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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY 

 

REQUEST FOR PROPOSALS  
 

 
 
DATE OF ISSUE: February 1, 2016 
 
TO: Potential Providers of Services 
 
RE: Request for Proposals to Provide Conference Planning and Delivery 

Services for the 2016 Preservation in America’s Legacy Cities Conference. 
 
 
I. Services Sought by Authority:  

 
The Michigan State Housing Development Authority, State Historic Preservation Office 

("Authority” or “MSHDA”) is seeking an organization authorized to do business in Michigan to 
provide  services in the areas of overall conference management and delivery for the 2016 
Preservation in America’s Legacy Cities Conference (“PALCC”), intended to be held in Detroit, 
Michigan in September 11-14, 2016 (except in extenuating circumstances).  A detailed description 
of the work is provided in the Scope of Work, which is attached and incorporated into this Request 
for Proposals (“RFP”) as Exhibit A. 

 
Women and minority-owned businesses licensed to conduct business in the State of 

Michigan are encouraged to submit proposals. 
 
 

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. Be a full time event management company with a minimum of three years of proven 

professional experience providing the services described in the Scope of Work or similar 
services. 
 

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

 
C. 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). 

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

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

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

F. Agree to satisfy the following requirements prior to the execution 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 
subcontractors under an awarded contract. 
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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 subcontractors, 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 subcontractors 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 
subcontractors, 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 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.  
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IV. Submitting Proposal: 

 
Bidders wishing to respond to this RFP must submit one .pdf of a signed proposal to 

provide the services described in Exhibit A - Scope of Work attached and incorporated into this 
RFP. Submitted proposals 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 

February 26 , 2016 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 
email or fax. To ensure a fair and impartial process, Authority staff will not address 
questions concerning the RFP not submitted in writing.  

 
Phone calls involving the RFP or related questions will not be accepted.  
 
Firms submitting bids shall not contact any Board members or Authority staff 
except Dace Koenigsknecht, Procurement Specialist. 
 
Submit questions using the subject line Questions – Legacy Cities RFP, to: 

 
Dace Koenigsknecht 
E-mail: koenigsknechtd1@michigan.gov 
Fax: (517) 335-5925 

 
Address all questions regarding the RFP to Dace Koenigsknecht. Questions must 

be received in writing by 4pm on February 12, 2016. The Authority will answer all received 
questions by February 19, 2016. 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 
Dace Koenigsknecht 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 
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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).  

 
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 
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contract term by having the pensioned retiree complete the form 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 form attached and incorporated into this RFP as Exhibit C. 
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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY 
REQUEST FOR PROPOSAL 

 
EXHIBIT A 

 
SCOPE OF WORK 

 
I. Overview    
 

 
A. The Michigan State Housing Development Authority, State Historic Preservation 

Office ("Authority") is seeking a high-capacity firm or non-profit organization to 
provide the Authority with full-service conference/event planning for a single event, 
the Preservation in America’s Legacy Cities Conference (“PALCC”), which will be 
held in Detroit, Michigan September 11-14, 2016 except in extenuating 
circumstances. Services sought include planning, organizing, marketing, 
coordinating communications, and managing the overall logistics for the PALCC. 

 
Following and building upon the success of the first PALCC held in Cleveland in 
2014, this sophomore effort will bring together preservationists, community 
developers, economic developers, urban planners, urban policymakers, urban 
designers, architects, academics and local community activists.  It will be an 
opportunity to cross-collaborate, share ideas, and devise solutions with the goals of 
launching a more integrated approach to planning for the future of Legacy Cities, 
bringing historic preservation into urban policymaking, and crafting a 21st century 
preservation profession that is responsive to the needs and conditions of Legacy 
Cities. Detroit, a true Legacy City poised to rebuild from years of disinvestment, will 
provide the perfect setting and context in which to raise these questions.  

 
The conference/event planning service provider selected for this contract will work 
directly with the Authority’s Deputy State Historic Preservation Officer and 
designated assistant and will manage the overall conference planning, organization 
and implementation, including coordination of a partnership with the Detroit 
Homecoming event hosted by Crain’s Detroit for a three and one-half-day 
conference that will include lectures, tours in and around Detroit, and up to two 
receptions. Estimated attendance is 200 participants. Detailed objectives, tasks, 
activities and deadlines related to this request are outlined in Section II below.  
 

