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INTRODUCTION
The Alexandria Redevelopment and Housing Authority (ARHA), a political subdivision was organized under the laws of the Commonwealth of Virginia in 1939.  ARHA owns and manages 769 units of conventional public housing, 109 units of project based (Moderate Rehabilitation) vouchers and 223 units of market-rate housing in multi-family and single-family sites throughout the City of Alexandria and provides rental assistance to approximately 1,926 households under the Section 8 Housing Choice Voucher program.  ARHA also manages and funds through the U.S. Department of Housing and Urban Development (HUD), and other sources, a variety of social services, community and economic development programs for the residents of its developments.  

The Authority is headed by the Chief Executive Officer (CEO), is governed by a nine-person Board of Commissioners, and is subject to the requirements of Title 24 of the Code of Federal Regulations (hereinafter, “CFR”) and ARHA’s procurement policy.

For almost 86 years, ARHA has used its resources to eliminate blight and develop affordable housing in the City of Alexandria.  ARHA’s mission is to provide decent, safe and affordable housing to low and moderate-income households of the City of Alexandria and to implement community development programs.

In keeping with this mandate, ARHA is soliciting proposals from qualified property management firms (“Qualified Firm”) certified by the Virginia Housing Development Authority (“VHDA”) to provide property management services for the new Alate Old Town Property.  All proposals submitted in response to this solicitation must conform in its entirety to the requirements and specifications outlined in this document and attachments.

Property
In August 2025, ARHA will close on the financing for the acquisition in the city of Alexandria, Virginia of a The Alate, located at 1112 N. First Street. 
The building will have 133 units, of which will include 117 project-based Housing Choice Vouchers. 
The building will contain underground garage parking with up to 100 parking spaces available for use by the building’s residents.  There will be amenity space within the building; there is designated management office and community space.  The building will have a small storage area for maintenance supplies. 

The building characteristics are as follows:

	Bedroom Size
	Average SF
	Quantity

	Studio Bedroom
	512
	48

	One Bedrooms
	672
	44

	Two Bedrooms
	946
	41

	Totals 
	710

	133


	Issue
	Quantity

	Total Rental Units
	133

	Project Based Vouchers
	117

	Surface Parking
	0

	Underground Parking Total
	100


RFP INFORMATION AT A GLANCE
[Table No. 2]

	ARHA CONTACT PERSON
	Mohammad Muhsen 
Tel: 703-549-7115 Ext: 1250 Fax: 703-299-5139 
Email: mmuhsen@arha.us 

	HOW TO OBTAIN THE RFP DOCUMENTS ON THE APPLICABLE INTERNET SITE
	1. www.arha.us or Mohammad Muhsen (see contact above) is the primary site and way to obtain solicitation documents and any addendums.  Please send your contact information to the procurement manager to ensure that you receive any solicitation and updates.

2. Also, solicitation documents can be obtained by accessing: nahro.economicengine.com (no “www”).    

3. Click on the “Login” button in the upper left side.

4. Follow the listed directions.

If you have any problems in accessing or registering on the system, please call customer support at 1/866/526-9266. Email: larry.t.hancock@gmail.com

	PRE-PROPOSAL CONFERENCE
	July 02, 2025 @ 2.00 PM


	DEADLINE FOR RECEIPT OF QUESTIONS VIA NAHRO E-PROCUREMENT.

	Jul 16, 2025 @ 2.00 PM

	DATE OF ADDENDUM FOR REPONSE TO QUESTIONS


	July 21, 2025

	HOW TO FULLY RESPOND TO THIS RFP BY SUBMITTING A PROPOSAL SUBMITTAL
	As instructed in Section 3.0 of the RFP, all documents must be submitted through the Housing Agency Marketplace.
All files must be uploaded to the Housing Agency Market Place eProcurement through the link below:   

(https://ha.internationaleprocurement.com)

1. Access ha.internationaleprocurement.com (no “www”).    

2. Click on the “Login” button in the upper left side.

3. Find the RFP and upload your response.

If you have any problems accessing or uploading your document on the system, please call customer support at 1/866-526-9266. 


