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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY 
 

REQUEST FOR PROPOSALS  
 

 
 
DATE OF ISSUE: October 21, 2014 
 
TO: Potential Providers of Services 
 
RE:  Request for Proposals for Quality Control Plan for Property Improvement 

Program 
 
 
 
I. Services Sought by Authority:  

 
The Michigan State Housing Development Authority’s Homeownership Division 

("Authority” or “MSHDA”) is seeking a Michigan firm to implement and continuously have in 
place a Quality Control Plan for the origination and servicing of insured or uninsured mortgages 
in the Property Improvement Program (“PIP”) as a condition of receiving and maintaining all 
loans and programs as needed by the Authority.  The Authority’s current PIP portfolio consists 
of 870 loans. The average number of new loans are 10 - 15 per month.   

 
A detailed description of the work is described in the Scope of Work attached and 

incorporated into this Request for Proposals (“RFP”) as Exhibit A. 
 
II. Bidder’s Authorized Signatory: 

 
An official authorized to commit the Bidder to the terms and conditions of the 

proposal must sign the proposal being submitted.  The Bidder must clearly identify the 
full title and authorization of the designated official and provide a statement of bid 
commitment with the accompanying signature of the official.  Attach any resolutions 
authorizing the approved signatory with the proposal.  Include the name and telephone 
number of person(s) in your organization authorized to expedite any proposed contract 
with the Authority. 

 
 

Proposals from Sole Proprietors Will Not be Accepted 
 

 

III. Required Qualifications:   
 

The Authority has identified the following qualifications that it believes are necessary 
for the successful performance and completion of the services described in Exhibit A - 
Scope of Work. The Bidder must: 
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A. Have experience providing the services described in the Scope of Work or similar 
services. 

 
1. Have at least 5 years’ experience in Quality Control, including having all 

Quality Control procedures in writing.  
 

B. Assign experienced personnel to perform the services or have personnel supervised 
by experienced staff. 

 
C. Develop a fully functioning Quality Control Program for the Authority to be delivered 

and implemented by January 31, 2015.  The newly developed Quality Control 
Program must: 

 
1. Assure compliance with all programs administered by MSHDA’s Division of 

Homeownership, including all servicing requirements. 
 

2. Protect the Authority, FHA and Conventional Insurers from unacceptable risk. 
 
3. Guard against errors, omissions and fraud. 
 
4. Assure swift and appropriate correction action. 
 

D. Be a Michigan entity (limited partnership, limited liability company, for-profit 
corporation or non-profit corporation), or authorized to do business in the State of 
Michigan. Provide organizational documents, including all certificates and 
amendments.  For non-profits, provide evidence of 501(c) (3) status from the IRS.  
 
The Bidder will be required to submit the following forms based on the type of entity: 

 
1. A foreign (non-Michigan) or domestic corporation or limited liability company 

must be licensed to do business in Michigan.  The firm must submit with the 
proposal a Certificate of Good Standing issued by the Department of 
Licensing and Regulatory Affairs that is dated no earlier than 30 days prior to 
the submittal date of the proposal.  Provide address of registered agent or 
office. (Reference Exhibit D, attached and incorporated into this RFP).  

 
2. A foreign (non-Michigan) or domestic limited partnership must be licensed to 

do business in Michigan. The firm must submit with the proposal a Certificate 
of Fact – Not Cancelled issued by the Department of Licensing and 
Regulatory Affairs that is dated no earlier than 30 days prior to the submittal 
date of the proposal.  Provide address of registered agent or office. 
(Reference Exhibit D, attached and incorporated into this RFP).  

 
E. Have an office or a registered agent in the State of Michigan.   

 
F. Have phone, internet, and e-mail access. Internet and e-mail access must be 

adequate enough to allow the Contractor to receive, download and upload data, files 
and attachments from Authority staff.  

 



 

 

Page 3 of 41 
  Rev 3/20/2014 
  All other versions are obsolete 

G. Agree to satisfy the following requirements prior to the execution of a contract with 
the Authority:  

 
1. Indemnify, defend and hold harmless the Authority, its Board, officers, 

employees and agents, from and against all losses, liabilities, penalties, fines, 
damages and claims (including taxes), and all related costs and expenses 
(including reasonable attorneys' fees and disbursements and costs of 
investigation, litigation, settlement, judgments, interest and penalties), arising 
from or in connection with any of the following: 

 
a. any claim, demand, action, citation or legal proceeding against the 

Authority, its employees and agents arising out of or resulting from (1) the 
services provided ("Services") or (2) performance of the Services, duties, 
responsibilities, actions or omissions of the Bidder or any of its 
Contractors under an awarded contract. 

 
b. any claim, demand, action, citation or legal proceeding against the 

Authority, its employees and agents arising out of or resulting from a 
breach by the Bidder of any representation or warranty made by the 
Bidder in an awarded contract. 

 
c. any claim, demand, action, citation or legal proceeding against the 

Authority, its employees and agents arising out of or related to 
occurrences that the Bidder is required to insure against as provided for 
in an awarded contract. 

 
d. any claim, demand, action, citation or legal proceeding against the 

Authority, its employees and agents arising out of or resulting from the 
death or bodily injury of any person, or the damage, loss or destruction of 
any real or tangible personal property, in connection with the performance 
of services by the Bidder, by any of its Contractors, by anyone directly or 
indirectly employed by any of them, or by anyone for whose acts any of 
them may be liable; provided, however, that this indemnification obligation 
shall not apply to the extent, if any, that such death, bodily injury or 
property damage is caused solely by the negligence or reckless or 
intentional wrongful conduct of the Authority. 

 
e. any claim, demand, action, citation or legal proceeding against the 

Authority, its employees and agents which results from an act or omission 
of the Bidder or any of its Contractors in its or their capacity as an 
employer of a person. 

 
f.  any action or proceeding threatened or brought against the Authority to 

the extent that such action or proceeding is based on a claim that any 
piece of equipment, software, commodity or service supplied by the 
Bidder or its Contractors, or the operation of such equipment, software, 
commodity or service, or the use or reproduction of any documentation 
provided with such equipment, software, commodity or service infringes 
any United States or foreign patent, copyright, trade secret or other 
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proprietary right of any person or entity, which right is enforceable under 
the laws of the United States.   

