MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

REQUEST FOR PROPOSALS

DATE: May 25, 2007
SECTION I

General Information for Bidders

PROJECT DESCRIPTION/PURPOSE:

This Request for Proposal (RFP) is to provide assistance to the Michigan State Housing Development Authority (MSHDA) in a variety of activities including:

· Placement of legal advertising statewide

· Development and implementation of strategies to increase homeownership production;

· Assist in management of CATeam Michigan Downtown Conference, the Michigan Conference on Affordable Housing, the Michigan Homeless Summit, and the Office of Asset Management’s two annual preservation and existing rental housing conferences.

· Work with MSHDA Communications Team in the implementation of the Five Year Plan for Affordable Housing, Community Development, and Homelessness.

· Provide service to MSHDA regarding increasing production in two Individual Development Account initiatives (Road to Prosperity and MIDAP).

· Work with MSHDA in establishing a cooperative marketing initiative for the Property Improvement Program (PIP) to increase production.

· Work with MSHDA staff in providing marketing assistance to new divisions recently established at MSHDA (Southeast Michigan Development, Homeownership, Urban Revitalization, Supportive Housing and Homelessness Initiatives) for the purpose of increasing production of MSHDA’s homeownership and other programs.

· Assist in development of plan for Michigan Housing Locator.

· Provide an on-site liaison person 12-18 hours per week.

· Assist Authority staff with the continued expansion of home purchase programs such as but not limited to the Employer Assisted Housing Program and the Graduate Purchase Assistance (GPA) program. 

· Assist Authority Staff with developing the “Cities of Promise” and “Cool Cities” initiatives.

· Assist Authority Staff with developing the Campaign to End Homelessness initiative;

· Attend a weekly planning meeting to report status of projects and tasks.

These activities require a fairly extensive knowledge of affordable housing and homelessness issues. This RFP is intended to provide support for the Authority’s Program Policy and Marketing Research division. Section II, “Scope of Proposed Work” formally describes the tasks contractors intending to submit proposals under this RFP will be required to address.

INCURRING COSTS:

MSHDA is not liable for any costs incurred by the bidder prior to the signing of a contract. The activities in the proposed contract cover a one-year period, upon the signing of a contract, estimated to be sometime in late July or early August 2007 and ending one year later.

All rates quoted in bidder’s response to this RFP will be firm for the duration of the contract. No price changes will be permitted.

PRE-BID QUESTIONS:

All questions concerning this RFP must be in writing and submitted to MSHDA in time to meet the RFP deadline. Written answers to questions will be provided to ALL prospective bidders via e-mail. Please provide the e-mail address of the person in your firm that will receive e-mails in answer to RFP questions.

PROPOSALS:

The proposal must include a statement as to the period during which the terms of the Technical Proposal, as submitted, remains valid. This period must be at least 60 days from the due date for responses to this RFP. However, the rates quoted in the Proposal remain firm for the duration of the prospective contract.

FOLLOW-UP DISCUSSION:

Bidders may be requested to provide follow-up information about their proposal, either orally or in written format. This follow-up, if warranted, will provide an opportunity for both parties to clarify their intent, if necessary, with regard to this RFP.

ACCEPTANCE OF PROPOSAL CONTENT:

The contents of this RFP and the proposal will become a contractual obligation if a contract ensues. Failure of the successful bidder to accept these obligations may result in cancellation of the award.

Any selected proposal is subject to the (1) processing of required forms by the Department of Civil Service: (2) the approval of a contract by the Authority’s board and (3) the execution of a contract by an authorized Authority signatory.

Any selected proposal by the Authority may be canceled prior to the complete execution of a contract.

ECONOMY OF PREPARATION:

Each proposal should be prepared simply and economically, providing a straightforward, concise description of the bidder’s ability to meet the requirements of the RFP.  Extravagant presentations including such things as bindings, color displays, promotional material, etc., will receive no evaluation credit.  Emphasis should be on completeness and clarity of content.