	PROPOSAL SUBMITAL DEADLINE
	July 25, 2025@ 2:00 P.M EST 


	ANTICIPATED COMMENCEMENT OF WORK
	Goal is August 1st, 2025


1.0 ARHA’S RESERVATION OF RIGHTS: 

1.1 
The ARHA reserves the right to reject any or all proposals, to waive any informality in the RFP process, or to terminate the RFP process at any time, if deemed by the ARHA to be in its best interests.

1.2
The ARHA reserves the right not to award a contract pursuant to this RFP.

1.3
The ARHA reserves the right to terminate a contract awarded pursuant to this RFP, at any time for its convenience upon 10 days written notice to the successful proposer(s).

1.4 The ARHA reserves the right to determine the days, hours and locations that the successful proposer(s) shall provide the services called for in this RFP.

1.5
The ARHA reserves the right to retain all proposals submitted and not permit withdrawal for a period of 60 days subsequent to the deadline for receiving proposals without the written consent of the ARHA Contracting Officer (CO).

1.6 
The ARHA reserves the right to negotiate the fees proposed by the proposer entity.

1.7 The ARHA reserves the right to reject and not consider any proposal that does not meet the requirements of this RFP, including but not necessarily limited to incomplete proposals and/or proposals offering alternate or non-requested services.

1.8 The ARHA shall have no obligation to compensate any proposer for any costs incurred in responding to this RFP.

1.9 The ARHA shall reserve the right to at any time during the RFP or contract process to prohibit any further participation by a proposer or reject any proposal submitted that does not conform to any of the requirements detailed herein.  By accessing the nahro.economicengine.com Internet System (hereinafter, the “noted Internet System” or the “System”) and by downloading this document, each prospective proposer is thereby agreeing to abide by all terms and conditions listed within this document and within the noted Internet System, and further agrees that he/she will inform the Contracting Office (CO) in writing within 5 days of the discovery of any item listed herein or of any item that is issued thereafter by the ARHA that he/she feels needs to be addressed.  Failure to abide by this time frame shall relieve the ARHA, but not the prospective proposer, of any responsibility pertaining to such issue.
2.0    
SCOPE OF SERVICES:
A Qualified Firm must meet the following minimum threshold requirements:
a) To be considered qualified, the responder have demonstrated experience in senior housing management and be designated  a certified management agent pursuant to the criteria established by Virginia Housing, or be eligible to receive that designation within 30 days of selection/contract start.
b) Qualified Management Agent as designated by VHDA (Virginia Housing Development Authority) 
c) Previous experience with the management of a mixed income community, providing customer services/resident services, and financial services for the property’s unique configuration and affordability requirements.  

d) Past experience in pre-occupancy activities including marketing, branding, outreach and leasing of a new building,

e) Experience in managing capital projects.

The contract will consist of two distinct phases; 

Phase 1: Initial Marketing and Occupancy Services that will require Qualified Firm to work with the ARHA development team on construction close-out and transition and preparation of an approved Marketing Plan for the units at Alate Old Town Property which includes outreach, affirmative fair marketing plan, pre-leasing, and ACC compliance, and full leasing of the property.  Qualified Firm is required to submit a Marketing Plan for the units as more fully described below.

Marketing and Occupancy Services

· Within 30 days after contract signing, submit a Marketing Plan for approval, which covers the non-ACC units, to achieve 100% Qualified Occupancy by the target date set by the Ownership. The Marketing Plan shall:

· Assist the Owner in establishing a brand identity and position the Property in the market; coordinate and provide recommendations on the design of the Project logo and brochures; prepare materials for social media and web marketing presence.
· Include an Affirmative Fair Housing Plan to ensure that the marketing reaches underserved populations within the Alexandria community.
· Include planned outreach to target populations and attendance at meetings with community groups if required.
· Include an advertising and strategic market program and budget for pre-leasing, lease-up, and stabilization.
· Attend periodic construction progress meetings in the final three months of construction and punch list period to provide input and recommendations to increase the efficient operation and management of building components and green space.
Pre-leasing Services
· Prepare a Pre-leasing plan with timeline for when applications will be received, maintained, and processed; including hard copy and electronic application submission.