 
2.  Maintain and provide evidence, satisfactory to the Authority, of the following 

insurance coverage: 
 

a. General Liability Insurance for $1,000,000 with the Authority shown as 
additional insured 

 
b. Errors and Omissions Insurance for $1,000,000 for each occurrence and 

$1,000,000 annual aggregate; and  
 
c. Worker's Compensation Insurance (if required under state law). Any citing 

of a policy of insurance must include a listing of the States where that 
policy’s coverage is applicable.  

 
IV. Submitting Proposal: 
 

Bidders wishing to submit an application packet must submit one (1) original and one 
copy of the original. The application packet must address how the services described in Exhibit 
A - Scope of Work attached and incorporated into this RFP will be delivered. Submitted 
application packets must respond to and address the questions listed in Exhibit B - Proposal 
Instructions and Selection Criteria attached and incorporated into this RFP.  

 
 
Firms wishing to submit proposals must also submit the Certificate Verifying Key 

Persons attached and incorporated into this RFP as Exhibit C, as well as the documentary 
information outlined in the Organization Background Checklist attached and incorporated into 
this RFP as Exhibit D. 

 
The due date for the Authority's receipt of the proposals responding to this RFP is 

November 14, 2014 at 4 p.m. 
 
The Authority shall not be liable for any costs that a firm or individual may incur 

while preparing a proposal. The Authority shall not be liable for any costs that a firm or 
individual may incur prior to the complete execution of a contract. If the Authority enters 
into a contract, the Authority's consideration (payment) shall be limited to the term of the 
contract.  

 
 

V. Questions Regarding RFP 

 

Questions raised by Bidders concerning the RFP must be submitted in writing via 

either mail or email. To ensure a fair and impartial process, Authority staff will not address 

questions concerning the RFP not submitted in writing through email.  

 

Phone calls involving the RFP or related questions will not be accepted.  
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Firms submitting bids shall not contact any Board members or Authority staff 

except Ann Grambau, Homeownership Division. 

 

Submit questions using the subject line Request for the Proposal for Quality Control 

Plan to the attention of: 

 
Ann Grambau 

Michigan State Housing Development Authority 

735 E. Michigan Avenue 

Lansing, Michigan 48912 

  

E-mail: grambaua@michigan.gov 

 

Address all questions regarding the RFP to Ann Grambau, Homeownership 

Division. Questions must be received in writing by November 3, 2014. The Authority will 

answer all questions received by November 7, 2014. The Authority will hold no other question 

sessions or bidder’s conferences. All questions and answers related to this RFP will be supplied 

to firms providing Ann Grambau with notification of intent to submit a proposal.  

 

If, prior to the proposal deadline, the Authority deems it necessary to provide additional 

clarifying information, or to revise any part of the RFP, supplements or revisions will be provided 

to all firms who have indicated they will submit a proposal. Proposals will then be evaluated 

based on the terms and conditions of the RFP, any supplements or revisions to the RFP, and 

the answers to any written questions. 

 
 
VI. Selection of Proposal: 

 
The Authority will select the proposal based on the Proposal Instructions and Selection 

Criteria set forth in Exhibit B attached and incorporated into this RFP.  
 

VII.  Processing Required Forms & Contract Execution: 
 
The required forms will be submitted to Civil Service for approval, prior to the Authority’s 

Board approval.  Contracts that equal or exceed $45,000 must be approved by the Authority’s 
Board.  Thereafter, a contract will be forwarded to the selected Bidder that submitted the 
accepted proposal with instructions to execute and return two copies. Upon receiving the 
executed copies, the Legal Affairs Division will submit the executed copies to a duly authorized 
Authority signatory for execution on behalf of the Authority.  

 
VIII. Michigan Freedom of Information Act 

 
All documents submitted to the Authority are subject to the Michigan Freedom of 

Information Act ("FOIA"). In the event a request for submitted documents is made to the 
Authority, the Authority's FOIA Coordinator will redact or withhold information and/or documents 
that are exempt from disclosure under FOIA. See MCL 15.243 et seq.  Please note that any 
requests by non-MSHDA personnel to review proposals will be denied until the deadline for 
submission of the bids has expired. See MCL 15.243(1)(i).  
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Please submit FOIA requests to the Authority as follows: 
 
MSHDA 
c/o Jon Stuckey 
FOIA Coordinator 
735 E. Michigan Avenue 
Lansing, MI 48912 

 
IX. Payments to Pensioned Retirees  

 
2007 PA 95, MCL 38.68c requires retirees of the State Employees Retirement System 

(“Pensioned Retirees”) who become employed by the State either directly or indirectly through a 
contractual arrangement with another party on or after October 1, 2007 to forfeit their respective 
state pensions for the duration of their reemployment. Accordingly, any pensioned retiree who 
provides or renders services pursuant to the contract for which bids will be made under this RFP 
shall be required to forfeit his or her pension during the term of the contract.   

 
Proposals must acknowledge and confirm whether pensioned retirees will render 

services under the contract being sought through this RFP. If the Bidder intends to use a 
pensioned retiree, the Bidder must submit written confirmation from the pensioned retiree that 
he or she agrees to forfeit his or her pension during the term of the contract, if awarded. If 
awarded a contract, the Bidder must submit a copy of the pensioned retiree’s directions to the 
State of Michigan’s Office of Retirement Services (“ORS”) to withhold the retiree’s pension 
payments until the end of the contract term by having the pensioned retiree complete the form 
Retiree Rehire Certification attached and incorporated into this RFP as Exhibit G. 