SELECTION CRITERIA:

Of necessity, the Selection Criteria and rating factors are highly subjective.  Three to five MSHDA staff will review proposals.  Reviewers will NOT know the entity submitting each proposal.  It is expected that this will help ensure the review process is as objective as possible. 

1. Step One:  Overall Quality of Proposal (50 points):

Bidder’s proposal demonstrates an understanding of the work to be accomplished, and describes adequate steps to ensure MSHDA’s requirements are met.  Specific attention should be paid to marketing strategies, and delivery of goods/services.  

2. Step Two:  Feasibility Analysis (30 points):

Bidder’s proposal represents the best value to MSHDA as represented by the goods/services offered, the quality of goods/services to be supplied, their conformity with specifications, their suitability to the requirements of MSHDA and delivery terms being taken into consideration.  The lowest bid will not necessarily receive the best score for this rating factor.

3. Step Three:  Prior Experience (20 points):

Bidder’s proposal demonstrates an ability to conduct work as described in this proposal through adequate staffing, expertise and past experience and the quality of included sample reports and references.

CHANGES IN RFP:
Changes in the RFP as the result of a response made to questions or concerns or through correspondence will be put in writing to all bidders until seven working days prior to the bid due date.  MSHDA will make every effort, but does not commit, to answering questions during the last seven workdays prior to the bid due date.

DISCLOSURE:

All information in a bidder’s proposal is subject to disclosure under the provisions of Public Act 442 of 1976, commonly known as the “Freedom of Information Act”.  This act also provides for the complete disclosure of contracts and attachments hereto.

INVOICING AND PAYMENT:

All invoices must reflect actual work done.  Specific details of invoices and payments will be agreed upon between MSHDA and the selected Contractor after the proposed Contract Agreement has been signed and accepted by both the Contractor and MSHDA.  Rates quoted in response to this RFP are firm for the duration of the proposed contract; no increases will be permitted.
SECTION II

Scope of Proposed Work

This proposal must describe how the Contractor proposes to assist MSHDA in providing the services outlined in Section I. The following represents the tasks and SUGGESTIONS as to how MSHDA believes the Contractor would assist in these tasks. As mentioned before in Section I under the Project Description/Purpose, the Contractor should have an extensive working knowledge of affordable housing and homelessness issues, and the proposal should reflect that knowledge.

(NOTE OF ASSISTANCE IN RESPONDING TO THIS PROPOSAL): Many of the activities listed below can be researched on the MSHDA Web site at www.michigan.gov/mshda or by clicking on related links. Many potential questions might be answered by checking out the site first before submitting questions.

· Placement of legal advertising statewide: MSHDA is required to place programmatic legal advertising and public meeting announcements on a regular basis throughout the year. The proposal should demonstrate the Contractor’s ability to place these ads, working with MSHDA program staff directly. Tear sheets and affidavits are required and strict deadlines; timelines and extreme accuracy is necessary in successfully completing this task. MSHDA places between $300,000 and $400,000 per year in legal advertising. The Contractor must show in the proposal how their firm can reduce the cost of this advertising to MSHDA by performing this service. The proposal should also include any costs to MSHDA in performing this particular service.

· Development and implementation of strategies to increase homeownership production: MSHDA provides low-interest mortgage loans to qualifying low- to moderate-income Michigan residents through participating lenders and also provides low-interest home improvement loans to individuals and landlords. These activities fall under MSHDA’s Office of Homeownership and Office of Community Development. The proposal should include creative strategies to increase production in both these areas. The total budget is approximately $400,000 per year. Any costs for these services should be included in the proposal.

The Office of Homeownership also offers other products that require marketing activities, and new products are often introduced during the course of a contract. Any cost for these services also should be included in the proposal.

· Assist in management of CATeam Michigan Downtown Conference, the Michigan Conference on Affordable Housing, the Michigan Homeless Summit, and the Office of Asset Management’s two annual preservation and existing rental housing conferences.