· Process all initial Tenant Income Certifications
· Prepare marketing and pre-leasing budget
· Provide market information of other affordable housing in the area as necessary
Phase 2: Property Management and maintenance of affordable housing; compliance monitoring, re-leasing, financial management, service contract administration, and other functions that foster a quality living environment.
Property Management

· Within 90 days of award, submit a Comprehensive Management Plan for approval by the ownership. The Comprehensive Management Plan shall include the following general outline of basic services to be provided: 
(Services not specifically listed which are incidental to the items listed, should be anticipated and also considered.) 
1. Property Management, Reporting, and Transition;

2. Leasing and Waiting List Management;

3. Marketing of Vacancies;

4. Operation and Maintenance;

5. Financial Management and Reporting;

6. Procurement Requirements;

7. Resident Management Relations;

8. Utilities and Services;

9. Employees;

1. Property Management, Reporting, and Transition

a. Operate the property at a generally accepted industry standard level. The building will not have an onsite management office; therefore, the Qualified Firm is required to provide a means for the property residents to meet with the site manager and site superintendent.
b. An Operating Budget using projected subsidy calculations and tenant income.
c. Anticipated start-up costs.
d. Building Operation Plan, identifying preventive actions to maintain and extend the life of the structure and mechanical systems. The Building Operation Plan will include the following, but not necessarily be limited to:
i. A preventative maintenance plan and monthly schedule;
ii. Annual management inspections of building systems including roofing, fire, heating, water, and electrical systems.
iii. After issuance of the certificate of occupancy for the building, the Qualified Firm will be provided by the general contractor, a warranty book outlining the length of the warranty on systems, appliances and equipment, and other general information regarding the operations of installed systems.  Qualified Firm shall maintain a list of repairs during the warranty period and follow warranty procedures for their repairs.

e. Monthly Property Report, on or before the 15th of each month containing:

1) Statement of receipts and disbursements reflecting comparison and variance of budget to actual for current month and year-to-date, with an explanation for any significant variances.
2) Summary of maintenance activities;
3) Occupancy and availability reports including unit turn around and lease-up times;
4) Rent Roll
5) Aged delinquency report
6) Recertification schedule
7) Aged recertification report
8) Itemization of all expenses, bills and invoices;
9) Direct read-only access to financial and business systems used to manage the property or its financial information
10) Monthly and annual report on Emergency and Routine Work orders and their completion times for the property;
11) Monthly lease compliance report, including all grievance and notices served residents and status of all legal actions for the property
12) Other reports as requested by the Ownership.

13) Conflict resolution and grievance process. 
14) Listing of key management staff 
2. Leasing
a. During the Term, the Qualified Firm shall handle all lease negotiations with prospective residents of the Property.
b. All lease terms including, but not limited to, rental rate, rental concessions, and security deposits are to be determined in the Annual Operating Budget.
c. The Qualified Firm is authorized to serve "notices to vacate" on tenants and to institute any action or proceeding it deems necessary to recover possession of leased premises; or to recover rent, charges, or other sums payable.

d. The Qualified Firm shall collect security deposits and deposit each security payment in a separate interest bearing account
3. Marketing of Vacancies
a. Institute marketing practices that minimize vacancies and target residents in compliance with all applicable laws. 
b. The Qualified Firm shall market the Property by using a full complement of available advertising media, such as newspapers, social media, web services, signs displayed at the Property, and the notification of available housing units to service agencies and organizations. 
c. Provide a weekly list of all vacant units at the property along with a phone and foot traffic log, and a narrative detailing the marketing plan of action.
d. Maintain current and accurate tenant waiting lists for the property in compliance with all applicable program regulations.
4. Operations and Maintenance
a. Maintain the property in a good, clean, habitable, and attractive condition and perform the following at minimum:

i. All interior and exterior cleaning, painting, decorating, and carpentry; the periodic inspection, maintenance and repair of plumbing, heating, and ventilating systems, stoves and refrigerators; the periodic inspection, maintenance of outdoor grounds and facilities; and any other routine maintenance and repair work that becomes necessary.
ii. Provide all necessary maintenance of the green areas of the property including adjacent passive area, tot lot, and property surrounding.  Provide such services to be in compliance with any agreements or covenants with the City of Alexandria for the proper maintenance of the adjoining storm water management system.

