter—must be no earlier than the period ending Dec. 31, 2013
__Resumes of Key Personnel – for proposed Contractor and Subcontractor(s) – as listed in the Proposal Form, section 15 
__Evidence of commitment of leveraged non-City public and/or private funds 
__Evidence of commitment of donated materials as in-kind leverage (if applicable)
__Evidence of the volunteer hours used in 2013 as in-kind leverage (if applicable)
__Commitment Letters of proposed subcontractors for administrative/operational functions. Enter number of subcontractor letters here: ___. See form attached on the next page.

Commitment Letter From Proposed Subcontractor
Home Renewal Memphis Program

(Instructions: include one completed form for each proposed subcontractor)

As a duly authorized representative of  _______________________________ (legal name of proposed Subcontractor), I hereby acknowledge that I have read and understood the RFP for administration and operation of the Home Repair Memphis Program, and contingent upon receiving an award from the City have committed to _________________________(legal name of Respondent) to perform the following scope of work (functions/deliverables) for the prices described for the term of the proposed contract from July 1, 2014 to June 30, 2015. 

	Functions/Deliverables (describe)
	Price Proposed

	Marketing Services (if applicable – describe)



	Enter price. Indicate “fixed price” or if variable, describe the unit pricing)

	Title Searches as described in the RFP (if applicable – assume no work curing title flaws)
	Enter price per title search

	Loan Closing deliverables as described in the RFP (if applicable)
	Enter price per loan closing

	(Other describe here)


	(Enter price. Indicate “fixed price” or if variable, describe the unit pricing)

	(Other describe here)


	(Enter price. Indicate “fixed price” or if variable, describe the unit pricing)

	(Other describe here)


	(Enter price. Indicate “fixed price” or if variable, describe the unit pricing)

	(Other describe here)


	(Enter price. Indicate “fixed price” or if variable, describe the unit pricing)

	(Other describe here)


	(Enter price. Indicate “fixed price” or if variable, describe the unit pricing)


Signature and Acknowledgement by Proposed Subcontractor

Responses to the solicitation are hereby made under the penalties of perjury:

Name of Authorized Representative:__________________________	

Signature: _________________________________________________


Print Name, Title and Date:

______________________________________________			


EXHIBIT E:	Equal Business Opportunity Program Compliance Form
This project is subject to the requirements of the City of Memphis Ordinance #5384 and has a responsibility to ensure that all requirements of this ordinance are met. The Ordinance may be accessed on the City’s website at www.memphistn.gov under “Doing Business”. The intent of the EBO Program is to increase the participation of minority and women-owned business enterprises (M/WBEs) in the City’s purchasing activities. Toward achieving this objective, the M/WBE participation goal for this solicitation is a minimum of 15%. The percentage of M/WBE participation is defined as the dollar value of subcontracts awarded to certified minority and/or women-owned business enterprises divided by the total proposed base bid amount.
Participation Plan
In the Proposal Form (Exhibit A) for this RFP, the Participation Plan must include: (1) level and dollar amount of participation your firm anticipates to achieve in the performance of the contract resulting from this RFP; (2) the type of work to be performed by the M/WBE participation; and (3) the names of the M/WBEs the Respondent plans to utilize in the performance of the contract resulting from this solicitation. 
The Respondent must complete the Equal Business Opportunity Program Compliance Form included in this solicitation. 
Eligible M/WBE Firms
To qualify as an M/WBE firm, per the requirements of City of Memphis Ordinance #5384, a firm must be included on the City’s list of certified M/WBE firms. One or a combination of several M/WBEs may be utilized to meet the established goal of 15%.  A list of eligible M/WBE firms is included in this solicitation. A copy of the current list of certified firms is included with the Proposal Form as Attachment 4.
Requests for verification must be submitted to the City’s Contract Compliance Office listed below: 

 	Mary Bright, Esq. 
 	City of Memphis 
 	Contract Compliance Office 
	125 North Main Street, Suite 546 
 	Memphis, TN   38103 
 	Phone: (901) 576-6210 
	Fax:     (901) 576-6560 
	Email: mary.bright@memphistn.gov 

CITY OF MEMPHIS
EQUAL BUSINESS OPPORTUNITY PROGRAM COMPLIANCE FORM
One form must Be Completed by Each Proposed M/WBE Subcontractor for Administration and Operations, and an additional form for the Respondent (if Respondent is an M/WBE)


 PROJECT TITLE:    City of Memphis Single Family Repair Program 

 Project M/WBE Goal:     15% 

The following sections must be completed by bidder.  A certified subcontractor or supplier is defined as a firm from the list of certified firms provided with this solicitation. 

