
RFP - EXHIBIT A
SCOPE OF WORK

I.
Overview:  

The Office of Program Policy and Market Research (PPMR) of the Michigan State Housing Development Authority (“Authority”) is seeking an individual/firm to assist the Authority in promoting its mission in affordable housing, homeownership, homelessness issues, and the creation of vibrant cities and neighborhoods. The purpose is to raise awareness of the Authority’s programs and services in these four areas throughout Michigan, and to increase homeownership and multifamily production.

The Authority currently employs a small communications staff consisting of three full time employees and one part time student assistant. The Authority is seeking to supplement this communications team by seeking the services of an outside firm to enhance the effectiveness of its communications efforts. The Authority is experiencing tremendous growth both externally statewide in terms of the services and programs it provides its many partners and Michigan citizens and internally with necessary staff support services. 

II. 
Objectives, Tasks & Activities, and Deadlines:

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

1.
Assist the MSHDA communications team with all aspects of branding and promoting the Authority’s overall mission to external target audiences.

2.
Assist the MSHDA communications team in creating a blueprint outlining the communications needs of all internal MSHDA divisions and in carrying out a variety of services necessary to support their divisional work. 
3.
Assist the MSHDA communications team in creating strategies to raise production levels in MSHDA’s Homeownership and Multifamily divisions.
B.  
Activities
/Responsibilities Necessary to Complete Scope of Work
To achieve the objectives, the contractor ("Contractor") shall perform the following activities/tasks
. Contractor must indicate if these tasks will be performed in house or require subcontracting. 
1. Assist in conducting and facilitating strategic planning sessions to create communications plans by division
2. Ongoing marketing counsel with MSHDA staff including, when necessary, marketing research
3. Assist MSHDA communications staff with social media strategies

4. Provide conference support to specific divisions through the MSHDA communications staff
5. Assist in writing, producing, post producing, placement and distributing radio and television commercials
6. Ongoing development and support for five MSHDA divisional Web sites
7. Provide a dedicated person from the Contractor’s staff to assist the Authority in the management of web content for four internal divisions
8. Assist the communications staff in writing news releases, feature articles, ad copy, and contribute to special publications such as newsletters and an annual report. 
9. Assist communications staff in designing surveys and/or conducting focus group sessions for divisions and Authority wide if needed

10. Assist the communications staff in documenting events and/or initiatives and projects with photos. This task may require some statewide travel to obtain “before and after” photos of developments within the Authority’s portfolio or success stories from people who have benefited from Authority programs and/or initiatives 
11. Demonstrate the capacity to handle dozens of projects simultaneously for a variety of divisions within the Authority as well as overall Authority initiatives and events. A promise of responsiveness and the ability to handle change is essential
12. Provide strategic marketing and public awareness assistance to Authority communications staff in support of divisional needs

13. Assist the communications staff with special events such as annual promotional activities, press conferences, etc.

14. Assist in the development of a recognition program for lenders, housing counselors and REALTORS® 

15. Assist the communications staff in the development of paid advertising campaigns and/or co-op advertising for Homeownership and Property Improvement programs
16. Provide a dedicated Contractor staff member to place the Authority’s legal advertising on a statewide basis throughout the term of the contract (approximately $300,000-$400,000 annually). Authority staff will interact directly with that dedicated staff member
17. Set aside one and one-half to two hours each Monday morning to meet with communications staff and the Authority’s Homeownership marketing team to review assignments and status of all projects in the pipeline

18. Assist the communications staff in researching and applying for program recognition awards

19. Assist in designing and producing general or training videos, PowerPoint and/or Webinars for the Authority and its divisions as needed

20. Produce computer generated contract billing status reports monthly or more often if requested to track projects and adherence to the specified Scope of Work as stated in the resulting contract

C. Deadlines for Completing Objectives
. 

The term of the potential contract is July 1, 2009 through June 30, 2010. A multiyear contract is possible. The section above lists objectives, tasks and activities that the Contractor will be asked to deliver or perform during the contract time frame. Many of these deliverables will be ongoing throughout the contract and are part of every day operations. However, some individual projects, tasks or activities (such as press events, conferences, brochures, advertising production and media placement, etc.) are time sensitive and will need to be completed around deadlines. The Contractor will be apprised of those projects and will be expected to have the capacity to meet those deadlines as they occur.
III. Standards 
for Performance
: 

The Contractor shall perform the tasks/activities and complete the objectives in accordance with the following standards. Your charge is to demonstrate in your proposal your firm’s ability to meet these standards.
      1.
The work produced by the selected firm must demonstrate quality and depth of understanding of subject matter. Respondents may want to include samples of work or descriptions of work or awards received that demonstrate this standard. You may also provide a link for your firm’s Web site if you have one. (Reminder: Providing a mountain of “slick” pieces that your firm has produced in the past WITHOUT the process by which you arrived at the final product, will not win points).
2.
The selected Contractor will work with the Authority communications team and their staff in coordinating assignments and projects, not directly with divisional staff. However, the work produced by the selected firm must demonstrate that the firm’s staff members have the capacity to listen carefully and sift through input provided by several different personality types within divisions to produce the desired product in as few tries as possible.
3.
Demonstrate a reasonable working knowledge of housing, community development, and homeless issues
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