iii. Hire and supervise appropriate staff to effectively manage and maintain the site and to provide such supporting functions as the approve management plan will require.
iv. Prepare vacant units for re-leasing. Turnaround for each vacant unit will be completed within fifteen (15) calendar days from move-out. At least ninety-eight percent (98%) of the vacant units at each site are to be market ready at all times. 
v. Systematically and promptly receive and investigate all service requests from tenants, no later than 10 calendar days, take any necessary action and keep records of the action taken. Emergency repair requests shall be received and serviced on a 24-hour basis.
vi. Purchase materials, supplies, equipment, tools, and services that are necessary for the operation and maintenance of the Property and maintain a current inventory of the same.
vii. Perform preventive maintenance of the Property to preserve the physical assets in accordance with sound property management practices. 
viii. Procure consultants and specialty contractors as necessary, for the maintenance and repair of major building systems, and other items requiring special maintenance and repair skills not usually possessed by regular maintenance employees.
ix. Conduct fire alarm system tests and other safety preparation as required by local law.  Conduct smoke detector tests annually. Maintain written records of such inspections on site. 
x. Coordinate with and accompany inspectors from Virginia Housing Development Authority (VHDA), Lender/Investor representatives, ARHA’s insurance carrier, the U.S. Department of Urban and Housing Development, and other ARHA authorized parties.
xi. Obtain and maintain in full force and effect, all licenses and permits required by law.
xii. Conduct all tenant initial/recertification of eligibility in accordance with the respective Section 8 and/or Tax Credit Programs, administer reserve and replacement drawdown as periodically required, and process monthly vouchers where applicable. 
5. Financial Management and Reporting
a. Collection and Disbursements of Revenues
i. Accounts shall be established for the deposit of all amounts collected and include ARHA’s designee as an authorized signer on all Operating Accounts.
b. Accounting, Monthly Financial Reporting and Administering of Funds
i. Books and Records
1. Keep accurate, complete and separate books and records of account for the Property in accordance with accepted accounting standards and procedures on the basis of a calendar year.
ii. Financial Reports
1. Monthly financial reports for the Property on an accrual basis for the preceding month.
a. Preliminary trial balance
b. Monthly income statement and balance sheets 
c. Final trial balance
d. Copies of all bills paid for the preceding month
e. Rent rolls delineating Housing Assistance and tenant portions of rent charged for the month
f. Account receivable aging report delineating between received from HUD and tenant;
g. Bank reconciliation with supporting bank statement
h. Building improvements report for specified, single capital expenditures of $5,000 and above.
iii. Annual Financial Report
1. Within fifteen (15) days from the end of each calendar year during the Term, make available and provide access to the Property's records via electronic means and assist auditor in preparing the annual financial report for the preceding year.
2. Facilitate the preparation of an annual financial report, by a Certified Public Accountant ("CPA") experienced in the Project's type of funding
3. Work with the certified accounting firm to prepare and file all necessary and relevant tax and information returns and other documents required under the Internal Revenue Code, or any similar federal or state legislation. 
4. Prepare and submit an Annual Operating Budget (the "Budget") and narrative to accompany the proposed budget including, but not limited to, rents and other income and expenses, for the calendar year beginning January. Must be submitted no less than 90 days prior to start of fiscal year (ARHA fiscal year is calendar year).
5. Prepare and submit a quarterly budget report showing projected to actual results.

6. Compliance with any requirements relative to preparation of the budget contained in any Loan or Regulatory Agreement. 
6. Procurement Requirements
a. Obtain contract materials, supplies and services at the lowest responsible cost and on the terms most advantageous to the property.
b. Solicit written cost estimates (i.e., bids) from at least three (3) Agents or suppliers for any work item estimates will cost in excess of Five Thousand Dollars ($5,000).
c. Provide equal opportunity for small and minority and women owned, locally based and socially disadvantaged firms to compete to provide goods and services; and submit with quarterly budget reports a listing of such efforts and contracts.
7. Resident Management Relations
a. Establish process for residents to meet face-to-face or via electronic video communication with management staff on a regular basis.
b. Maintain good faith communication with any resident organization that may be organized at the property. 
8. Utilities and Services
a. Make arrangements for water, electricity, gas, fuel, oil, sewage and trash disposal, extermination, and telephone service. 
9. Employees
a. Consistent with the approved annual budget, provide personnel necessary for efficient management of the property.