 _______________________________________________________________________
 Bidder’s Name 

 Section A - If the bidder is a certified firm, so indicate here with a check mark. 

_____ MBE           ___ WBE 

Section B - Identify below those certified firms that will be employed as subcontractors or suppliers on this project.  By submitting this response, the bidder commits to the use of the firms listed below. 

 $            	=          Show the dollar value of the subcontract to be awarded to this firm  

 %             	=           Show the percentage this subcontract is of Offeror's base bid 

 M/WBE     =     Show by inserting an M or W whether the subcontractor is an MBE or WBE 

$/%         M/WBE     SERVICE  CERTIFIED SUBCONTR. NAME, ADDRESS, TEL. #
                                          
 ___      ______       _______   ______________________________________________ 
 ____   ______       ______     ______________________________________________
 ____     ______       _______   ______________________________________________ 
 ____   ______       ______     ______________________________________________

Total MBE $______   %__________                                          
Total WBE $ ______  %__________

THIS COMPLETED FORM MUST BE SUBMITTED WITH THE PROPOSAL/RESPONSE OR THE RESPONSE WILL BE CONSIDERED NON-CONFORMING.

M/WBE Participation - Good Faith Efforts Documentation

		   If a Respondent proposes an M/WBE percentage less than the established goal, the Respondent must, at the time of the response, submit a Good Faith Efforts statement accompanied by the appropriate documentation justifying its submitted M/WBE percentage. The ability of the Respondent to perform the work with its own work force will not in itself excuse the Respondent from making good faith efforts to meet participation goals. The determination of whether a Respondent has made a good faith effort will be made by the City’s Contract Compliance Officer, Director of Finance and the Purchasing Agent, prior to the award of the project. The Good Faith Efforts statement must include the following documentation:




































[bookmark: _GoBack]GOOD FAITH EFFORT DOCUMENTATION FORM

To The Honorable Mayor of the City of Memphis, Tennessee

From: _____________________________________________________________________________
		CONTRACTOR NAME

PROJECT TITLE: __________________________________________________________________

	 Said Bidder            did / or           did not attend the project pre-bid meeting.

	Copies of all written notification to City of Memphis M/WBE listed firms.
             (Please attach list of all firms notified, detail how they were notified and when).

	Said Bidder   ______did / or ____ did not select economically feasible portions of
               the work to be performed by M/WBE firms.

	List all M/WBE firms with which negotiations took place. (Attach list. If no negotiations 
	were held, please state so.)  Provide names, addresses, and dates of negotiations.

	Statement of efforts to assist M/WBE firms, with bonding, insurance, financing, 
              or with document review.  (Attach list.  If no assistance was provided, please state so.)

	The Bidder         did / or ____did not use all M/WBE quotations received. If the Bidder
	did not use all M/WBE quotations received, list on attached sheets, as required as to the
	reasons those quotes were not used.

	______List (on attached sheets as required) all M/WBE firms contacted that the bidder
		considered not to be qualified, and a statement of the reasons for the bidder’s 
		conclusions.  If no firms were found to be non-qualified, please state so.


THIS SIGNED FORM MUST BE SUBMITTED WITH THE BID IF THE BIDDER DOES NOT MEET THE REQUIRED 
M/WBEPROJECT GOAL WITH THEIR BID.  IF NOT SUBMITTED THE BID WILL BE CONSIDERED NON-CONFORMING.