 
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. Coordinate with the Authority and Conference Planning Committee partners to 

plan and develop the 2016 Preservation in America’s Legacy Cities Conference 
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to be held September 11-14, 2016 in Detroit, MI (except in extenuating 
circumstances). 

2. Provide advanced conference planning and management services to the 
Authority to successfully deliver the 2016 Preservation in America’s Legacy 
Cities Conference.  

 
B. Activities/Responsibilities Necessary to Complete Scope of Work. To achieve 

the objectives, the selected contractor shall perform the following activities: 
 

1. Administrative 
 

a. Financial Management:  The Contractor will manage the conference budget 
including tracking conference expenses and registration revenues. The 
Contractor will review, approve, and track all invoices and submit them to the 
Authority for payment. The Contractor will provide monthly financial reports to 
the Authority of all obligated expenditures and revenue once registration 
begins. The Contractor will provide a post-conference final financial report.  

 
b. Contract Management:  The Contractor will serve as the main point of 

contact and will manage all contracts related to the event including but not 
limited to venue, catering, parking, speaker, tours and transportation 
contracts.  In consultation with Authority staff, the Contractor will insure that 
all subcontractors meet timelines and conditions of contracts. The Contractor 
may be required to initiate and manage its own subcontracts for additional 
services on an as needed basis. 

 
c. Manage Subcontractors:  Work with the executive planning committee to 

ensure that subcontractors are meeting timelines and following through with 
all aspects outlined in their contracts. Pay all sub-contractors service fees 
and approve and pay their expenses. 
 

d. Hotel and Host Venue Contracts/Session Meeting Rooms:  The 
Contractor will provide oversight of the session meeting rooms during the 
conference. This will include, but is not limited to, insuring that all meeting 
rooms have the required working audiovisual equipment, monitoring lighting 
and temperature, distributing handouts and evaluations, and assisting the 
speakers as needed.  In consultation with the Authority, the Contractor will 
recruit, train and manage volunteers or staff to serve as meeting room 
assistants. Secure and manage contracts with the meeting Facility and all 
Hotels – assist participants with issues as they arise. 

 
e. Signage:  The Contractor will identify, create, and print signage and assist in 

sign placement as needed in advance of the event and removal of signage at 
the end of the event. 

 
f. Audio Visual Needs:  The Contractor will work with the Speakers to 

determine Audio Visual (AV) needs and will ensure that all requirements are 
fulfilled.  The venue may have AV equipment available but if not, the 
Contractor will be responsible for ensuring appropriate equipment is obtained.  
The Contractor will be responsible for ensuring all AV equipment is 
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operational during the sessions. The Contractor will consult with the Authority 
regarding the videotaping of sessions and interviews. The Contractor will be 
responsible for identifying and subcontracting with a videographer, if needed. 

 
g. Conference Events - Meals/Breaks, Coordination, and Selection:  The 

Contractor will contract with caterers for the conference events.  Meals will 
include at a minimum continental breakfast, lunch, breaks, and one reception, 
location TBD. The Contractor may be required to identify and contract with 
caterers for any off-site tours (most likely for box lunches and including 
water). The Contractor will serve as the main point of contact for all caterers, 
will manage catering contracts, be responsible for all catering activities prior 
to and during the conference, and will oversee payments to caterers and any 
related subcontractors.  The Contractor will be responsible for obtaining table 
and linen rentals and other rental items as needed related to catering the 
event.  

 
h. Conference Partners for Events and Workshop: The Contractor will be 

responsible for coordination with Crain’s Detroit and the Detroit Homecoming 
event on collaboration and partnership opportunities including but not limited 
to receptions and tours. The Contractor will serve as the main point of contact 
for the Preservation Right Sizing Network and coordinate/assist as necessary 
in the facilitation of their half-day workshop.   

 
i. Speaker Liaison:  The Authority anticipates that approximately 100 speakers 

will participate in the conference.  The Authority will identify all speakers.  The 
Contractor will contract with identified speakers and serve as the primary 
liaison to the conference speakers regarding logistics. Duties will include but 
are not limited to: 

i. Assisting speakers with registration, reimbursements, travel and 
ground transportation, and other services as needed. 

