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Memphis Housing Authority 

Executive Summary Notice 
 

 REQUEST FOR PROPOSAL (RFP) 

 

Solicitation No:  HC 24-R-00691   
 

 

1. The Memphis Housing Authority (MHA) is acquiring through the Contracts & 

Purchasing Department, the services of a qualified firm to manage and operate its 

Housing Choice Voucher Programs. 

 

2. The MHA will award a firm-fixed price contract.  Offers in response to this 

solicitation will be evaluated using MHA’s technical proposal evaluation process.  

Offers must be submitted in accordance with the instructions provided in the RFP.  

Failure to furnish a complete offer at the time and date due shall result in elimination 

from award consideration. 

 

3. Formal communication such as requests for clarification and/or information 

concerning this solicitation shall be submitted in writing to the Manager of Contracts 

and Purchasing.  All requests should be received in the Contracting Office no later 

thanMarch 20, 2024 by 3:00 pm. David Walker, dwalker@memphisha.org.  
 

4. The MHA reserves the right to reject any or all offers.  No offer shall be withdrawn 

for a period of one hundred twenty (120) days subsequent to the opening of proposals 

without the consent of the MHA. 
 

5. Please be advised that award without discussion may be completed if the quality of 

the initial proposals received is such that no purpose would be served by conducting 

negotiations. 
 

6. Memphis Housing Authority has a goal of 30% women/minority business 

participation.  The MHA solicits and encourages the participation of minorities and 

small business in all procurements. 
 

Thank you for your interest in this project.  We look forward to receiving your proposal. 

 

            

David Walker 

Contracting Officer 

 

 



4 

 

SECTION A 
 

REQUEST FOR PROPOSAL 

MANAGEMENT AND OPERATION OF 

MEMPHIS HOUSING AUTHORITY’S HCV PROGRAMS 

 

 

TO:   Prospective Offerors 

 

SUBJECT:  Request for Proposals (RFP) to manage and operate Memphis  

    Housing Authority’s HCV Programs 

 

RFP ISSUE DATE: March 6, 2024 

 

DUE DATE: April 11, 2024, no later than 3:00 p.m. Central time 

 

Sealed proposals must be received at the following address: 

 

Contracting Office 

Memphis Housing Authority 

700 Adams Avenue, Room   

Memphis, TN 38105-5029 

 

Until 3:00 P.M., April 11, 2024  

 

Proposals will be held in confidence and not released in any manner until after contract 

award. 

 

By submission of a proposal, the Offeror agrees, if its proposal is accepted, to enter into a 

contract with the Memphis Housing Authority (MHA) in a form approved by both parties 

and to complete all work as specified or indicated in the contract documents for the contract 

price and within the contract time indicated in the attached RFP.  The Offeror further accepts 

all of the terms and conditions of the RFP. 

 

A pre-proposal conference will not be held.  All questions pertaining to this request must be 

submitted in writing before the question deadline, March 20, 2024 by 3:00 pm. Submit 

questions to David Walker, Manager of Contracting, at dwalker@memphisha.org or fax 

901-544-1299. A response to all questions will be posted on the MHA website, 

memphisha.org, after the question deadline. Please check the website for updates prior to 

submitting a proposal.  

 

Proposals shall be prepared in accordance with the attached instructions and shall be 

evaluated by the MHA as stated in the evaluation factors for award of the RFP. 

 

Please note, all Offerors shall submit one (1) original and five (5) copies of their proposals.  

Also, the fee proposal shall be labeled and placed in a single, separate envelope to 

mailto:dwalker@mhanewday.com
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accompany the original proposal. The Contracting Department will evaluate and score the 

fee.  

 

An electronic copy of the solicitation may be submitted in lieu of hard copies and will be 

excepted by email as received as dated. Email your response to dwalker@memphisha.org via 

Dropbox, MS Office 365 Outlook or a downloadable secured linked file share.  

 

Questions regarding the attached RFP shall be submitted in writing and received no later than 

3:00 P.M., March 20, 2024 in the Contracting Office via U.S. mail, faxed or emailed to (901) 

544-1299, dwalker@memphisha.org.  

 

Anticipated Timeline of Events: 

 

Event Date Time 

(Central) 
Request for Proposals (RFP) issued March 6, 2024 Public Notice 

Deadline for submitting written questions March 20, 2024 3:00 pm 

Response to all questions (posted to website), 

addendum issued, etc. (memphisha.org) 

March 25, 2024  

Proposal due date (late proposals will not be evaluated) April 11, 2024 3:00 pm 

Evaluation period (committee meetings, clarifications, 

discussions & negotiations) 

April 12 – April 30, 2024  

Recommendation for award (selected contractor only) May 7, 2024  

MHA Board selection review and approval May 23, 2024  

Award Notice mailed to competing firms May 24, 2024  

Contract Signing  June 3, 2024  

Transition period TBD  

Start Date 07/01/2024  

*The Contracting Department will make every effort to adhere to the above timeline; 

however, due to unanticipated changes to the scope or any requirements are subject to 

extensions and will be communicated via the Memphis Housing Authority’s website 

www.memphisha.org. Please check the website prior to submitting your proposal for 

amendments or updates that reference to this RFP.  