________________________________      
Contractor’s Name

________________________________		________________________________
Signature							Printed or Typed Name and Title



ATTACHMENT 1:	Standard Form – City RFP Terms, Conditions, and Instructions to Contractors
[bookmark: SARTICLE114774]REQUEST FOR PROPOSAL TERMS
The City of Memphis through its Division of Housing and Community Development is seeking qualified Respondents to propose to administer and operate a citywide HOME  RENEWAL MEMPHIS –Making Critical Residential Repairs Program in accordance with this RFP document and attachments. The program is in furtherance of the City’s Community Development Block Grant (CDBG) Program using CDBG funds granted byt the U.S. Department of Housing and Community Development (HUD) to the City of Memphis for the development, preservation, stabilization, and revitalization of the City’s neighborhood. This is a Request for Proposal that may be modified by the City in the selection process. 
THE CITY OF MEMPHIS ENCOURAGES THE PARTICIPATION OF SMALL, MINORITY AND WOMEN-OWNED BUSINESSES IN THE PURCHASING PROCESS. 
The City of Memphis is an Equal Opportunity Employer and does not discriminate on the basis of race, color, national origin, sex, religion, age, or handicap status in employment or in the provision of services. 
This procurement may be subject to the requirements of Ordinance No. 5114 which establishes a local preference for local businesses located within the City of Memphis.  A copy of your current Memphis and Shelby County Tennessee Business Tax Receipt must accompany the proposal for consideration of this ordinance.  
Any protest of award must be filed in writing with the Purchasing Agent within five (5) calendar days of the intent to award announcement at the following address:  City of Memphis Purchasing Agent; 125 North Main, Room 354; Memphis, Tennessee 38103.  Notice will be posted on the City's website and outside Council Chambers, located on the lobby floor of City Hall.   The intent to award notification shall be deemed publicly announced on the date specified on the notice. 
Only proposals submitted on the provided form(s) with no changes, additions or deletions to the terms and conditions will be considered.  Proposals containing terms and conditions other than those contained herein may be considered nonconforming. 
No objections with regard to the application, meaning, or interpretation of the specifications will be considered after the opening of the subject proposals.  If there are questions or concerns regarding any part of plans, terms, specifications or other proposed documents, a written request for interpretation thereof may be submitted to the City Purchasing Agent prior to the deadline date.  The organization submitting the request shall be responsible for the prompt delivery of the request.  Any interpretation in response to the written request will be made only by addendum duly issued, and a copy of such addendum will be mailed or delivered to each organization receiving a set of such documents and/or posted on the City's website.  The City of Memphis will not be responsible for any other explanation or interpretation of the proposed documents.  By submission of its proposal, a Respondent shall be deemed to have understood fully the contents and meaning of the RFP.   
All proposals must be signed by an authorized representative of your organization.  Unsigned proposals will be considered nonconforming.  
Any contract resulting from the proposals received in response to this solicitation shall be construed in accordance with and governed by the laws of the State of Tennessee.  All actions, whether sounding in contract or in tort, relating to the validity, construction, interpretation and enforcement of this Agreement shall be instituted and litigated in the courts of the State of Tennessee, located in Shelby County, Tennessee without regard to conflicts of laws principles.    
By order of the Mayor of the City of Memphis, Tennessee:
A C WHARTON, JR., MAYOR
Eric Mayes, City Purchasing Agent 
Published in the Daily News on April 8-9, 2014           2 Copies 