 
 
X. Key Personnel 

 
Bids must acknowledge and identify certain key personnel who will be performing 

services pursuant to an awarded contract and (a) sign the contract on behalf of the Contractor 
and/or (b) are listed in the Certificate of Key Persons attached and incorporated into this RFP as 
Exhibit C.  
 



 

 

 

Page 7 of 41 
  Rev 3/20/2014 
  All other versions are obsolete 

 
 

 
MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY 

REQUEST FOR PROPOSAL 
 

EXHIBIT A 
 

SCOPE OF WORK 
 
 
 
 
I. Overview    
 

 
A. The Michigan State Housing Development Authority, Homeownership Division 

(“Authority” or “MSHDA”) is seeking an organization to develop a Quality Control Plan for 
the Property Improvement Program (“PIP”) portfolio. The Authority expects to award one 
contract for the quality control of its PIP loans.   
 

B. The Authority seeks the services to support the PIP which assists landlords and low and 
moderate income Michigan homeowners upgrade and rehabilitate their existing homes.  
This service provides quality control to ensure compliance with FHA Title I and MSHDA 
guidelines. 

 
II.  Objectives, Tasks & Activities, and Deadlines 
 

A. Objectives. To successfully perform the services described in Section I above, the 
selected contractor must satisfy the following objectives:  

 
1. Review a minimum of 10% of the Authority’s loans.  This review must evaluate 

the accuracy and adequacy of the information and documentation used in 
reaching decisions in the originating or servicing processes. Provide for the 
review and confirmation of information on all loans selected for review. 

 
2. Conduct an initial review within 30 days of the Authority’s PIP related activities 

and procedures and produce an initial report of loan activities including an 
assessment of risks. 

 
3. Initial review finding must be reported to the Director of the Homeownership 

Division within one month of completion of the preliminary review. 
 
4. The selected contractor must conduct a review on a monthly basis and monthly 

review findings must be reported to the Director of the Homeownership Division 
within 30 days of completion of the review.  See Exhibit H - Wetzel Trott Quality 
Control, Oversight and Compliance Matrix.    
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5. Submit a review findings summary to the Authority by January, each year under 
contract. 

 
6. Review all loans going into default within the first six payments made by the 

mortgagor.  
    
7. Comply with all requirements for Quality Control as described by the Department 

of Housing and Urban Development in the HUD Title I Lender Approval 
Handbook 4700.02. 

 
8. Agree to execute a contract acceptable to the Director of Legal Affairs.   
 

B. Activities/Responsibilities Necessary to Complete Scope of Work. To achieve the 
objectives, the selected contractor shall perform the following activities required to 
achieve the objectives: 
 

1. Meet all applicable guidelines, mandates, or other requirements as promulgated 
by FHA Title I and pursuant to all applicable federal and state laws and 
regulations. 

 
2. The selected contractor must maintain an insured custodial trust account in a 

U.S. financial institution, for principal and interest. This account must be 
established in the name of the Authority as well as the selected contractor, and 
the custodial institution must acknowledge the Authority's right to access these 
funds. The selected contractor must have the ability to remit payments to the 
Authority daily, with no more than a two-business-day lag in payment. 

 
3. The selected contractor will not be permitted to engage in any type of collateral 

solicitations or cross-selling of related products. 
 
4. The Authority plans to audit the selected contractor at least annually. The Bidder 

must agree to provide appropriate on-site space for up to four Authority auditors 
and access to all files and computer records with respect to Authority loans, at no 
charge to the Authority. 

 
5. All reports, documents and information that the selected contractor submits to the 

Authority must be in Word, Excel, or .pdf format. 
 
C. Products or Milestones to be met.  Products or Milestones include: 
 

1. Contact the Authority one week prior to monthly review to receive a list of 
previous months purchased loans and request a random selection to access 
10% of current loan portfolio for quality control. 

 
2. Maintain link to HUD’s Quality Control requirements and review link monthly for 

any updates or changes.    
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D.  Deadlines for Completing Objectives. 
 

1. Initial review findings will begin within one month of contract initiation.  
Completion of initial review findings will be due to the Authority within one month 
of completion of the initial review. 
 

2. Monthly review finding will begin within two months days of contract initiation.  
Completion of  
monthly review findings will be due to the Authority within one month of 
completion of the monthly review.  
 

 
III. Standards for Performance  
 

If awarded a contract, the selected contractor shall perform the tasks/activities and complete 
the objectives in accordance with: 
 

A. HUD Title I Lender Approval Handbook 4700.02. 
 

B.  Attachment H - Wetzel Trott Quality Control, Oversight and Compliance Matrix.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

Page 10 of 41 
  Rev 3/20/2014 
  All other versions are obsolete 

 
 
 
 
 
 

MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY 
REQUEST FOR PROPOSAL 

 

EXHIBIT B 
 

PROPOSAL INSTRUCTIONS AND SELECTION CRITERIA 
 
 
I. Proposal Delivery/Submission 
 

A. Due Date. Proposals responding to this Request for Proposal ("RFP") are due 
November 14, 2014 at 4 p.m. 
 

B. Originals and Copies. Submit one (1) original and two (2) copies of a proposal to 
provide the services described in the Exhibit A - Scope of Work. 

 
C. Delivery of Proposal. Deliveries may be by hand, commercial overnight service, or 

U.S. Postal Service. No electronic deliveries will be accepted. Direct all deliveries to: 
 

Ann Grambau, Homeownership Division 
Michigan State Housing Development Authority 
735 E. Michigan Avenue 
Lansing, Michigan 48912 

 
D. Selection of Proposal. The Authority’s review may take up to four weeks after the 

closing date for submitting proposals. The Authority anticipates notifying the selected 
contractor on   December 17, 2014 via e-mail and posting on the Authority’s website; 
however, the selection will be contingent on approval by the Michigan Civil Service 
Commission and the Authority’s Board. The name of the selected contractor will also 
be posted on the Authority's website.  
 