 

mailto:dwalker@memphisha.org
mailto:dwalker@mhanewday.com
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SECTION B 

 

GENERAL INFORMATION 

 

SOLICITATION NUMBER: HC 24-R-00691 

 

 

Issue Date:  March 6, 2024 

 

Issuer:   Memphis Housing Authority 

 

Purpose:   The Memphis Housing Authority is seeking proposals from  

  qualified firms to manage and operate its Housing Choice   

              Voucher Programs. 

 

Proposal Deadline: Proposals are due by 3:00 p.m. on April 11, 2024. 

 

Award Date:  It is expected that a qualified firm may be selected within thirty  

    (30) days of receipt of the proposals.  However, selection may be  

    made before or after this date. 

 

Basis for Award:  In evaluating the responses, the Memphis Housing Authority will  

    pay close attention to the firm’s: 

 

1) Successful experience, present or past, in providing similar 

services to similar size Public Housing or similar entities. 

2) Ability to perform the work as evidenced by the quality of 

firm references and the technical and professional 

credentials and experience of the project team members. 

3) Approach and Methodology to delivering the scope of 

services required. 

4) Evidence of other PHA High Performer SEMAP scores. 

5) Fee Proposal. 
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SECTION C 

 

STATEMENT OF WORK 

 
I. Introduction 

 

The Memphis Housing Authority (MHA) was authorized by the U. S. Department of Housing 

and Urban Development (HUD) in 1977 to operate a Housing Choice Voucher Program. 

Approximately 8,999 certificates/vouchers are currently administered through the following 

programs. Current voucher utilization is 99.4%: 

 

   Housing Choice Voucher Program  7,666 units  

   Veterans Assistance Supportive Housing 492 units 

   Mainstream for Persons with Disabilities 258 units 

   RAD       296units 

   Foster Youth Independence     25 units 

   EHV      190 units 

    

   FUP        72 units 

 

II. Terms and Scope of Services 

 

1. Terms of Contract 

 

One firm will be awarded a contract. The contract shall be in effect from the start date 

for one (1) year. MHA may elect to extend the terms of this contract up to four 

additional (1) year periods by giving written notice to the contractor 90 days before 

the expiration date of the contract. 

 

2. Services 

 

The Contractor shall administer the above Housing Choice Voucher Programs of 

MHA in accordance with (1) the specific requirements of this contract, and (2) 

current and future requirements of Federal statute, program regulations, directives, 

and guidance applicable to the HCV programs. The latter requirements are not stated 

in their entirety in this work statement. Rather, the work statement identifies core 

functions the Contractor shall administer in accordance with its approved work plan 

and the identified special programs. The Contractor’s accomplishment of these 

objectives shall be measured by the stated performance standards. The contractor 

shall cure program deficiencies and take all necessary and appropriate actions to meet 

specific and ongoing requirements and achieve stated performance standards. 

 

        3.       Transition Plan 

                    

                  The Contractor must provide MHA with a detailed transition plan to assume  

                  all operations of the department. Transition plan should include timeframes  

DWalker
Highlight

DWalker
Highlight
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                  for hiring necessary staff, employee orientation, and an expected date for 

                  assuming complete control of the operations. 

 

III. Preparatory Activities 

 

1. Post-Award Conference 

 

Within ten (10) working days of the effective date of the contract, the Contractor shall 

attend an orientation and planning session in Memphis at the time and place 

designated by the Contracting Department. 

 

2. Work Plan 

 

Within ten (10) days of the post-award conference, the Contractor shall submit the 

project management system work plan specified under Contract Administration. 

 

3. Hiring and training of staff needed to operate the program. 

 

The current Contractor, Quadel of Tennessee, has approximately 45 budgeted 

positions or staff employed within the department.  These employees, if allowed by 

the current contractor, may interview for opportunities if a new contractor is selected. 

If not, the new contractor is expected to hire staff and provide all necessary training. 

There is no union for existing staff. 

 

4. Gathering information from current files and MHA staff needed for the ongoing 

operation of the program. 

 

Information will be provided and reviewed with the selected contractor after a 

contract is signed. The contractor will review current tenant and vendor files and 

interview appropriate MHA employees to establish new procedures regarding record-

keeping and operate a smooth transition while maintaining program operations for 

currently assisted families.  

 

5. Writing a new Administrative Plan for the Housing Choice Voucher Programs. 

 

MHA has a current Administrative Plan. The Contractor shall revise and update the 

current Administrative Plan as needed, considering changes in Federal policy 

regulations and the performance standards and measures established under this 

contract. 