ii. Working with speakers to determine audiovisual or other needs. 
iii. Collecting digital files (i.e., PowerPoint) of speaker presentations 

prior to the conference and ensuring the presentations are 
properly set up and running before the speaker’s session begins. 

 
j. Tour Liaison: The Authority anticipates that approximately 3 to 6 tours will 

be conducted as part of the conference. Tours will include sites within the city 
of Detroit, as well as other Southeast Michigan sites.  The Authority will 
identify tours and tour guides, who will be experts or locals knowledgeable 
about the resources. The Contractor will be responsible for: 

i. Contracting with a bus company.   
ii. Assisting tour guides with their registration, reimbursements, 

travel and other services as needed. 
iii. Working with tour guides to develop tour logistics.  This will 

include planning and timing tour routes; creating maps and 
directions for bus drivers; identifying bus pick up locations and 
temporary parking sites; ensuring tour facilities are unlocked and 
open; keeping tours on time; providing handouts as requested by 
tour guides; identification and payment of admission or other fees 
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associated with the tour; ensuring box lunches and water are on 
buses and distributed; and other services as needed. 

iv. Working with tour guides to determine amplification, audiovisual 
and other needs. 

v. In consultation with the Authority, the Contractor will recruit, train 
and manage volunteers or staff to serve as tour assistants. 

 
k. Vendor Contract Administration:  Approve and pay vendor contracts for 

parking, entertainment, exhibit set-up, cyber café, computer and copying 
equipment, audio visual, soft seating, and transportation. 
 

l. Volunteers/Staff:  In consultation with the Authority, the Contractor will 
recruit and train volunteers or staff to work conference events including 
registration, tours, and as room assistants during sessions. 

 
m. Track Media Coverage.  The Contractor will monitor media for any articles, 

stories, etc., related to the event and will create a database that includes at a 
minimum the type of medium (e.g., newspaper), name (e.g., Detroit Free 
Press), title, and date.  At the end of the conference the Contractor will 
provide the Authority with a report. 
 

n. Conference Evaluation:  Design collection forms, copy and distribute, 
collect and merge data and report out on overall conference evaluation, and 
individual session evaluations. Send overall post-conference to be received 
within 48 hours of the conclusion of the conference.  Merge data and 
organize overall report for submission to planning committee. 

 
o. Database Management:  The Authority will provide a pre-established 

Speakers mailing list to the Contractor.  The Contractor will develop a mailing 
list for conference participants from RegOnline.  The Contractor will be 
responsible for updating and maintaining all mailing lists related to the 
conference. The Contractor will add new requests, fix all “return to sender” 
(bad addresses) and keep the database up to date for mailings. 

 
p. Participant Information:  Gather logistical information to be included in 

registration and on-site packets including information on deadlines; 
registration processes; hotel reservations; maps & driving directions; floor 
plans, and other facility information. 

 
q. Timeline:  Provide a printing schedule and assist in developing a timeline for 

pre-planning in all areas leading to the conference. Oversee and work to 
adjust deadline dates as the work toward the conference progresses. 
 

r. Scholarships:  Coordinate system for obtaining and administering 
registration & expense scholarships to approximately 30 organizations.  Act 
as central liaison for all recipients, coordinating 2 mailings, fielding phone 
calls, and tracking this year's recipients and total expense. 
 

s. Monthly Planning Meetings:  Attend monthly (8) conference committee 
planning meetings, and sub-group committee meetings necessary to the 
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content and logistical operation of the conference. 
 
t. Post-Conference Activities:  The Contractor will perform the activities 

necessary to ensure the successful completion of the conference.  Such 
activities will include but are not limited to: 

i. Sending invoices for any unpaid registration fees. 
ii. Producing final reports such as financial reports, registration 

totals, conference evaluation summary reports, a final participants 
contact list, media coverage reports, etc. 

iii. Processing all final invoices for payment. 
 