INSTRUCTIONS TO RESPONDENT(S)
Respondent(s) shall submit their signed proposal in a sealed envelope INDICATING ON THE OUTSIDE:  THE COMPANY NAME and THE REQUEST FOR PROPOSAL NUMBER. 
Responder(s) must comply with all applicable licensing requirements.  Pursuant to the City of Memphis Charter, Article 71, Section 777 et seq., it is unlawful to operate a business within the limits of the city of Memphis without possessing a Memphis and Shelby County business license, excepting non-profit organizations that qualify as tax exempt under Sec. 501(c)(3) of the Internal Revenue Code.  Upon award notification and prior to the City issuing a properly executed purchase order or entering into a contract with the Respondent(s), the successful Respondent(s), whose principal business address is located within the limits of the city of Memphis, will be required to submit, along with the required insurance and other required documentation, a copy of (1) the tax-exempt ruling or determination letter from the Internal Revenue Services; or (2) its current Memphis and Shelby County Business Tax Receipt/License. 
Issuance of this RFP does not obligate the City to contract, in whole or in part, for services specified herein.  The City of Memphis reserves the right to cancel this solicitation, in whole or in part, or to reject, in whole or in part, any and all proposals.  Cancellation of this RFP or any subsequent award will be posted on the City's website:  www.memphistn.gov under the section titled "Government News." 
 Any firm receiving a mailed solicitation on the above subject and not bidding will be electronically removed from the City's mailing list used for the above-referenced subject after 3 consecutive non-responses or no bids.  
For additional information concerning this solicitation, please contact:  Verna Lambert via  e-mail at Verna.Hawkins-Lambert@memphistn.gov.  
This solicitation shall be in accordance with the City of Memphis Ordinances and Purchasing Policies and Procedures, which may be amended from time to time. 
All materials submitted pursuant to this RFP shall become the property of the City of Memphis. 
To the extent permitted by law, all proposals submitted in response to this RFP shall be kept confidential until the proposals have been evaluated and the intent to award is announced.  Until the intent to award is announced, no information regarding any proposal will be released to anyone, except members of the Evaluation Committee who are responsible for evaluating the proposals and other appropriate City staff.  All information provided by the Respondent(s) in response to this RFP will be considered by the Evaluation Committee in evaluating the proposal and making an award recommendation to the City. 
The Mayor of the City of Memphis is the only individual who can legally sign contracts on behalf of the City.  Costs chargeable to the proposed contract shall not be incurred before receipt of a fully executed contract. 

ATTACHMENT 2:	Minimum RFP Qualifications and Understanding

1. Good Standing
Qualified applicants must meet program criteria as described in this RFP, demonstrating experience with administrating a residential home repairs program and administering government funded programs and is in good standing on existing or past City contracts. 

2. Regulatory Compliance
Proposals submitted should satisfy all federal, state and local regulations in addition to the minimum requirements outlined in this RFP; however the specific program design will be up to the Contractor to structure but should expand the impact of CDBG dollars leverage with funding provided by Contractor and private funding. 

3. Term
The term of this agreement shall be for one (1) year, with services commencing on July 1, 2014.  The City, at its option, may renew the agreement for two (2) additional years depending on the performance of the selected Contractor.

4. Non-Assignment
The contracts resulting from this solicitation shall not be assignable without the prior written consent of the City.

5. Proposal Requirements
The selected Contractor will be expected to design a viable program to provide all services required for the day-to-day operations and oversight of the program. The proposals must include a fee schedule proposal for program delivery costs to include direct costs and indirect costs.  The selected Contractor(s) will be responsible for administering the program in accordance with the federal regulated guidelines with the U.S. Department of Housing & Urban Development.  At a minimum, Contractors must design a viable SFORP program that serves low and moderate-income households (80% and below Area Median Income) by providing eligible repairs.

6. Program Eligibility
Eligible repairs are limited to MEP (Mechanical, Electrical and Plumbing), structural and accessibility modifications. The maximum reimbursable amount for eligible repairs performed through this funding is $15,000 per property. Funding using CDBG dollars must be structured as a loan to the homeowner that is fully forgivable by a pro-rata amount each year during five years of continuous post-repair occupancy.  Homeowner recipients are ineligible for additional assistance from this program for a period of 15 years after repairs have been completed for their home. 

7. Confidentiality
The confidentiality of information and data contained in Service Provider's Proposal shall be subject to and governed by the Open Records Act and any other Public Records laws with which the City is legally obligated to comply (including a Freedom of Information Act Request under “FOIA”).

8. Deadline Extension
The City reserves the right to extend the submission deadline, if such action is considered necessary by the City. 
 