 

6. Setting up a program to achieve a broader range of housing opportunities for 

families assisted by the tenant-based HCV programs, including housing in 

neighborhoods with low concentrations of poverty. 

 

This includes outreach to owners of rental housing to inform them about the 

advantages of participating in the program, in particular, and of improvements to 
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program operations being implemented under the contract. The selected contractor 

will conduct landlord orientations, letters, housing notices, radio, newspaper 

publications, housing fairs and website updates.  

 

It also includes counseling families on housing opportunities in a broad range of 

neighborhoods and providing families with assistance in searching for housing and 

persuading owners to participate in the program. 

 

7. Management Information System— Yardi Voyager 

 

 MHA currently uses Yardi Voyager software for management of the HCV program. 

Contractor must have working knowledge of all HCV modules installed by MHA.  

 

 Current system for rent reasonableness is accessed from Socialserve.com. The 

contactor is not required to use it; however, the contractor is responsible for the cost 

associated with the use of Socialserve.com or any other alternative.  

 

IV. Functional Areas 

 

The operation of the HCV programs requires the performance of certain core functions in 

conformance with programs regulations, guidance and directives contained in program 

Handbooks, Notices, and other policy documents. The following is a list of functional areas with 

a non-exhaustive listing of work to be performed in each area. Performance standards for these 

functional areas are given below under Section VI. B & C. 

 

A. Occupancy Functions 

Solicitation of applications, maintenance of the waiting list, and selection of families 

for participation. Initial and periodic verification of income and family composition, 

and calculation of tenant rent and HAP payments. 

 

 

B.    HQS Inspections 

Provide inspection of housing units as-needed to ensure safe, quality homes for 

tenants and potential tenants on the HCVP. Responsible for scheduling and 

completion of all inspections.  

 

 

C. Unit Functions 

Evaluation of requested rents in comparison with unassisted rents in the market area. 

Periodic review and revision of allowances for tenant-paid utilities. 

 

D. Owner Outreach and Housing Opportunity Counseling 

Activities performed by the Contractor to expand the participant’s range of locational 

choices and reduce the concentration of assisted families in areas with high 

concentrations of low-income households. 
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E. Family Self-Sufficiency (FSS) Target program size 150 

The contractor will be responsible for operating the FSS program. Approximately 45 

current HCV tenants are enrolled. MHA will seek grants to fund the program cost as 

available by HUD. If not, the contractor is expected to budget the FSS program, 

management/administration and reporting cost into the HCV Department. The 

contractor will be expected to encourage participation by all HCV residents and 

should be able to provide documentation to the Authority to support such 

encouragement. MHA has an existing FSS plan, but no active committee at this time.  

 

F.         Financial Management 

Contractor is responsible for the following: financial analysis, check runs for landlord 

and vendor payments, monitoring and reporting of HCV programs; accurate and 

timely rental and utility payments; preparation and distribution of HCV 1099 

statements; preparation of annual Financial Data Submission (FDS); assistance with 

preparation of voucher programs year end audit; and as it relates to HCV, general 

ledger maintenance; preparation of annual budgets, funding requisitions and other 

HUD submissions, including VMS reporting. 

 

G. Customer Service 

The contractor is responsible for establishing and implementing an effective customer 

service strategy. The customer service plan will ensure that HCV resident participants 

and landlords are able to connect either in person or via phone or email with HCV 

staff within 24 hours of making an initial attempt.  The customer service plan will 

include procedures for effectively servicing walk-in clients.  The customer service 

plan will include a system to measure customer satisfaction and a procedure, 

including a timeline, to address areas of low customer satisfaction. 

 

V. Special Programs 

 

In addition to the above core functions, the contractor shall administer the following special 

programs: 

 

A. Tenant Based Rental Assistance Program 

 

The purpose of this program is to use existing infrastructure for the Housing Choice 

Voucher program to administer TBRA programs – reduce duplication of efforts. 

Combine supportive services with housing assistance to address needs of special 

needs populations. 

 

B. Mainstream for Persons with Disabilities 

 

The purpose of this program is to increase the supply of housing opportunities 

available to very low-income persons with disabilities by providing them with rental 

vouchers or certificates to access the private rental market. Key Goal – Access to 

mainstream rental housing. 
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C. SHAPE 

 

The purpose of this program is to allow eligible families to transform rental assistance 

into mortgage assistance. It also provides an incentive for families to work and 

increase earnings. The Memphis Housing Authority also offers a homeownership 

program known as SHAPE. Contractor must demonstrate knowledge and ability to 

successfully continue to administer and grow the homeownership program. Currently 

30 participates are on the program. New goals will be set soon.  

 

D. Applications for Additional Funds 

 

During the contract period, it is likely that HUD will publish Notices of Funding 

Availability (NOFA’s) for new increments of Certificate, Voucher, Moderate 

Rehabilitation SRO, Disaster, or other HCV program funds. The Contractor shall 

prepare recommendations for applications on behalf of MHA to HUD for such 

additional funding or similar program funds. 