2. Registration:  The Contractor will be the main point of contact for all registration 
activities.  Registration will be conducted using RegOnline, the Authority’s web-
based registration system. The Authority will provide the Contractor with 
administrative access to RegOnline via a password and with training on how to 
use the system.  A small number of potential registrants will not have computer 
access capability and the Contractor will need to set up a tracking system for 
mail-in registrations. 
 
a. Pre-Registration via RegOnline:  The Authority will set up the initial 

RegOnline site.  The Contractor will: 
i. Update and manage the RegOnline site, as needed. 
ii. Answer participant questions related to registration and assist 

participants with registration. 
iii. Send registrants updated conference related information, as 

needed. 
iv. Generate periodic reports regarding registration numbers. 
v. Print nametags using RegOnline data. 
vi. Maintain a database of participant information and create a 

conference attendees list. 
 
b. Pre-Registration via Mail or Fax:  The Contractor will: 

i. Create a tracking system for all mail-in registrations. 
ii. Answer participant questions related to registration and assist 

participants with registration, as needed. 
iii. Send registrants updated information, as needed. 
iv. Receive mail-in registrations and payments, log in registrations 

into a tracking system created by the Contractor, initiate receipts 
and submit payments to the Authority for processing. 

v. Input mail-in registrations into RegOnline to ensure inclusion in 
reports. 

 
c. On-Site Registration: 

i. The Contractor will work with the Authority to design tote bags, 
name tag stock and holders, lanyards, and other registration 
giveaway items. The Contractor will order these items.  

ii. The Authority will provide a printed registration booklet to the 
Contractor. 
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iii. The Contractor, in consultation with the Authority, will collect 
pertinent local information, i.e., a city map, restaurant list, etc., for 
inclusion in the registration packets. 

iv. The Contractor will be responsible for putting together the 
registration packets, printing labels and nametags, organizing the 
packets in bins, creating registration check off lists, and other 
duties related to attendee registration.  

v. The Contractor will be responsible for setting up the registration 
area at the conference venue including registration tables, signs, 
chairs, packet bins, etc. 

vi. The Contractor will provide sufficient staff/volunteers to ensure a 
smooth registration process.  The Authority anticipates a minimum 
of six workers will be required for registration. 

vii. There may be a need to register some participants on site.  The 
Contractor will provide a staff person to handle on-site registration 
and accept payments.  The Contractor will provide the appropriate 
equipment (laptop, etc.) needed to perform on-site registration. 

 
d. Post Conference: 

i. Send invoices for outstanding registration fees and payments. 
ii. Send invoice to MSHDA listing staff participants in the conference. 
iii. Follow-up on outstanding invoices. 
iv. Produce final reports (financial, registration totals, conference 

participants, etc.). 
v. Process approved payments for conference expenses from any 

available funds (speaker expenses, hotel charges, etc.). 
 

3. On-Site Management 
 

a. Pre-Conference Meeting:  Meet with managers of facility staff to go over 
all events step-by-step, making sure all communication has been clear, 
adding changes to schedule and orders, and securing last minute details 
(i.e. final meals guarantees). 
 

b. Oversee Facility Staff and Vendors:  Insure that products and services 
ordered and planned for are delivered in-full and on schedule.  Make 
changes to orders.  Troubleshoot unanticipated situations. Assist 
participants with any troubles or concerns with facility providing products 
and services. 
 

c. Post Conference Wrap-Up:  Meet with facility staff to go over list of 
problems which may have arisen during the conference.  Negotiate any 
cost discounts because of problems.  Sign all banquet invoices for products 
and services ordered and delivered.  

 
4. Billing Reconciliation:  Compare all charges on the facility bill with actual 

products and services ordered and delivered.  Obtain corrections to and 
deletions from invoice from the facility.  Secure any agreed upon discounts as a 
result of problems incurred on-site. 
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5. Exhibits and Sponsorships 
 

a. Prepare exhibitor registration form for brochure. 
b. Prepare and distribute Exhibitor packet. 
c. Deposit all funds for Preservation in America’s Legacy Cities Conference 

received from all exhibitors and sponsors. 
d. Provide Sponsors and exhibitors with receipts. 
e. Mail confirmations to exhibitors. 
f. Order name tags and meal tickets for exhibitors. 
g. Provide contact information for exhibitors to order special equipment through 

the conference venue’s audio visual service. 
h. Determine floor plan and booth assignments. 
i. Receive and return telephone and email inquiries for exhibitors. 
j. One staff member to remain on-site for registration and assistance with 

exhibitors. 
k. Produce a final report for exhibitor/sponsors. 
l. Create and mail exhibitor packet that includes set up information, services 

forms and badge request information. 
m. Create and distribute exhibitor evaluation. 