9. Ambiguity, Conflict, or other Errors in the RFP
If a Respondent discovers any ambiguity, conflict, discrepancy, omission or other error in the RFP, it shall immediately notify, in writing e-mail, the City of such error request modification or clarification of the document.  The Respondent shall include the RFP number, page number and the applicable paragraph title.  The City will issue/post any revisions to the RFP on the City's website (www.memphistn.gov).  The Respondent is responsible for clarifying any ambiguity, conflict, discrepancy, omission, or other error in the Request for Proposals prior to submitting the proposal or any ambiguity, conflict, discrepancy, etc. shall be waived. 

10. Failed Competition
The City reserves the right to reject any or all proposals that are not responsive to the specifications of this Request for Proposal (RFP).  Competitive negotiation requires that at least two responsive proposals for the same scope of work and service area be received in response to the RFP.  A competition is considered failed if only one responsive proposal is received.  If a competition has been declared failed, the City then has the option to reopen the procurement or enter into a non-competitive procurement. 

11. Withdrawing or Amending a Proposal
At any time prior to the scheduled deadline for receipt of proposals, the Respondent may withdraw or amend its proposal by submitting a written request from the authorized representative whose name and signature appears on the proposal.  A written request to withdraw or amend the proposal must be submitted to the individual and address to whom/which the proposal was submitted in accordance with the section above titled "RFP Instructions."

12. Acceptance/Rejection of Proposals
The City reserves the right to accept or reject, in whole or in part, any or all proposals submitted.  The City shall reject the proposal of any Respondent that is determined to be non-responsive. 

13. Informalities/Minor Irregularities
The City reserves the right to waive minor irregularities or informalities in a Respondent proposal when the City determines that it will be in City’s best interest to do so.  Any such waiver shall not modify any remaining RFP specifications or excuse the Respondent from full compliance with the RFP specifications and other contract requirements if the Respondent is awarded the contract. 

14. Respondent indebted to the City
No contract will be knowingly awarded to any organization which, in the City's sole discretion, is in arrears to the City of Memphis upon any debt or contract, or which is a defaulter as surety or otherwise under any obligations to the City of Memphis, or which has failed to perform faithfully on any previous contract with the City of Memphis.

15. Protest
Any protest of award must be filed in writing with the Purchasing Agent within five (5) calendar days of the award announcement at the following address: 
City of Memphis Purchasing Agent:
125 North Main, Room 354, Memphis, Tennessee 38103

16. Modifications or Termination of RFP Process
Subject to the rules and regulations of the City's Procurement Office, including with respect to providing notification and, where applicable, providing the opportunity to revise proposals, the City reserves the right to, in its sole discretion, discontinue, amend, supplement, or otherwise change this RFP, the Initiative, the process used for evaluation, and the expected timeline at any time and for any reason, and makes no commitments, implied or otherwise, that this process will result in a business transaction with any provider.

17. Supplemental Information
If, subsequent to issuance of this RFP, additional relevant material is produced by or becomes available to the City, such material will (where appropriate) be transmitted to all RFP participants for their consideration. The City will make modifications by issuing a written addendum, which will be posted on the City's website. Any revisions to the solicitation will be made only by an addendum issued by the City. It is the responsibility of the Respondent to check the website for possible addenda and should consider such information in its Proposal. The City will assume that all changes or additional requirements transmitted have been taken into account in Respondent’s Proposal (including with respect to pricing), unless otherwise specified.

18. No Representations or Warranties
The City makes no representations or warranties regarding the accuracy or completeness of the information contained in this RFP or otherwise provided by the City through the RFP process.  Respondent is responsible for making its own evaluation of information and data contained in this RFP or otherwise provided by the City, and for preparing and submitting responses to the RFP. The City has attempted to validate the information provided in this RFP, but it is possible that Respondent may detect inconsistencies or potential errors. While Respondent should identify these potential issues in its questions or in an appendix to its Proposal, Respondent should use the information provided on an “as‐is” basis for its initial Proposal. Information regarding the City and the Initiative may be revised or updated, and republished for inclusion in a final response.

19. Proposal Preparation Costs
Respondents will be responsible for all costs it incurs in connection with this RFP process (including but not limited to Proposal preparation, personnel time, travel‐related costs, and other expenses) and any subsequent agreement negotiations.