 

E. Project Based Vouchers (PBV) 

 

The MHA has approx. 700 Project Based Vouchers under HAP contracts and 

approximately 600 more under AHAP contracts.  The authority will make available 

PBV in other designated areas throughout the City of Memphis and Shelby County.  

 

F. VASH Program 

 

The HUD-Veterans Affairs Supportive Housing (HUD-VASH) program combines 

Housing Choice Voucher (HCV) rental assistance for homeless Veterans with case 

management and clinical services provided by the Department of Veterans Affairs 

(VA).  VA provides these services for participating Veterans at VA medical centers 

(VAMCs) and community-based outreach clinics. 

 

G. Family Unification Program (FUP) 

 

The purpose of the Family Unification Program is to promote family unification by 

providing Housing Choice Vouchers (HCVs) to families for whom the lack of 

adequate housing is the primary factor in separation, or the threat of imminent 

separation, of children from their families and to youths 18 to 21 years old who left 

foster care at age 16 or older and lack adequate housing. 

 

 

VI. Performance Standards 

 

A. Ongoing Program Operation 

       The Contractor shall ensure that: 

  



12 

 

1. At least 98% of all budgeted Vouchers and Moderate Rehabilitation units under 

ACC are leased (unless otherwise approved by HUD). ABA or 98% of units is 

acceptable as goals.  

 

2. 98% of re-examinations are completed not more than 12 months after last re-

examination. Reexamination shall include determination of eligibility for 

continuing assistance, recalculation of tenant payments, approval (or 

termination) of assisted units, and review of owner request for rent increase. 

Notice of any change in tenant rent shall be given in writing 30 days in advance 

of effective date of change. 

 

3. The electronic transfer of HUD form 50058 for each re-examined family on a 

monthly basis as required. 

 

4. 98% of HAP payments are paid by the 5th day of each month. 98% of new 

owners are paid within 30 days of HAP contract execution. 

 

5. Family Self-Sufficiency enrollment is maintained at 45 participants. 

 

6. Voucher Payment Standard is reviewed annually and revised if the Contractor 

determines that more than 10% of voucher recipients are paying more than 40% 

of income for rent. The revision is posted at least thirty (30) days prior to 

initiation and must be approved by the Board of Commissioners. 

 

7. Voucher Management System (VMS) is updated monthly as required. 

 

B. Quality Control 

 The Contractor will be required to implement a system for quality control. Units 

newly leased up or recertified during all performance periods of the contract must 

meet the following standards: 

 

1. 99% of families selected for participation are selected in accordance with 

Federal/local preference system, as established in the revised Administrative 

Plan. 

 

2. Income verification is complete for 98% of certified/recertified families. 

 

3. No more than 5% errors in calculation of tenant contribution. 

 

4. Documentation of rent reasonableness is in file for all units under HAP contract. 

 

5. Demonstrate 98% passing rate from QC inspections of a unit with a failed and 

passed inspection results.  

 

6. Contractor is expected to perform due diligence on all files to ensure proper 

records are maintained. There are approximately 3,400 active vendor records. 
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All new landlords must complete a vendor form and provide documents to be 

approved and included on the MHA vendor list. 

 

7. Implementation of a quality control tracking system that records issues, 

accountability, timelines and outcomes  

 

         C.     Financial Management 

1. Endeavor to maintain staff that have thorough knowledge of financial 

management for the voucher programs.  

2. Ensure staff responsible for finance and accounting receive HCV Financial 

Management and Reporting training and keep up-to-date on HUD accounting 

notices.  

3. Maintain accuracy of general ledger by reconciling activity and making 

adjustments as needed. Contractor’s responsibility is limited to its own entries.  

4. Maintain source documentation and files that support the financial transactions 

recorded in the general ledger, providing an audit trail.  

5. Monitor available Budget Authority as allocated from HUD, for current and 

planned utilization.  

6. Prepare a monthly report by program of leasing and funds analysis.  

7. Prepare and update leasing projections and costs throughout the year.  

8. Document annual contributions received and disbursed.  

9. Maintain records for audit purposes, compliance and HUD reviews, etc. 

10. Prepare and monitor the HCV budget as it pertains to the Contractor’s operation 

of the HCV program. Contractor is not responsible for preparing and maintaining 

MHA’S budget for central office or direct HCV program expenses.  

11. Complete and ensure accuracy of all HUD reporting relating to the HCV program.  

12. Prepare monthly HAP and UAP payments to landlords and tenants.  

13. Prepare and distribute annual 1099’s statements to vendors.  

14. Respond to any IRS penalties in relation to 1099 records.  

 

VII. Performance Based Disincentives 

Each Administration Component will be subject to one (1) or more performance standards. The 

Selected Respondent(s) is expected to consistently perform at no less than the minimum 

performance requirements listed below. While all minimum performance requirements are 

important, disincentives may be applied for performance of the Administration Component. 