 
6. Conference Sponsorships  

 
a. Develop sponsorship packets. Includes design/layout, copywriting & 

sponsorship level breakdown. 
b. Handle mailings (snail mail and emails) to entire sponsor list. 
c. Coordinate post conference sponsor evaluation. 
d. Work with planning committee on development of sponsor list and assist in 

making follow-up phone-calls regarding sponsorship commitments, allowing 
key committee members to make initial ask. 

e. Support sponsorship committee efforts. 
 

7. Create Sponsor PowerPoint Presentation For General Sessions. Includes all 
project management, design, photo enhancement and production layout. 
 

8. Graphic Design Services 
 

a. Pre-Registration Brochure:  Design and Layout - full color brochure, pre-
registration brochure, on-site brochure, letterhead, folder, etc., includes print 
and mailing coordination. 
 

b. On-Site Brochure:  Design, layout and print coordination full color brochure 
with modified cover, an adaptation of pre-registration brochure. 
 

c. Advertisement Design:  Quote and approval will be obtained before work 
begins. 
 

d. Letterhead/Envelopes Design:  Design, print coordination. 
 

e. Folder Design:  Design and layout of two-pocket full-color folder, print 
coordination. 



 

Page 14 of 41 
Rev 7/2015 

All other versions are obsolete 

 
f. Awards Booklet:  Design, layout of brochure (includes any sponsor ads), 

print coordination. 
 

g. Conference Signage:  Includes design, management of approval process, 
print coordination and delivery. 
 

h. Website Management:  Design of landing page for website, and may include 
development and linking of PDF of pre-registration brochure, development 
and link to on-line registration form, and periodic revisions.  Hosting fees, if 
any, are not included.  

 
i. Create and maintain online session proposal form 
ii. Create and maintain online session manager site for input of 

sessions 
iii. Creation of speaker proposal form 
iv. Registration form PDF 
v. Registration brochure PDF 
vi. Maintain committee list online 
vii. Maintain sponsor list online 
viii. Exhibitor/ Sponsor packet online 
ix. Past Conference Section online 
x. Awards information online 
xi. Speaker contact information online 
xii. Session handouts online 
xiii. Keynote speaker session online 

 
i. Name Badge Design:  Design, layout and print coordination. 

 
j. Save the Date Flier:  Design, layout (two-sided flier) and print coordination. 

 
NOTE:  All printing will be billed directly to the conference with no additional commission 
applied. 
 

9. Media and Public Relations 
 

a. Develop/Lead 2016 Conference News Media Coverage.  Support MSHDA 
communications staff in pre/post-conference media relations.  Assist with 
overall media relations, development of PR materials (press release, press 
kit, daily news, etc.)  Handle media/interview logistics. 
 

b. Participation in planning meetings:  Eight monthly planning meetings 
February – September 2016. 

 
C. Products or Milestones to be Met.  The Contractor will achieve the following 

milestones and deliverables: 
 

1. Milestones 
 

a. Manage administrative tasks as described in section B above;  
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b. Participate in monthly planning meetings;  
c. Prepare planning timeline and target dates for all activities listed in section B 

above in April 2016;  
d. Prepare budget for conference in April 2016; adjust as required and report on 

changes to appropriate Authority staff; 
e. Complete all activities and objectives in accordance with the agreed upon 

timeframe; secure all locations, orders and subcontractors to support 
activities and objectives as required to maintain budget and timeline;  

f. Identify CEU contacts;  
g. Assist in collecting all contact information for approximately 100 panelists and 

moderators for all sessions; identify conference presenters and keynote 
speakers no later than May 31, 2016; make all travel arrangements for 
speakers.  