E. Commencement of Work. Project work shall not commence until execution of a 
project contract. The selected contractor shall not proceed with performance of the 
project work or incurring of project costs until both parties have signed the project 
contract to show acceptance of its terms and conditions. 

 
F. Project Control. The selected contractor will carry out this project under the 

direction and control of the Authority and its designated Contract Administrator. 
 
G. Quarterly Progress Reports. The selected contractor may be required to submit 

brief written quarterly summaries of progress outlining the work accomplished during 
the reporting period. Problems, real and anticipated, or any significant deviation from 
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the agreed-upon work plan should be brought to the attention of the Contract 
Administrator. A financial report of expenditures to date including any changes to 
approved budget or approved work schedule must be submitted as part of the report. 
If required, these reports will be due to the Authority each January 15, April 15, July 
15 and October 15 during the project period. 

 
H. Final Project Summary Report. The selected contractor may be required to submit 

a narrative summary of the project and its outcome. This should include an outline of 
the methodology used, evaluation of the project results, and a summary of what 
worked and what the selected contractor would do differently the next time the 
selected contractor undertakes a project of this nature. If required, one printed copy 
of the final summary report and an electronic version of the report in Excel shall be 
submitted to the Authority. 

 
I. Applicable Laws. The selected contractor will be required to comply with all 

Michigan and federal laws.  
 

II. Proposal Format 
 

A. Overview. Proposals must be submitted in the format described in this Exhibit B as 
outlined below. There should be no attachments, enclosures or exhibits other than 
those considered by the Bidder to be essential to a complete understanding of the 
proposal. Each section must be clearly identified with appropriate headings. 

 
The proposal should be clear, accurate, and complete, with sufficient detail to enable 
the Authority to evaluate the services and methods proposed. Brevity is appreciated.  
 

B. Format of Proposal. 
 
1. Business Organization. Include the following information and supporting 

documentation as outlined in Exhibit D Organization Background Checklist 
found attached and incorporated into this RFP: 

 
a. The full name and address of Bidder. 
 
b. The branch office or name and address of registered agent, if applicable. 
 
c. The type of entity (e.g., Michigan corporation, Michigan nonprofit  

corporation, Michigan limited liability company): 
 
i. A foreign (non-Michigan) or domestic corporation or limited liability 

company must be licensed to do business in Michigan.  The firm must 
submit with the proposal a Certificate of Good Standing issued by the 
Department of Licensing and Regulatory Affairs that is dated no earlier 
than 30 days prior to the submittal date of the proposal.  Provide address 
of registered agent or office.  
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ii. A foreign (non-Michigan) or domestic limited partnership must be licensed 
to do business in Michigan. The firm must submit with the proposal a 
Certificate of Fact – Not Cancelled, issued by the Department of 
Licensing and Regulatory Affairs that is dated no earlier than 30 days 
prior to the submittal date of the proposal.  Provide address of registered 
agent or office. 

 
d. The Bidder must submit a Certificate Verifying Key Persons. This form is 

found in Exhibit C attached and incorporated into this RFP.  
 
e. The Bidder must submit a Certifications Regarding Debarment, Suspension 

and Other Responsibility Matters form. The form is found in Exhibit E 
attached and incorporated into this RFP. 

 
f. The Bidder must submit a W-9 Request for Taxpayer Identification Number 

and Certification.  The form is found in Exhibit F attached and incorporated 
into this RFP.  

 
g. The Bidder must submit a Retiree Rehire Certificate, if required.  The form is 

found in Exhibit G attached and incorporated into this RFP. 
 
h. For your convenience, a checklist of required organizational documentation is 

provided as Exhibit D attached and incorporated into this RFP. NOTE: 
Depending on the nature of the bid request and proposal, this checklist may 
not be all inclusive as additional and/or different documentation may be 
required.  

 
2. The Bidder must provide evidence of current Errors and Omissions Insurance.  

The coverage must meet or exceed Fannie Mae, Freddie Mac and the Authority’s 
guidelines. 

 
3. The Bidder must provide evidence of current Employee Crime and Dishonesty 

Insurance that meets or exceeds Fannie Mae, Freddie Mac and the Authority's 
guidelines. 

  
4. The Bidder must provide three years of annual audited financial statements, as 

well as the most recent year-to-date statements which may be unaudited if that is 
all that is available. These financial statements must show to the Authority’s 
satisfaction that the company is economically viable (has adequate positive cash 
flow and net worth to maintain high quality, unimpaired operations for the 
foreseeable future).  The Bidder must also provide the results of any compliance 
audits conducted by HUD, within the previous 3 years.  
 

5. The Bidder must provide an organizational chart indicating the Bidder’s entire 
organizational structure and the relationship of the individuals assigned to an 
awarded contract to the Bidder’s overall organizational structure. The chart must 
indicate the division of servicing duties (i.e. customer relations, collections, 
delinquency control, and foreclosure/bankruptcy) and the number of employees 
assigned to each section. The chart must also indicate the number of full-time 
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equivalent employees ("FTEs") the Bidder will assign or allocate towards 
Authority loan servicing. FTE aggregates the amount of time spent by employees 
who are not assigned exclusively to Authority loan servicing and expresses their 
efforts as though their efforts were assigned to exclusive employees. 
 

6. The Bidder must include information relating to its organization, personnel and 
experience, including, but not limited to, references with contact names and 
telephone numbers, evidencing the Bidder’s qualifications and capabilities to 
perform the services required by this RFP. 
 