Each performance standard will be measured by MHA on a quarterly basis. The Selected 

respondent(s) shall ensure that all documents required by HUD, MHA's Administrative Plan, or 

a formal MHA Advisory are properly indexed in the file at the time of the MHA review. MHA 

reviews maybe assisted by audits, compliance reviews, or external consultants as-needed. The 

contractor must address and correct any deficiencies when a disincentive is applied. Failure to 

make corrections may endanger the completion of the contract due to poor performance (see 

next pages).  
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Performance 
Indicator  

Review  Frequency  Min 
Performance 
Requirement   

Disincentive  
Performance  

1% -5% applied 
1. Quality Control 

of Participant  

Files  

  

QC of HUD- 50058 
Form and supporting 

documentation 

Quarterly 80 %-89% Pass 

Rate  
Below 80% 

Disincentive  

Payment  

None  3 % of total monthly cost 

of Admin Component 

2.  Quality Control 
of Owner Files 

QC of Owner Files and 
supporting 
documentation.  
Eligibility and ongoing 
enforcement process  

Quarterly 95-97%  

Pass Rate  

Below 95% 

Disincentive  

Payment 
None  2% of total monthly cost 

of Admin Component 

3.  Selection from 
HCV Wait List 

QC of HUD·50058 Quarterly 98%  

Pass Rate  

Below 98% 

Disincentive  

Payment 
None  1% of total monthly cost 

of Admin Component 

4.  Quality Control of 
        HQS 

 
Quarterly 85-94%  

Pass Rate  

Below 85% 

Disincentive  

Payment 
None  2% of total monthly cost 

of Admin Component 
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Performance 
Indicator  

Review  Frequency  Min 
Performance 
Requirement   

Disincentive  
Performance  

1% -5% applied 
5.  HQS Enforcement 

  
QC inspections of a 

unit with a failed and 

passed inspection 

result 

Quarterly 98% 

Pass Rate 

Below 98 % 

Disincentive  

Payment 

None 1% of total monthly cost 

of Admin Component 

6.  HAP  Files QC of HAP 
process(including 
rent affordability test) 

Quarterly 98% 

Pass Rate 

Below 98% 

Disincentive  

Payment 

None 2% of total monthly cost 

of Admin Component 

7.  Check Run QC of check run 

process (including 

HAP issuance and 

collection efforts) 

Quarterly 85-90% 

Pass Tate 

Below 85 

Disincentive  

Payment 

None  2% of total monthly cost 

of Admin Component 

8.  Portability QC of HUD-50058 

&52665 Forms and 

Supporting 

documentation: 

Portability process 

(including timely and 

accurate HAP 

issuance ) 

Quarterly 80-89% 

Pass Rate  

Below 80% 

Disincentive  

Payment 
None 1% of total monthly cost 

of Admin Component 

9.  Case Follow-up and 

resolutions 

 

Timely and 

accurately follow-up 

resolutions of 

assigned cases 

Quarterly 90-95% 

Pass Rate  

Below 90% 

Disincentive  

Payment 

None  1% of total monthly cost 

of Admin Component 

Performance 
Indicator 

Review Frequency Min 
Performance 
Requirement 

Disincentive 
Performance 

1% -5% applied 
10. SEMAP High  

      Performer 

QC review of HUD 
SEMAP requirements  

Annual  Standard 

performer 

Troubled Performer 

Status 

Disincentive  

Payment 

None TBD 

11. Customer 
Service Survey  

 Annual at the 

beginning of the 

second year of 

contract 

TBD TBD 

Disincentive  

Payment 

None 3% of total monthly cost 

of Admin Component 
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VIII. Contract Administration Data 

 

a. Conduct of Work 

1. The Contracting Officer’s Representative (COR) will be designated at contract 

award. 

 

2. The Contractor’s work hereunder shall be carried out under the terms and 

conditions of the contract. 

 

b. Ongoing Program Operation 

1. The COR will provide technical direction on contract performance. Technical 

direction includes: 

a. Direction to the contractor as to which areas the Contractor is to 

emphasize or pursue. 

b. Comments on the approval of reports or other deliverables. 

 

2. Technical direction must be within the contract, Statement of Work. The COR 

does not have the authority to issue technical direction that: 

 

a. Institutes additional work outside the scope of the contract; 

b. Constitutes a change as defined in HUD Procurement Handbook, 7460.8; 

c. Causes an increase or decrease in the estimated cost of the contract; 

d. Directs Housing Choice Voucher Federal program performance 

e. Alters the period of performance; or 

f. Changes any of the other express terms or conditions of the contract. 

 

3. Technical direction will be issued in writing by the COR or confirmed by him 

or her in writing within five calendar days after verbal issuance. 