 
2. Products/Deliverables:  The Contractor will provide the following deliverables:  

 
a. Monthly reports in Word and Excel, or software agreed upon by the Authority 

that include, at a minimum, financial information (expenditures and 
revenues), progress to-date, and timeline revisions. Monthly reports may be 
emailed. 

b. A final financial summary report in Word, Excel, or software agreed upon by 
the Authority, of all expenditures and revenues. The Contractor will provide a 
printed copy and an electronic version on a DVD or a USB Flash drive. 

c. At least one week in advance of the conference start date, the Contractor will 
provide the Authority with tour itineraries and written directions in an editable 
Word file or software agreed upon by the Authority as well as printed maps of 
the tour routes for use by bus drivers and tour assistants. 

d. Summary report of session and tour evaluation forms in an editable Word file, 
Excel or software agreed upon by the Authority.  The Contractor will provide a 
printed copy and an electronic version on a DVD or a USB Flash drive. 

e. Summary report of the overall conference evaluation forms in an editable 
Word file, Excel or software agreed upon by the Authority. The Contractor will 
provide a printed copy and an electronic version on a DVD or a USB Flash 
drive. 

f. Conference attendees list with name and contact information in an Excel file 
or a software agreed upon by the Authority. The Contractor will provide a 
printed copy and an electronic version on a DVD or USB Flash drive. 

g. Thank you letters and mailing labels in Word or a software agreed upon by 
the Authority. The Contractor will supply a hard copy of the letters on 
letterhead supplied by the Authority and printed mailing labels and an 
electronic version of the letters labels on a DVD or a USB Flash drive. 

h. A schedule for delivery of services tin Word, Excel or a software agreed upon 
by the SHPO citing the proposed deadlines for completing the tasks within 
the Scope. All work must be completed within 12 months from contract 
signing.   
 

3. Deadlines for Completing Objectives 
 

a. Conference Planning Committee Meetings are held monthly beginning in 
February of 2016 and continue until the conference date in September 2016. 
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b. The Preservation in America’s Legacy Cities Conference will be held September 
11-14, 2016 in Detroit, MI (except in extenuating circumstances). 

 
III. Standards for Performance 
 

The selected contractor shall perform the tasks/activities and complete the objectives in 
accordance with the following standards:  

 
1. Responsibilities and relationships to the Authority and its partners: 

 
a. Work with the Authority as identified in Section II to meet Objectives, Tasks & 

Activities, Deliverables and Deadlines; 
b. Follow and complete the Scope of Work within the aforementioned 

timeframes; 
c. Notify the Authority as soon as possible of any issues that could be potential 

barriers to completing the objectives; and 
d. Respond within 48 hours to requests for information/updates from the 

Authority. 
 

2. Plan and deliver conference based upon partner, sponsor and participant insights 
in order to: 

 
a. Build conference attendance and participation; 
b. Build and maintain sponsorships and exhibitors; and 
c. Provide an innovative platform for learning, technical assistance and 

networking opportunities that evolve with the industry.   
 

3. Submit quarterly status updates on conference budget and progress to the 
Authority for review.   
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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 
February 26, 2016 at 4 p.m.   
 

B. Submission Format. Submit one .pdf of a signed proposal, to provide the services 
described in the Exhibit A - Scope of Work.  

 
C. Delivery of Proposal. Only electronic submissions will be accepted. E-mail all 

proposals to: 
 

Dace Koenigsknecht 
Email: koenigsknechtd1@michigan.gov 

 
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 in March 2016 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 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 September 15 during the project period. 
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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 
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 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.  

 
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. Submit a Certificate Verifying Key Persons. This form is found in Exhibit C 

attached and incorporated into this RFP.  
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e. 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. 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. 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. 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, including 
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. 
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c. Additional Information and Comments. Include any other information that is 
believed to be pertinent but not specifically asked for elsewhere. 

 
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 Subcontractors. 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. The standards that the services will satisfy. (If standards of a 
professional association will be followed, identify the standards and 
the association.)  
 

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

iii. 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:  
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i. Has your organization established and used a policy to address the 
security of paper and electronic data? 