7. Bidder must certify that it is an Equal Opportunity Employer as defined by 
applicable state    and federal regulations; must comply fully with all government 
regulations regarding nondiscriminatory employment practices; and must comply 
with the provisions of the Americans with Disabilities Act. 

    
8. For your convenience, a checklist of required organizational documentation is 

provided as Exhibit D attached and incorporated into this RFP. NOTE: 
Depending on the nature of the bid request and proposal, this checklist may not 
be all inclusive as additional and/or different documentation may be required.  
 

9. The Bidder must execute the attached Debarment Form asserting (among other 
things) that it is not currently subject to court order, insolvency proceedings, any 
actions of judicial or governmental authorities, or secondary markets that could, 
in the Authority’s sole judgment, impair the Bidder’s ability to perform the 
contract. 

 
10. The Bidder must certify that there is, at the time of the response to this RFP, no 

conveyance or merger intended or pending that would result in the proposed 
contract cancellation. 

 
11. The Bidder must not currently be subject to orders, insolvency proceedings, any 

actions of judicial or governmental authorities, or secondary markets that could, 
in the Authority's sole  judgment, impair the Contractor’s ability to perform the 
contract. The existence of any of the foregoing must be disclosed in the proposal 
and up to the time of contract execution. The Bidder, if awarded a contract, 
agrees that if it becomes subject to such listed events when under contract, it will 
immediately notify the Authority and the Authority may in its sole discretion 
terminate the contract. 

 
12. The Bidder must certify that it has a Community Reinvestment Act (“CRA”) rating 

of “satisfactory” or better, or that the CRA is not applicable to the Bidder. 
 
13. The Bidder must submit its current disaster recovery plan, and will be required to 

agree to maintain an acceptable disaster recovery plan if awarded this contract. 
The Bidder must also indicate how frequently the plan is tested and upgraded, 
and how the plan performed in its most recent test. 
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14. The Bidder must disclose its policy regarding the collection and/or use of 
confidential and/or personal data. The policy must address the security of paper 
and electronic data that contains confidential and/or personal information.  
 

 
2. Management and Personnel. Answer/Address the following: 

 
a. Officer and Management Summary. Identify managers and/or officers who 

will manage the contract if it is awarded and provide their resumes or CVs.  
Identify officers and managers by name and position. List their responsibilities 
and the specific tasks each officer and manager assigned to the project will 
carry out and the anticipated time frames for each task. Provide current 
contact information including the manager(s) and/or officer(s) name, title, 
mailing address, email address, and phone and fax numbers. 
 

b. Personnel Summary. Identify proposed key project personnel responsible 
for performing the service described in Exhibit A and their titles.  

 
3. Experience. 

 
a. Prior Experience of Bidder. Indicate prior experience of your organization 

that you consider relevant to the successful accomplishment of the project 
described in this RFP. Include sufficient detail to demonstrate the relevance 
of such experience. Include descriptions of qualifying experience, 
comprehensive listing of contracts of similar scope that it has successfully 
completed, as evidence of the Bidder’s ability to successfully complete the 
services required by this RFP, include project descriptions, costs, and starting 
and ending dates of projects successfully completed. Also include the name, 
address, and telephone number of the responsible official of the client 
organization who may be contacted. 

 
b. Experience of Proposed Personnel Assigned to Provide Services. The 

proposal should describe the education and experience of the personnel who 
will be assigned to provide the proposed services, including managers who 
may oversee work of personnel. 

 
c. Additional Information and Comments. Include any other information that 

is believed to be pertinent but not specifically asked for elsewhere. 
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d. Confirm Whether Any Assigned Personnel Receive Pension Payments 

from the State of Michigan. If any assigned personnel receive pensions 
from the State of Michigan, you must provide confirmation, signed by each 
assigned person with a State of Michigan pension, that he or she 
acknowledges and agrees that he or she must forfeit any pension payments 
made during the term of the contract. If a contract is awarded, each assigned 
person with a State of Michigan pension must submit a copy of the pensioned 
retiree’s directions to the State of Michigan’s Office of Retirement Services to 
withhold the retiree’s pension payments during the contract term.  

 
 

 
4. Proposed Services. 

 
a. How Services will be rendered. Address and describe the process used to 

render the services and how the services will be rendered. This should be an 
overview of the methodology to be used, based on staff and time frames, to 
meet the project scope of work and complete the required services within the 
time frame of the project.  
 

b. Use of Contractors. If any work will be subcontracted, describe the 
following: 

 
i. Work that will be subcontracted. 
 

ii. The process used to select the subcontractors. 
 

iii. The subcontractor's experience and expertise.  
 

iv. The names of the firms/individual(s) who will perform the subcontracted 
work. 

 
v. How quality of service will be monitored and ensured. 

 
c. Standards. Describe or address the following: 

 
i. How quality of service will be monitored and ensured.  
 

ii. Whether "best practices" will be followed. (If applicable, identify the 
organization and/or document establishing such standards.)  

 
d. Security of Data. If the services to be rendered require the collection and/or 

use of confidential and/or personal data, confirm the following:  
 

i. Has your organization established and used a policy to address the security 
of paper and electronic data? (Please do not submit a copy of your 
security policy.)  
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ii. Does your policy address the removal of confidential and/or personal 
data from storage media? (For example, does your firm's policy include 
the removal or "wiping" of data from hard drives when a computer is no 
longer used?)  

 
e. Copyrighted Materials. Acknowledge and/or confirm the following:  

 
i. You agree that any and all products produced as a result of an awarded 

contract shall be the property of the Authority. 
 

ii. You agree that the Authority shall (a) hold a copyright on all materials or 
products produced under the contract and (b) be allowed to file for a 
copyright with the United States Copyright Office.  

 
iii. You acknowledge that submitted documents will not contain in part or 

whole copyrighted materials.  
 