 

c. Key Personnel 

 

The personnel specified below are considered to be essential to the work being 

performed under this contract. Prior to diverting any of the specified individuals to 

other projects, the Contractor shall notify the Contracting Officer in advance and shall 

submit justification (including proposed substitutions) in sufficient detail to permit 

evaluation of the impact on the program. No diversion shall be made by the 

Contractor without the written consent of the Contracting Officer, provided, that the 

Contracting Officer may ratify in writing such diversion and such ratification shall 

constitute the consent of the Contracting Officer. The Schedule may be amended 

from time to time during the course of the contract to either add or delete personnel, 

as appropriate. 
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(To Be Inserted at Contract Award) 

 

 

 

 

____________________________ ____________________________ 

 

____________________________ ____________________________ 

 

D. Project Management System 

 

The Contractor shall provide to the COR and Contracting Officer, a project 

management system work plan and regular status reports showing actual progress 

against the work plan using a narrative description format. 

 

1. Work Plan 

The work plan shall consist of a narrative description summary of the schedule 

and financial elements of the contract. The narrative shall: (1) describe the 

planned schedule; (2) identify each step in the work process required for 

completing the contract work and the period of time needed to accomplish each 

step, expressed in terms of calendar dates; (3) provide the staff, financial, and 

other resources allocated to each task; and (4) provide the rationale for project 

organization, staff utilization, and other resources allocated to each task or 

activity. The narrative shall show (1) cumulative planned or budgeted costs of 

work scheduled for each reporting period over the life of the contract; and (2) 

the planned project schedule that traces, by reporting period, the task or subtask 

start dates, periods of work in progress, and completion dates. 

 

2. Progress and Management Reports 

Progress reports shall consist of a narrative report which depicts actual progress 

against planned progress. The narrative report shall: (a) Provide a brief, factual 

summary description of technical progress made, and costs incurred for each 

task (or group of tasks) during the reporting period; and (b) identify significant 

problems and their impacts, causes, proposed corrective actions, and the effect 

that such corrective actions will have on the accomplishment of the contract 

objectives. The progress report shall show (a) the schedule status or the degree 

of completion of tasks/activities by time intervals; and (b) cost status or the 

actual costs of work performed in accomplishing the tasks.  Detailed 

management operational reports shall be presented to MHA’s CEO and COO on 

a quarterly basis for the duration of the contract.  The contractor will be asked to 

present an update to the MHA Board of Commission as least once per annum or 

upon the Board’s request. 

 

3. Preparation of Narrative Reports 
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Specific and detailed guidance on preparing the narratives may be obtained 

from the COR. 

 

4. Schedule 

 The work plan shall be submitted within 10 days of the effective date of the 

contract. Progress reports shall be submitted on a monthly basis concurrent with 

the Contractor’s submission of its monthly payment request. The first progress 

report shall be due the month after the work plan is approved. The work plan 

and progress reports shall be submitted in three copies to the COR and one copy 

to the Contracting Officer. 

 

E.   Payment Procedures 

 

1. During the period of the contract, the Contractor shall be paid a negotiated fixed 

fee based upon administrative fees earned by MHA. 

 

   Contractor Wire Information 

 

Payment shall be made to the Contractor’s account by wire. 

 

IX. Section 8 Management Assessment Program (SEMAP) 

  

 The contractor shall assure that MHA maintains a High Performer score using the 

following HUD SEMAP indicators to measure program performance: 

1. Proper selection of applicants from the housing choice voucher waiting list  

2. Sound determination of reasonable rent for each unit leased  

3. Establishment of payment standards within the required range of the HUD fair market 

rent  

4. Accurate verification of family income  

5. Timely annual reexaminations of family income  

6. Correct calculation of the tenant share of the rent and the housing assistance payment 

7. Maintenance of a current schedule of allowances for tenant utility costs  

8. Ensure units comply with the housing quality standards before families enter into leases 

and PHAs enter into housing assistance contracts  

9. Timely annual housing quality inspections  

10. Performing of quality control inspections to ensure housing quality  

11. Ensure that landlords and tenants promptly correct housing quality deficiencies 

12. Ensure that all available housing choice vouchers are used  

13. Expand housing choice outside areas of poverty or minority concentration  

14. Enroll families in the family self-sufficiency (FSS) program as required and help FSS 

families achieve increases in employment income. 

All other evaluation or measurement criteria requirements that may be issued by 

the U.S. Department of Housing and Urban Development 



19 

 

 

 

 

 

 

 

 

X. Submission Requirements 

 

 All proposals shall include the following items: 

 

a. Copies of the most recent financial statements. 

b. Evidence of the firm’s knowledge of HCV guidelines. 

c. Information regarding current and impending workload. 

d. Providence of Liability Insurance. 

e. Certified statement that the firms are not debarred from doing business with the housing 

authority. 

f. Letters of reference to include relevant experience. 

g. Evidence that the firm is licensed to do business in the State of Tennessee. 

h. Disclosure of any current litigation or litigation within the last two years. 

i. Percentage of work to be performed by subcontractors and identification of each 

subcontractor. 

j. Customer Service Plan 

k. Cost proposal submitted in a separate clearly marked envelope. 

l. One original and five copies of each proposal are required. 

m. Transition Plan. 

n. Fee price sheet (Enclosed in one envelope labeled “Fee Proposal”) 
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Miscellaneous Information 

 

❑ HCV Program reserves may not be accessed by the contractor. 