 
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 this 

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 bid, 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 twelve months 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 
times (allow 4 weeks for Authority review) and completion dates for deliverables; 
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(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: 
   

Completed 
Service/Project 
Components 

Estimated Completion Dates 

RFP Released February 1, 2016 
Proposals Due February 26, 2016 
Contractor Notified March 2016 
Contract Signed March 2016 
Meet with Authority 
Planning Team 

Week of March 14, 2016 

Provide Authority 
with Logistical Info for 
Registration 
Brochure 

March 28, 2016 

RegOnline Training 
and Setup and 
Tracking System 
Developed 

April 2016 

Monthly Report April 11, 2016 
Registration Opens May 2, 2016 
Monthly Report May 9, 2016 
Monthly Report June 13, 2016 
Speaker Travel 
Arrangements 
Finalized 

July 1, 2016 

Tour Logistics 
Finalized and 
Itineraries Submitted 
to the Authority 

July 15, 2016 

Monthly Report July 11, 2016 
Registration Closes August 12, 2016 
Hold Logistics 
Meeting in Detroit; 
Volunteer Training 

Week of August 22-26, 2016 

PowerPoint 
Presentations 
Received from 
Speakers 

August 26, 2016 

Create Registration 
Packets and 
Attendees List 

Week of August 29 – September 2, 2016 

Final Counts to 
Caterers 

August 29, 2016 

Set Up Registration 
Tables 

September 9-10, 2016 
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Conference On-Site 
Registration 

September 11-14, 2016 

Final Invoices 
Submitted to the 
Authority 

September 19, 2016 

Final Financial 
Report 

September 30, 2016 

Thank You letters 
Completed 

Week of October 3, 2016 

Summary Reports on 
Conference from 
Session Evaluation 
Forms 

October 28, 2016 

  
 

 
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 or subcontractors to render 
services, include the interests that independent contractors or subcontractors 
and their officers, board members, and employees respectively have in 
Authority programs.  
 

b. Potential Conflicts of Interests.  Indicate in the proposal whether the Bidder 
is currently under contract and/or has been awarded a grant from the Authority. 
Please confirm whether any potential conflict of interest will exist if the Authority 
enters into a contract with the Bidder.  
 
 
Potential conflicts of interest may arise from the Bidder’s officers, employees, 
members, board members, independent contractors or subcontractors the 
Bidder will use to render services if the firm enters into a contract with the 
Authority. 
 
If the Bidder is currently under contract or is receiving a grant from the 
Authority, indicate if the Bidder or a key person (see Exhibit C of RFP) holds a 
position with another entity that may be under contract or receiving a grant from 
the Authority. Include an organizational chart from each entity under contract 
or awarded a grant from the Authority in which the Bidder or key person holds 
a position. Include each employee’s position and title within the entity. In 
addition, indicate whether the Bidder or the Key Person is responsible for 
making financial decisions in his/her capacity and what measures have been 
implemented to ensure that funds are not comingled. 
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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 Technical Assistance Training and Capacity Building in 
Neighborhood Revitalization. 
 
By:  _________________________________________  
 
Position: _________________________________________  
 
Date:  _________________________________________ 

 
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, subcontractors or independent contractors.  

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

listed below: 
 

1.  Experience      (30 Points) 
 
2. Communication skills, including clarity of proposal  
        (25 Points) 
3. Adequacy of proposed methodology, staffing, 
 and time frames for performing services  (30 Points) 

 
4.  Reasonableness and feasibility of fee   (15 Points) 

  
Total Possible Points:    100 Points 

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

selected bidder in March 2016 via e-mail; however, the selection will be contingent on 
approval by the Michigan Civil Service Commission and the Authority’s Board. 
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D. 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. 

  



 

Page 26 of 41 
Rev 7/2015 

All other versions are obsolete 

 
 
 
 

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 XI 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)  
Exhibit – Certificate Verifying Key Persons of the Contractor  
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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) 
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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”), Procurement Office at MSHDA-Procurement@michigan.gov. 
 

_________ (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 
shall then inform the Authority of the Subcontractor’s status in its response and 
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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. 
 
a. An offense or violation under this paragraph may include, but 

is not limited to, an offense under or violation of:   
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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 
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when submitted or has since become erroneous because of changed 
circumstances. 

 
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) 
 

 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. 
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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 
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