5. Price Proposal & Budget  
 
a. Price Proposal. All rates quoted in proposals submitted in response to 

this RFP will be a firm fixed price for the duration of the contract. No 
price changes will be permitted. 
 

b. Budget.  Include in the proposal a line item budget identifying all expenses 
related to the work to be performed.  By submitting the proposal, the Bidder 
acknowledges that it bears the risk that its expenses may exceed the 
proposed amount.  The budget should include applicable items, which may 
include the following: 

 
i. Staff costs (# of hours/per hour rate, etc.). 
ii. Costs of supplies and materials. 

iii. Other direct costs. 
iv. Transportation costs. 
v. Total budget. 

 
 

6. Schedule/Timeline.  Bids must include a schedule for delivery of services set 
forth in Exhibit A - Scope of Work and cite the proposed deadlines for completing 
the tasks within the Scope. All work must be completed within the approved 
timeline from contract signing.   

 
 Include a timetable indicating how the project will be scheduled. The timetable 

should include (1) any proposed meetings, (2) dates for draft submittals, (3) 
review items (allow 4 weeks for Authority review) and completion dates for 
deliverables, (4) quarterly reports (these will be due July 15, Sept. 15, Jan. 15, 
and April 15 each year during the project reporting period) and (5) final Project 
Completion Report.  A proposed schedule/timeline is listed below: 
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Completed 
Service/Project 
Components 

Estimated Completion Dates 

(Using Scope of 
Work, insert list 
of activities 
and/or 
deliverables 
Contractor is 
expected to 
complete) 

(Insert estimated deadlines) 

 
7. Disclosure of Participation and Interests in Authority Programs. 
 

a. Disclosure of Interests in Authority Programs. Authority programs include, 
but are not limited to, the Housing Voucher Program, any loans where the 
Authority is  the lender, and any grants made by or administered by the 
Authority. Submit a list of all interests that the Bidder, its officers, board 
members, and employees respectively have in Authority programs. If the 
Bidder intends to use independent contractors to render services, include the 
interests that independent contractors and their officers, board members, and 
employees respectively have in Authority programs.  

  
b. Potential Conflicts of Interests. Please confirm whether any potential 

conflict of interest will exist if the Authority enters into a contract with the 
Bidder. Indicate in the proposal whether the Bidder is currently under contract 
or is receiving a grant from the Authority. Other potential conflicts of interest 
may arise from the Bidder’s officers, employees, members, board members, 
and independent contractors the Bidder will use to render services if the firm 
enters into a contract with the Authority.  

 
c. Family Members Who Work for Authority. Please list the names of the 

Bidder’s officers, board members, and employees who have family members 
who work for the Authority and the names of the family members who work 
for the Authority.  

 
8. Signature Clause to be signed by Bidder’s Authorized Signatory. Insert into 

the proposal and have the authorized signatory sign the following signature 
clause at the end of the proposal (see Section II of RFP):  

 
I confirm that I have submitted this proposal on behalf of             
___________in response to the Michigan State Housing Development 
Authority's Request for Proposals for the Quality Control Plan. 

 
By:_________________________________________  

 
Its:_________________________________________  

 
Date:_______________________________________ 
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III.  Selection of Proposal  
 

The selection of a proposal shall be subject to a review by the Authority’s Legal Affairs 
Division concerning conflicts of interest and/or participation in Authority programs by the 
Bidder, its officers, employees, or independent contractors.  

 
A. Selection Criteria. The Authority will select the proposal based on Selection Criteria 

listed below: 
 

1.  Quality Control experience    (40 Points) 
 
2. Auditing experience     (10 Points) 
 
3. Communication skills, including clarity  
 of proposal and writing sample    (20 Points) 
 
4. Michigan-based company     (10 Points) 
 
6. Reasonableness and feasibility of fee    (20 Points) 
Total Possible Points:     100 Points 

 
B. Expected Deadline for Selecting Proposal. The Authority anticipates notifying the 

selected bidder on December 17, 2014, via e-mail; however, the selection will be 
contingent on approval by the Michigan Civil Service Commission and the Authority’s 
Board. 
 

C. Cancellation of Selected Proposal. The selection of a proposal by the Authority 
may be cancelled at any time prior to the complete execution of a contract. If the 
Authority cancels its selection of a proposal, the Authority may repost this or a similar 
RFP and re-seek proposals. Reasons for canceling the selected proposal may 
include, but are not limited to, the following: 

 
           1. Refusal of Department of Civil Service to process required forms.  

           2. Refusal of duly authorized Authority signatory to execute the contract. 
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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY 

REQUEST FOR PROPOSAL 
 

EXHIBIT _C ___ 
 

 CERTIFICATE VERIFYING KEY PERSONS   
 

 
 

 
 
 
  

 
 

See appended document titled 
 
 

CERTIFICATE VERIFYING KEY PERSONS OF THE 
CONTRACTOR/SUBGRANTEE 
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CERTIFICATE VERIFYING KEY PERSONS OF THE CONTRACTOR/SUBCONTRACTOR 
 
The Contractor/Subcontractor acknowledges that the following personnel are Key Persons of the 
Contractor/Subcontractor in accordance with Section X of the Request for Proposal:  

 
(1)  Name           

  (Print or type Name above line) 
 
Title with Contractor/Subgrantee        

  
 

Is the Key Person a retiree who receives a pension from the Michigan State Employees 
Retirement System? Yes  /No   

 
 

(2)  Name           
  (Print or type Name above line) 
 
Title with Contractor/Contractor         
 

Is the Key Person a retiree who receives a pension from the Michigan State Employees 
Retirement System? Yes  /No   

 
 

(3)  Name           
  (Print or type Name above line) 
 
Title with Contractor/Subcontractor         

 
Is the Key Person a retiree who receives a pension from the Michigan State Employees 
Retirement System?  Yes  /No   
 

 
 Print or Type Contractor/Subcontractor Name above Line 
  

 
By:_____________________________________ ________ 

  Signature     Date 
 

 
Name of Signatory for Contractor/Subgrantee:         

  Print/Type Name of Signatory above Line 
 

Its:            
 

 
Federal Identification Number:      
 
Pensioned Retirees (2007, MCL 38.68) (12/7/07 Rev)  
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Exhibit – Certificate Verifying Key Persons of the Contractor  

 
 

MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY 
REQUEST FOR PROPOSAL 

 

EXHIBIT __D __ 
 

 ORGANIZATION BACKGROUND CHECKLIST 
 

 
In order to submit a proposal, organizations must submit the following documentation as 
outlined below.  NOTE: Depending on the nature of the bid request and proposal, this checklist 
may not be all inclusive as additional documentation may be required. 
 