MSHDA’s Community Assistance Team (CATeam) takes the lead with other partners to host a large-sized Downtown Conference each year. The selected contractor will assist the MSHDA Communication team in managing the even from beginning to end. The Annual Affordable Housing Conference is the largest of its kind in the nation. The planning process continues year round and the selected contractor will serve with the planning committee for monthly meetings. Michigan has been nationally recognized as a leader in the Campaign to End Homelessness and has created a 10-year plan that includes all 60 of Michigan’s homeless provider entities. A significantly large-sized conference is held each year to meet and advance the 10-year plan. The selected contractor will assist in the planning of this summit from beginning to end. The Asset Management Division holds at least one and possibly two conferences per year. The selected applicant must work with MSHDA staff in designing and producing printed materials for these conferences. Please include cost estimates for each of these projects and demonstrate capacity and experience in handling events of this nature in the proposal.

· Work with MSHDA Communications Team in the implementation process of public awareness strategies associated with the Five Year Plan for Affordable Housing, Community Development, and Homelessness. The proposal should include costs for providing these services as well as documentation that the Contractor has experience in the area of strategic planning as well as affordable housing.

· Provide service to MSHDA regarding increasing production in two Individual Development Account initiatives (Road to Prosperity and MIDAP). The Michigan IDA Partnership is an innovative partnership between the State of Michigan Department of Human Services (DHS) and the Council of Michigan Foundations (CMF) to create a new tool that supports low-income families in their struggle to get out and stay out of poverty. MSHDA is one of the public sector funders of these initiatives. The selected contractor will be asked to assist MSHDA staff in developing the initiatives. Costs should be included as well as brief descriptions of suggested strategies. Applicants need not get overly specific in this area of the proposal.
· Work with MSHDA in establishing a cooperative marketing initiative for the Property Improvement Program (PIP) to increase production. MSHDA provides low interest loans for property improvement to both homeowners and landlords. The program is administered by MSHDA, however, loans are made by statewide participating lenders. The selected contractor will assist in developing a co-op plan to assist lenders in promoting the MSHDA product locally, which will increase production . Please include ideas and estimated costs.

· Work with MSHDA staff in providing marketing assistance to new divisions recently established at MSHDA (Southeast Michigan Development, Homeownership, Urban Revitalization, Supportive Housing and Homelessness Initiatives) for the purpose of increasing production of MSHDA’s homeownership and other programs. Each division at MSHDA works with their respective customers through brochures and other collateral materials depending on their needs. Three new brochures are currently needed. Applicants must demonstrate their experience in building this type of supportive material and include estimates for brochure types. Selected contractor also will need to coordinate revisions to current brochures. All collateral materials are intended to increase the Authority’s production, so the contractor must demonstrate the ability to develop strategies with this goal in mind when developing those materials.

· Assist in development of plan for Michigan Housing Locator. The Office of Asset Management at MSHDA has created a Housing Locator that is free to both landlords who want to list their properties and the general public who wants to locate properties for rental. The selected contractor must submit strategies to continue marketing this locator on a regular basis and include cost estimates.

· Provide an on-site liaison person 12-18 hours per week.  The Contractor must be able to provide a staff member to work onsite at MSHDA approximately 12-18 hours per week. The proposal should reflect the costs for these services broken down on an hourly basis.

· Assist Authority staff with the continued expansion of home purchase programs such as but not limited to the Employer Assisted Housing Program (EAHP) and the Graduate Purchase Assistance (GPA) program. The Contractor will work with MSHDA staff to develop plans to establish and implement these programs that help increase single-family production. EAHP helps employers provide down payment assistance to their employees.  MSHDA will match the employer’s contribution and provide single-family mortgages to eligible employees.  The program helps employees become homeowners in neighborhoods close to their place of work while revitalizing those communities. The GPA program provides assistance to recent college graduates who want to become homeowners in any one of the “Cities of Promise.” The contractor must provide estimates that appear within the total budget. 