i. Personnel may include, but shall not be limited to, an administrator/manager, administrative and maintenance employees, and a service coordinator. 
b. Staff assigned to Alate Old Town Property will have the necessary expertise and knowledge to provide effective property management services in compliance with the applicable regulations and will provide quality assurance and compliance oversight as part of the contract. 
3.0
PROPOSAL FORMAT: All Tabbed files All files must be uploaded to Housing Agency Market Place (https://ha.internationaleprocurement.com) and include the components as explained below.
3.1 Proposal Content and Order of Presentation: The ARHA intends to retain the successful proposer pursuant to a "Best Value" basis, not a "low bid" basis ("Best Value" in that the ARHA will, as detailed within the following Section 4.0, consider factors other than just cost in making the award decision). Therefore, so that the ARHA can properly evaluate the offers received, all proposals submitted in response to this RFP must use the following section headings: 

[Table No. 3]

	RFP Section
	Tab No.
	Description

	3.1.1
	1
	Letter of Transmittal

	3.1.2
	2
	Form of Proposal: This Form is attached hereto as Attachment A to this RFP document.  This form must be completed, executed where provided thereon and submitted under this tab as a part of the proposal submittal.

	3.1.3
	3
	Profile of Firm Form. The Profile of Firm Form is attached hereto as Attachment C to this RFP document.  This 2-page Form must be fully completed, executed, and submitted under this tab as a part of the proposal submittal. Attachment B

	3.1.4
	4
	Proposed Services: Individuals and/or firms responding to this RFP shall state which of the above experiences detailed under Section 2.0 the response is submitted for.  ARHA will consider firms and/or individuals with specific subject-matter expertise and design a scope of service restricted solely to those enumerated areas. As more fully detailed within Section 2.0, Scope of Service Specifications and Section 3.0 Proposal Requirement, of this document, the proposer shall, at a minimum, clearly detail within the information submitted under this tab documentation showing:

	3.1.4.1
	
	Company Information:

Provide a summary overview of your firm, including the names of the principal owners, an organization chart, number of employees, and short history of the firm.  Provide evidence that the firm is listed as a Qualified Management Agent by VHDA.
Company Location:

Provide a complete address of your firm’s headquarters and any site offices in the vicinity of the Property that can be used as a shared site management office for the Property.

	3.1.4.2
	
	Company Experience:
Describe the firm’s experience in the following categories:
· Statement on how your firm meets the minimum threshold criteria outlined in Section 2.

· A list of all properties which your firm has managed in the last five (5) years.  The list should identify mixed income properties with market and affordable program components, including HUD Housing Choice Voucher (Section 8), county and state rental subsidies, tax exempt bond financing, senior housing, and FHA mortgage insured properties.

For each property, provide the following information:

a) Name a location of property

b) Size of property, number of residential units, parking spaces, and retail space

c) Type of property within the market

d) Physical type of property: i.e., multifamily high rise, etc.

e) Name, address and contact information for Owner at the time managed

f) Period of management, dates

g) Unit sizes and rent structure

h) If management contract no longer in effect, reason for termination

For the properties above, indicate where there is an identity of interest between your firm and the ownership for each property.



	3.1.4.3
	
	Key Personnel:

Identify the key personnel expected to participate in the management of the Property, including both on-site and supervisory personnel. Provide the following for each person:
· Name and title

· Experience with management of project based units and property management generally

· Length of employment with the company

· Identify all certifications, training and courses taken in, HUD Section 8 management, and public housing management.

· Resume of each key person with evidence of certifications



	3.1.4.4
	
	Respondent's Approach and Response to Scope of Service:

Provide a detailed narrative that demonstrates the approach intended for use by the Respondent: Phase 1 and Phase 2 per Section 2.0

The approach outlined should be consistent with the objectives and requirements set forth in the RFP, and should address how services will be provided upon execution of a contract/agreement.