 Articles of Incorporation 

 Organizational Bylaws 

 List of Board of Directors and Officers, including titles 

 W-9 Request for Taxpayer Identification Number & Certification (see Exhibit F) 

 CHDO Tax ID Number (if applicable) 

 Signatory authority (if not addressed elsewhere) 

 Required Certificates: 

 Foreign (non-Michigan) or Domestic corporations or limited liability companies will 
submit a Certificate of Good Standing (dated no earlier than 30 days of proposal 
submission) issued by the Corporations, Securities, and Commercial Licensing 
Bureau of the Michigan Department of Licensing and Regulatory Affairs .  
(http://www.dleg.state.mi.us/bcsc/forms/corp/fax/274.pdf) 

                  Foreign (non-Michigan) or Domestic limited partnerships will submit a Certificate 
of Fact – not Cancelled (dated no earlier than 30 days of proposal 
submission) issued by the Corporations, Securities, and Commercial 
Licensing Bureau of the Michigan Department of Licensing and Regulatory 
Affairs. (http://www.dleg.state.mi.us/bcsc/forms/corp/fax/274.pdf 

     Evidence of 501(c)(3) status (if applicable) 
 
  

http://www.dleg.state.mi.us/bcsc/forms/corp/fax/274.pdf
http://www.dleg.state.mi.us/bcsc/forms/corp/fax/274.pdf
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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY 
REQUEST FOR PROPOSAL  

 
EXHIBIT __E___ 

 
CERTIFICATE REGARDING DEBARMENTS   

 
 

 
 

 
  

 
 

See appended document titled 
 

CERTIFICATE REGARDING DEBARMENT, SUSPENSION AND 
OTHER RESPONSIBILITY MATTERS FORM 
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Certifications and Representations 
 
The Vendor must complete this section and submit with their bid or proposal.  Failure or refusal 
to submit any of the information requested in this section may result in the Vendor being 
considered non-responsive and therefore ineligible for award consideration.   
 
 
(    ) Enclosed are annual certifications and representations 
 
Introduction 

 Bidder Identification 

 
Vendor Name: ______________________________________________ 
 
(     ) Federal ID Number: _______________________ (TIN or social security number) 
 
(     ) DUNS Number:  _______________________ 
Vendor is not required to have a DUNS number, but if Vendor does have one it must be listed. 
 

 Changes to Information 

If any of the certifications, representations, or disclosures indicated in this document change 
during consideration of the Vendor’s responses or after awarding of a contract, the Vendor is 
required to report those changes immediately to the Michigan State Housing Development 
Authority (the “Authority”), (INSERT CONTACT INFORMATION) 
 

_________ (Initial) 
 

 False Information 

If it is determined that a Vendor purposely or willfully submitted false information, the Vendor will 
not be considered for award, the Authority may pursue debarment of the Vendor, and any 
resulting Contract that may have been established will be terminated.  If the Authority believes 
that grounds to debar exist, it shall, pursuant to the Michigan Administrative Code Rules 
125.211-125.216, send notice to the Vendor of proposed debarment indicating the grounds for 
proposed debarment and the procedures for requesting a hearing  
 

_________ (Initial) 
 
Representations 

 

A. Subcontractors 

1. The Vendor shall require each Subcontractor whose subcontract will exceed 
$25,000 to disclose to the Vendor, in writing, whether, as of the time of the 
submission of Vendor’s response to this RFP, the Subcontractor or its principals 
is debarred, suspended, or proposed for debarment by the State.  The Vendor 



 

 

 

Page 24 of 41 
  Rev 3/20/2014 
  All other versions are obsolete 

shall then inform the Authority of the Subcontractor’s status in its response and 
provide reasons for the Vendor’s decision to use Subcontractor, if the Vendor so 
decides. 

 
2. Indicate below ALL work to be subcontracted under any resulting Contract (use 

additional attachment if necessary; estimates are acceptable): 
 

Description of 
Work 
to be sub-
contracted 

Percent (%) of 
total contract 
value to be sub-
contracted 

Sub-contractor’s 
name and principal 
place 
of business (City 
and State) 

 
 

  

 
 

  

 
 

  

 
 

  

 
 
Disclosures 
 

Vendor Compliance with State and Federal Law and Debarment 

 

1. The Vendor certifies, to the best of its knowledge that within the past (3) years, 
the Vendor, an officer of the Vendor, or an owner of a 25% or greater interest in 
the Vendor: 

 
Has _____ Has Not ______ been convicted of a criminal offense incident to the 
application for or performance of an Authority or State contract or subcontract; 

 
Has _____ Has Not ______ been convicted of any offense which negatively 
reflects on the Vendor’s business integrity, including but not limited to 
embezzlement, theft, forgery, bribery, falsification or destruction of records, 
receiving stolen property, state or federal antitrust statutes; 