 

❑ Staff training will be an expense of the contractor. 

 

❑ The contractor should budget for a hearing officer for formal and informal hearings.  

 

❑ Contractor shall provide all supervisory personnel and have full authority over personnel 

supervised, within the guidelines of MHA work rules, policies and procedures and 

memorandum of understanding. Contractor must also have the same work hours and 

observe the same holidays as MHA, unless changes are authorized by MHA. The staff 

will be subject to the contractor’s policies but will adhere to the MHA business hours and 

dress code.  

 

❑ MHA has adopted Biennial inspections. Does utilize self-certification of repairs.  

 

❑ A landlord portal gives information that owners can access from Voyager. The user can 

see payment histories, statements, inspection results and 1099 records.  

 

❑ Contractor will utilize existing office space and equipment. All office supplies, any 

additional office furniture and equipment will be the responsibility of the contractor. Any 

modifications and/or additions to the existing office space, furniture and equipment must 

be approved by MHA. 

 

❑ Contractor will be responsible for the accurate and timely preparation of all HAP and 

UAP payments, budgets, financial analysis and reporting. The contractor will have access 

to all required financial information and supporting documents. MHA uses Voyager 

software and any modifications or changes made by the contractor must be acceptable to 

MHA and fall within the constraints of the current system. 

 

❑ The current management information system is networked and approximately 45 

workstations currently exist. 

 

❑ The goal of MHA and HUD is to provide an effective, efficient Housing Choice Voucher 

Program to the community.  

 

❑ A certificate of good standing from the contractor’s home state submitted with the 

proposal is acceptable. If selected, the contractor shall register their corporation with the 

Office of the Secretary of State for the State of Tennessee. 

 

❑ Lease-ups should be relative to the success of the owner outreach. There are 40 average 

monthly terminations.  
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❑ Regarding representation for lawsuits, if specifically named in litigation, the contractor is 

responsible for their legal representation. If the contractor is representing MHA, then 

MHA will be responsible for legal representation. 

 

❑ Regarding Section 3 requirements, records must be maintained including copied 

correspondence, memoranda, etc., which document that the contractor has taken steps, to 

the greatest extent feasible, to provide opportunities for training and employment of 

lower income residents of the Section 3 area. The records will also serve to document, to 

the greatest extent feasible, that subcontracts have been awarded to business concerns 

which are located in or owned in substantial part by persons residing in the Section 3 

area. 

 

❑ MHA will maintain oversight of certain functions such as Information Technology, and 

related programs. 

 

❑  MHA retains the unilateral right to request replacement of the Contractor’s on-site 

Manager, if in MHA Chief Executive Officer’s opinion replacement would be in the best 

interest of the Agency. Replacement must be made without undue delay. 

 

❑ Letters of reference from former or current employers, which include experience as it 

relates to this particular work, are acceptable. 

 

❑ There is a current waitlist of approximately 6,500 applications. The MHA has only one 

(1) HCVP waiting list. The waiting list is currently closed. MHA does not anticipate 

opening the list within the next 2 years. The last list opening was March, 2022. The last 

purge was in 2022.  

 

❑ The contractor shall be held responsible to achieving High Performer SEMAP 

standards during the contract period. 

 

❑ Insurance Requirements—Contractor will be required to provide Comprehensive General 

Liability policy with a minimum coverage of $1 Million with a $2 Million aggregate. 

MHA must be shown as an additional insured on the policy. Contractor will also be 

required to provide a certificate of insurance showing that workers compensation 

insurance is provided per Tennessee statutes for employees on payroll. 

 

❑ PENALTY CLAUSE—RECEIVING LESS THAN STANDARD PERFORMER 

DESIGNATION WILL RESULT IN A PENALTY OF UP TO 5% OF THE 

YEARLY CONTRACT VALUE FOR ANY YEAR IN WHICH STANDARD 

PERFORMER DESIGNATION IS NOT ACHIEVED. 

 

❑ LOCATION—UNDER NO CIRCUMSTANCES CAN THE HCVP BE MOVED 

OUTSIDE OF MHA’S CENTRAL OFFICE LOCATION WITHOUT 

AGREEMENT AND PRIOR APPROVAL OF THE MHA. The contractor may 

operate a remote call center or other support operation if local to Memphis phone 

numbers and addresses is utilized at the contractor’s expense.  
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SECTION D 

 

PROPOSAL CONTENT AND SUBMISSION REQUIREMENTS 

 

 
The proposal to provide the required services shall not exceed twenty (60) pages total.  This 

page count does not include financial statements, resumes, certificates, or affidavits.  The 

proposal should contain the following components. 