20. Ownership and Intellectual Property
The City will own all of the data contained within the Single Family Repair Program.

ATTACHMENT 3:	City of Memphis Insurance Requirements

The Company shall not commence any work under this contract until it has obtained and caused its subcontractors to procure and keep in force all insurance required.  The Company shall furnish the Risk Manager a Certificate of Insurance and/or policies attested by a duly authorized representative of the insurance carrier evidencing that the insurance required hereunder is in effect.  All insurance companies must be acceptable to the City of Memphis and licensed in the state of Tennessee.
If any of the Insurance Requirements are non-renewed at the expiration dates, payment to the company may be withheld until those requirements have been met, or at the option of the City.  The City may pay the renewal premiums and withhold such payments from any monies due the Company.

The Company shall indemnify, defend, save and hold harmless the City, its officers, employees, and agents, from and against any and all claims, demands, suits, actions, penalties, damages, settlements, costs, expenses, or other liabilities of any kind and character arising out of or in connection with the breach of this Agreement by Company, its employees, subcontractors, or agents, or any negligent act or omission of Company, its employees, subcontractors, or agents, which occurs pursuant to the performance of this Agreement, and this indemnification shall survive the expiration or earlier termination of this Agreement.  The provisions of this paragraph shall not apply to any loss or damage caused solely by the acts, errors, or omissions of the City, its officers, employees and agents.
Each certificate or policy shall require and state in writing the following clauses:

Company shall provide notice to the City within three (3) business days following receipt of any notice of cancellation or material change in Company’s insurance policy from Company’s insurer.  Such notice shall be provided to City by registered mail, to the following address:

	City of Memphis				
	Attn: Risk Management			
	2714 Union Extended, Suite 200		
	Memphis, TN  38112			

The Certificate of Insurance shall state the following:  “The City of Memphis, its officials, agents, employees and representatives shall be named as additional insured on all liability policies.” The additional insured endorsements shall be attached to the Certificate of Insurance.
WORKERS COMPENSATION:

The Company shall maintain in force Workers’ Compensation coverage in accordance with the Statutory Requirements and Minimum Limits of the State of Tennessee and shall require all subcontractors to do likewise.

Employer’s Liability			$100,000     Each Accident 
					$500,000     Disease-Policy Limit
					$100,000     Disease-Each Employee

AUTOMOBILE LIABILITY:

Covering owned, non-owned, and hired vehicles with Minimum LIMITS OF:

$1,000,000   Each Occurrence – Combined Single Limits

COMMERCIAL GENERAL LIABILITY:

Comprehensive General Liability Insurance, including Premises and Operations, Contractual Liability, Independent Contractor’s Liability, and Broad Form Property Damage Liability Coverage with Minimum Limits of:

$5,000,000		General Aggregate (Per Project / Per Location)
$1,000,000		Products-Completed Operations
$1,000,000		Personal and Advertising Injury
$1,000,000		Each Occurrence (Bodily Injury & Property Damage)
$     50,000		Fire Damage any One Fire
$       5,000		Medical Expense any One Person

ERRORS AND OMISSIONS LIABILITY:

The company shall maintain such coverage for at least three (3) years from the termination or expiration of this agreement with Minimum limits of:
$ 2,000,000		Each occurrence / Aggregate
CONTRACTORS POLLUTION LIABILITY:

The Company shall maintain such coverage for at least three (3) years from the termination date of this agreement with Minimum limits of:

$2,000,000		Each Occurrence
$4,000,000		General Aggregate

PROPERTY INSURANCE:

The Company shall be responsible for maintaining any and all property insurance on their own equipment and shall require all subcontractors to do likewise. The Company shall require all subcontractors to carry insurance as outlined above, in case they are not protected by the policies carried by the Company.

The Company is required to provide copies of the insurance policies upon request.




ATTACHMENT 4:	Current List of M/WBEs Certified by the City of Memphis

(See separate PDF document included with the RFP)



ATTACHMENT 5:	Section 3 Opportunity Plan

(See separate PDF document included with the RFP)
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