	3.1.4.5
	
	Management Fee Proposal:

Indicate the proposed management fee as a percent of gross rent collected or as a flat fee on a per unit/per month basis.  The Qualified Firm must submit a sample budget for the property which includes the management fee.  Itemize any and all additional costs that the Qualified Firm will charge to the properties not included in the management fee.  The Owner at its sole discretion will determine the fee structure that it will accept.

The Fee proposal shall be separately identified for each of the above described phases in Section 2.0: I) Initial Marketing and Occupancy Services; and II) Property Management 
Provide a price proposal for Marketing and Occupancy Services; provide a Management Fee proposal for Property Management services for the base year and each of the subsequent years including option years.

Disclosure

Provide a list of any other properties that your firm owns and/or manages in the City of Alexandria, identifying each by name and address.  If any property currently owned and/or managed by your firm is within five (5) mile radius of any ARHA mixed income property listed in Exhibit 3, provide an explanation of how your firm will address any potential conflicts.

Audited Financial

Provide a copy of the Firm’s last two audited financial statements and a year to date company balance sheet.

ARHA reserves the right to determine, in its sole discretion, if ownership or management by the firm or its principals creates a conflict of interest with the operation of the Property that would disqualify the firm from further consideration.



	3.1.4.6
	
	Insurance Requirements:

Evidence of Professional Liability coverage of not less than $1,000,000 in aggregate.

	3.1.5
	5
	Form HUD-5369-C (8/93), Certifications and Representations of Offerors, Non-Construction Contract: Attachment D 

	3.1.6
	6
	Equal Employment Opportunity Certification, Form HUD-92010 –C Attachment E

	3.1.7
	7
	Supplemental Instructions to Proposers & Contractors (SIPC) Attachment F

	3.1.8
	8
	Subcontractor/Joint Venture Information (Optional Item): The proposer shall identify here under whether or not he/she intends to use any subcontractors for this job, if awarded, and/or if the proposal is a joint venture with another firm.  Please remember that all information required from the proposer under the proceeding tabs must also be included for any major subcontractors (10% or more) or from any joint venture.

List of Subcontractor’s –

	3.1.9
	9
	Sample Contract Form Attachment G

	3.1.10
	10
	Form W-9 – Request for Taxpayer Identification Number & Certification – Attachment H

	3.1.11
	11
	References Attachment I

	3.1.12
	12
	A copy of the bidder’s business license - allowing the bidder to provide such services within the City of Alexandria, Virginia. (Optional)

If the contract is awarded, the successful proposer will be required to provide a copy of business license before start the services. 

	3.1.13
	13
	Other Information (Optional Item): The proposer may include any other general information that the proposer believes is appropriate to assist the ARHA in its evaluation.


3.1.17 Proposal Submittal Method: Electronic proposal submission. through Housing Agency Market Place ha.internationaleprocurement.com.

It is preferable and recommended that the proposer organize the proposal submittals using clearly labeled tabs corresponding to each section. This format should allow ARHA to easily reference, copy, and reassemble the proposal as needed.
3.2 Proposal Submission: All proposals must be submitted on time through the Housing Agency Market Place https://ha.internationaleprocurement.com no later than the submittal deadline stated herein (or within any ensuing addendum).

Your response cover page must clearly denote the above noted RFP number and must have the proposer’s name and return address.  

The Housing Agency Market Place will automatically shut off the submittal option after the due date and time, and no one will be able to upload any documents after the submission deadline.

1. Access https://ha.internationaleprocurement.com 
2. Click on the “Login” button in the upper left side.

3. Find the RFP and Upload your proposals.
If you have any problems in accessing or uploading on the system, please call customer support at1-866-526-9266. 


The package exterior must clearly denote the above noted RFP number and must have the proposer’s name and return address. In addition, include one (1) flash drive of the entire submission in electronic file format (please note financial statements should not be included on the flash drive).  Proposals received after the published deadline will not be accepted.