· Assist Authority Staff with developing the “Cities of Promise” and “Cool Cities” initiatives. The Cities of Promise Initiative brings together representatives from several state agencies and merges them with local representatives to work together to prioritize and mobilize some important first projects that will create some momentum in these cities that include Detroit, Flint, Saginaw, Hamtramck, Muskegon Heights, Benton Harbor, Pontiac and Highland Park. The Contractor will be expected to chronicle before and after photos of projects in these eight cities and provide technical assistance to local groups for planning this initiative and perhaps event planning and coordination. The task could also include some background data gathering and research and coordination information for all of the partners participating in the Cities of Promise initiative. The Contractor will develop an overarching plan for each city, including the creation of an outline/workbook with action steps that can be embraced and implemented by individual localities. Occasional market trips to city partnership meetings will be required as well as assistance in events that have a statewide flavor (such as a Governor visit, or multiple city tour). The Contractor will submit cost estimates regarding this activity based upon the preceding description of participation. The “Cool Cities” initiative is another of the Governor’s initiatives in which the Authority plays a leadership role. Housed within the new Urban Revitalization division, the initiative would require the selected contractor’s participation in the same way as the “Cities of Promise” initiative. 

· The Campaign to End Homelessness initiative is an unprecedented statewide collaborative effort to complete community based plans to end homelessness in Michigan. The Contractor will have a role in assisting Authority staff to coordinate statewide events raising awareness for homelessness and the 10-year plan to end it in Michigan. This task will require at least 2 and no more than 4 planning meeting monthly for the duration of the contract.

· Attend a weekly planning meeting to report status of projects and tasks.

Based upon each of the activities and tasks outlined above, the contractor must submit a cost estimate of the entire contract that would adequately meet the Authority’s needs as described. This total budget is covered below in the management summary section.

SECTION III

Information Required from Bidders

Bidders proposal must be submitted in the format described below.  There should be no attachments, enclosures or exhibits other than those considered by the vendor to be essential to a complete understanding of the proposal.  Each section must be clearly identified with appropriate headings.

BUSINESS ORGANIZATION:

State the full name and address of your organization and, if applicable, the branch office or subordinate element that will perform, or assist in performing, the work described.  Indicate whether it operates as an individual partnership or corporation.  If as a corporation, include the state in which it is incorporated.  If appropriate, indicate if it is licensed to operate in the State of Michigan.

MANAGEMENT SUMMARY:

· Narrative:  Include a narrative summary description of the proposal.

· Technical Work Plans:  Provide a technical work plan for accomplishing the work.  Indicate the anticipated number of person-hours allocated to each task.

· Prior Experience:  Indicate prior experience of your firm that you consider relevant to the successful accomplishment of the project defined by this RFP.  Include sufficient detail to demonstrate the relevance of such experience.

Include descriptions of qualifying experience, including project descriptions, costs, and starting and ending dates of projects successfully completed.  Also include name, address, and telephone number of the responsible official of the client organization who may be contacted.

· Bidder’s Authorized Expediter:  Include the name and telephone number of person(s) in your organization authorized to expedite any proposed contract with MSHDA.

· Additional Information and Comments:  Include any other information that is believed to be pertinent but not specifically asked for elsewhere.

· Price Proposal:  All rates quoted in bidder’s response to this RFP will be firm for the duration of the contract.  No price changes will be permitted.

· Project Budget:  Outline the project budget, including the following estimated costs:

· Staff costs (# of hours/per hour rate/etc.)

· Costs of supplies and materials

· Other direct costs

· General and administrative burden or overhead

· Transportation costs

· Total budget

PROPOSAL SUBMISSION:

Submit three copies of your proposal.  Proposals must be received by 5:00 PM, June 15, 2007.  It is anticipated the MSHDA review will take up to one week and the selected bidder will be announced on or before Friday, June 22, 2007.

Address for proposals submitted by Contract Carrier, Courier Delivery, or Personal Delivery is:

Mary Lou Keenon

Michigan State Housing Development Authority

735 East Michigan Avenue

Lansing, Michigan 48913

Proposals submitted through U.S. Postal Service should be addressed as follows:


Mary Lou Keenon


Michigan State Housing Development Authority


P.O. Box 30044


Lansing, MI  48909