 
Has _____ Has Not ______ been convicted of any other offense, violated any 
other state or federal law, as determined by a court of competent jurisdiction or 
an administrative proceeding, which, in the opinion of the Authority, indicates that 
the Vendor is unable to perform responsibly or which reflects a lack of integrity 
that could negatively impact or reflect upon the Authority or State. 
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a. An offense or violation under this paragraph may include, but is not limited to, 
an offense under or violation of:  
 
Has _____ Has Not ______ failed to substantially perform an Authority or 

State contract or subcontract according to its terms, conditions, and 
specifications within specified time limits; 

 
Has _____ Has Not ______ violated Authority or State bid solicitation 

procedures or violated the terms of a solicitation after bid submission; 
 
Has _____ Has Not ______ refused to provide information or documents 

required by a contract including, but not limited to information or document 
necessary for monitoring contract  performance; 

 
Has _____ Has Not ______ failed to respond to requests for information 

regarding Vendor’s performance, or accumulated repeated substantiated 
complaints regarding performance of a contract/purchase order; and 

 
Has _____ Has Not ______ failed to perform an Authority or State contract or 

subcontract in a manner consistent with any applicable state or federal law, rule, 
regulation, order, or decree. 

 
2. For purposes of this Section, “Principals” means officers, directors, owners, 

partners, and any other persons having primary management or supervisory 
responsibilities within a business entity.  The Vendor certifies and represents, to 
the best of his knowledge that the supplier and/or any of its Principles: 

 
Are _____ Are Not _____ presently debarred, suspended, proposed for 
debarment, or declared ineligible for the award of a purchase by any state or 
federal agency; 

 
Has _____ Has Not ______ not with in a 3-year period preceding this RFP, been 
convicted or had a civil judgment rendered against them for commission of fraud 
or a criminal offense in connection with obtaining, attempting to obtain, or 
performing a public (federal, state, or local) purchase. 

 
Are _____ Are Not _____ presently indicted for, or otherwise criminally or civilly 
charged by a governmental entity with, the commission of the any of the offenses 
enumerated in section 3.1(c) of this Contract. 

 
Has _____ Has Not ______ within a 3-year period preceding this solicitation had 
one or more purchases terminated for default by any state or federal agency. 

 
3. The Vendor shall provide immediate written notice to the Authority if, at any time 

before the purchase award, the Vendor learns that its certification was erroneous 
when submitted or has since become erroneous because of changed 
circumstances. 
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4. A certification that the Vendor or its Subcontractors is presently debarred, 
suspended, proposed for debarment or declared ineligible for award of a 
purchase by any state or federal agency will not necessarily result in withholding 
an award under this solicitation.  However, the certification will be considered in 
connection with a determination of the Vendor’s responsibility.  Failure to furnish 
the certification or provide such information as requested by the Authority may 
render the Vendor response non-responsive. 

 
5. Nothing contained in this Section shall be construed to require establishment of a 

system of records in order to render, in good faith, the certification required this 
Section.  The knowledge and information of a Vendor is not required to exceed that 
which is normally possessed by a prudent person in the ordinary course of 
commercially reasonable dealings. 

 
6. If it is later determined that the Vendor knowingly rendered an erroneous certification 

under this Section, in addition to the other remedies available to the Authority, the 
Authority may terminate any resulting contract for default. 

 
 

_________ (Initial) 
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 Employee and Subcontractor Citizenship 

The Vendor certifies that all employees, contractors, Subcontractors, and any other individual 
involved in the performance of this Contract, except those listed below, are citizens of the United 
States, legal resident aliens, or individuals with valid visa (use additional attachment if necessary; 
estimates are acceptable): 
 

Employee Name Title 

  

  

  

  

 
_________ (Initial) 

 

 RFP Preparation 

The Vendor shall notify the Authority in its bid proposal, if it or any of its Subcontractors, or their 
officers, directors, or key personnel has assisted with the drafting of this RFP, either in whole or in 
part.  This includes the conducting or drafting of surveys designed to establish a system inventory, 
and/or arrive at an estimate for the value of the solicitation. 
 
The Vendor hereby certifies that it HAS ______, HAS NOT _______ assisted in the development of 
this RFP. 
 
Except for materials provided to all Vendors as part of this RFP, the Vendor shall provide a listing of 
all materials provided by the Authority to the Vendor containing information relevant to this RFP, 
including, but not limited to:  questionnaires, requirements lists, budgetary figures, assessments, 
white papers, presentations, RFP draft documents.  The Vendor shall provide a list of all State 
employees with whom any of its personnel, and/or Subcontractors’ personnel has discussed the 
RFP after the issuance date of the RFP. 
 
 

AS THE AUTHORIZED CERTIFYING OFFICIAL, I HEREBY CERTIFY THAT THE 
ABOVE SPECIFIED CERTIFICATIONS ARE TRUE.   

SIGNATURE OF AUTHORIZED CERTIFYING OFFICIAL  

 
 
  
TYPED NAME AND TITLE  

  
DATE  
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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY 
REQUEST FOR PROPOSAL 

 

EXHIBIT __F___ 
 

 W-9 REQUEST FOR TAXPAYER IDENTIFICATION NUMBER AND CERTIFICATION   
 

 
 
  

 
 

See appended document titled 
 

W-9 REQUEST FOR TAXPAYER IDENTIFICATION NUMBER AND 
CERTIFICATION 
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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY 
REQUEST FOR PROPOSAL 

 

EXHIBIT __G___ 
 

RETIREE REHIRE CERTIFICATION   
 

 

 
  

 
 

See appended document titled 
 

RETIREE REHIRE CERTIFICATION 
 
 

 
  



 

 

 

Page 34 of 41 
  Rev 3/20/2014 
  All other versions are obsolete 
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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY 

REQUEST FOR PROPOSAL 
 

EXHIBIT __H___ 
 

WETZEL TROTT QUALITY CONTROL, OVERSIGHT AND COMPLIANCE MATRIX 
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