 

1. Letter of Intent. 

 

2. Schedule – Include a proposed schedule for performing the services. 

 

3. Profile – Provide a profile of the firm and members of the firm who will be assigned to 

this project.  Include resumes of each proposed project member for this contract. 

 

4. Experience – Provide a summary of the firm’s experience in providing the desired 

services for similar organizations or projects. 

 

5. References – Provide a list of at least three references that have recent knowledge of the 

firm’s past performance. 

 

6. Approach – Provide a narrative stating the firm’s overall approach to this project. 

 

7. SEMAP verification from other PHA’s. Provide agency name, contract dates and contact 

person. MHA will verify the information provided.  

 

8. Fee Proposal. 

 

9. Liability Insurance – Provide evidence of professional liability insurance. 

 

 



23 

 

 

 

 

SECTION E 

 

EVALUATION CRITERIA AND RATING SYSTEM 

 

 
I. Relative Importance of Technical versus Cost/Price Factors 

 

The Memphis Housing Authority (MHA) will make an award to the most responsible offeror 

whose offer conforms to the solicitation and is most advantageous to MHA (i.e., that which 

represents the best value to the MHA), cost or price and other factors considered.  The 

combined relative merit of the technical evaluation factors listed below will be more 

significant than cost or price in the selection of the contractor.  The cost or price is a criterion 

in the overall evaluation of proposals technical approach. 

 

MHA may award a contract to a firm other than the lowest offeror.  In the event that two or 

more offers are considered technically equivalent, the evaluated cost or price will be of 

primary importance in determining the proposal most advantageous to MHA. 

 

II. Evaluation Factors 

 

A. Technical and Management Factors 

 

1. Demonstrated capability of the Offeror’s team to operate HCV 

certificate, moderate rehabilitation, and voucher programs of the 

scope complexity and duration of the proposed contract; Awarded in 

accordance with the following: 

 

a. Specialized experience and successful past performance 

record of the team applicable to administering the tenant-

based certificate and voucher program (25 points). 

 

b. Experience applicable to coordinating programs that assist 

families in becoming less dependent on welfare. 

Examples…experience in other programs such as RAD 

Conversions, FSS, Project Based vouchers, VASH, mass 

relocations efforts etc. or any new HUD innovative 

programs.  (20 points). 

 

2. Demonstrated capability of the Offeror to establish and maintain an 

effective management structure, information systems, internal 

controls, program and financial management for the proposed 

contract (15 points). 
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3. Extent to which the Offeror’s proposal demonstrates an 

understanding of contract work function requirements (including 

their interrelationships), feasibility of approaches to identified key 

issues, and an effective methodology for accomplishing preparatory, 

transition, and operational work tasks in a timely and quality 

manner, establishing an effective customer service system and  

meeting stated programmatic objectives (20 points). 

 

4. Demonstrated experience, capability, and availability of the 

Offeror’s key personnel, including any proposed consultants or 

subcontractors, to accomplish the contract objectives (10 points). 

 

B. Cost Factor 

 

 The Offeror’s proposed costs, while of secondary consideration to the above 

technical and management factors, will be evaluated in determining the 

proposal most advantageous to MHA. 

 

 Cost is a criterion in the evaluation of proposal.  The proposed cost must be 

fair and reasonable.  The proposed cost must also be realistic in that it must 

reflect the proposed approach that is being evaluated under the technical and 

management factors.  Cost realism is as important as total cost.  Cost realism 

is determined by MHA’s estimate of the probable cost of accomplishing the 

effort, giving consideration to an offeror’s methodology and understanding of 

the effort, proposed personnel, organizational capability, and probably effects 

of risks or uncertainties (10 points). 
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SECTION F 

 

FEE PROPOSAL 

 

The fee proposal shall be submitted in a separate clearly marked sealed envelope. 

 

A percentage rate of MHA Administration fee prorated from HUD to provide proposed 

services expressed as a percentage the program’s administration fee to be shared with 

the contractor.  

 

Administrative fees _________%.  
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SECTION G 

 

REQUIRED CERTIFICATIONS 

 

 

Non-Collusion Affidavit 

Equal Opportunity Certification 

Federal Labor Standards Certification 

Drug-Free Workplace Certification 

Disbarment and Suspension Certification 

Section 3 Action Plan Outline 

Section 3 Self-Certification Form 

HUD 5370-C General Conditions for Non-Construction Contracts 

HUD 2530 Previous Participation Certification 

HUD 5369-B Instructions to Offerors Non-Construction Contracts 

HUD 5369-C Certifications & Representations of Offerors Non-Construction Contracts 

List of Proposed MBE/WBE Sub-Contractors and Sub-Consultants 
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SECTION H 

 

ATTACHMENTS 

 

 

 

HCVP ADMINISTRATIVE PLAN (MHA website; memphisha.org) 

 

FY 22 AUDIT (MHA website; www.memphisha.org) 

 

SAMPLE FORM OF CONTRACT  

 

 


























































































