3.2.1
Submission Conditions: DO NOT FOLD OR MAKE ANY ADDITIONAL MARKS,   NOTATIONS OR REQUIREMENTS ON THE DOCUMENTS TO BE SUBMITTED!  Proposers are not allowed to change any requirements or forms contained herein, either by making or entering onto these documents or the documents submitted any revisions or additions; and if any such additional marks, notations or requirements are entered on any of the documents that are submitted to the ARHA by the proposer, such may invalidate that proposal.  If, after accepting such a proposal, the ARHA decides that any such entry ARHAs not changed the intent of the proposal that the ARHA intended to receive, the ARHA may accept the proposal and the proposal shall be considered by the ARHA as if those additional marks, notations or requirements were not entered on such.  By accessing the noted Internet System, registering and downloading these documents, each prospective proposer that does so is thereby agreeing to confirm all notices that the ARHA delivers to him/her as instructed, and by submitting a proposal, the proposer is thereby agreeing to abide by all terms and conditions published herein and by addendum pertaining to this RFP.

3.2.2        Submission Responsibilities: It shall be the responsibility of each
proposer to be aware of and to abide by all dates, times, conditions, requirements and specifications set forth within all applicable documents issued by the ARHA, including the RFP document, the documents listed within the following Section 3.7, and any addenda and required attachments submitted by the proposer.  By virtue of completing, signing and submitting the completed documents, the proposer is stating his/her agreement to comply with the all conditions and requirements set forth within those documents.  Written notice from the proposer not authorized in writing by the Contracting Officer to exclude any of the ARHA requirements contained within the documents may cause that proposer to not be considered for award.  

3.3 Proposer's Responsibilities - Contact with the ARHA: It is the responsibility of the proposer to address all communication and correspondence pertaining to this RFP process to the Procurement Manager only.  Proposers must not make inquiry or communicate with any other ARHA staff member or official (including members of the Board of Commissioners) pertaining to this RFP. Failure to abide by this requirement may be cause for the ARHA to not consider a proposal submittal received from any proposer who did not abide by this directive.

3.3.1 Addenda: All questions and requests for information must be addressed in writing to the Procurement Manager.  The Procurement Manager will respond to all such inquiries in writing by addendum to all prospective proposers (i.e. firms or individuals that have obtained the RFP Documents).  During the RFP solicitation process, the Procurement Manager will NOT conduct any ex parte (a substantive conversation—“substantive” meaning, when decisions pertaining to the RFP are made—between the ARHA and a prospective proposer when other prospective proposers are not present) conversations that may give one prospective proposer an advantage over other prospective proposers.  This does not mean that prospective proposers may not call the Procurement Manager—it simply means that, other than making replies to direct the prospective proposer where his/her answer ARHA already been issued within the solicitation documents, the Procurement Manager may not respond to the prospective proposer’s inquiries but will direct him/her to submit such inquiry in writing so that the Procurement Manager may more fairly respond to all prospective proposers in writing by addendum.

3.4 Recap of Attachments: It is the responsibility of each proposer to verify that he/she ARHAs downloaded the following attachments pertaining to this RFP, which are hereby by reference included as a part of this RFP:

[Table No. 6]

	Tab No.
	Description

	1
	Letter of Transmittal

	2
	Form of Proposal: This Form is attached hereto as Attachment A to this RFP document.  This form must be completed, executed where provided thereon and submitted under this tab as a part of the proposal submittal.

	3
	Profile of Firm Form. The Profile of Firm Form is attached hereto as Attachment C to this RFP document.  This 2-page Form must be fully completed, executed, and submitted under this tab as a part of the proposal submittal. Attachment B

	4
	Proposed Services: Individuals and/or firms responding to this RFP shall state which of the above experiences detailed under Section 2.0 the response is submitted for.  ARHA will consider firms and/or individuals with specific subject-matter expertise and design a scope of service restricted solely to those enumerated areas. As more fully detailed within Section 2.0, Scope of Service Specifications and Section 3.0 Proposal Requirement, of this document, the proposer shall, at a minimum, clearly detail within the information submitted under this tab documentation showing:

	5
	Form HUD-5369-C (8/93), Certifications and Representations of Offerors, Non-Construction Contract: Attachment D 

	6
	Equal Employment Opportunity Certification, Form HUD-92010 –C Attachment E

	7
	Supplemental Instructions to Proposers & Contractors (SIPC) Attachment F

	8
	Subcontractor/Joint Venture Information (Optional Item): The proposer shall identify here under whether or not he/she intends to use any subcontractors for this job, if awarded, and/or if the proposal is a joint venture with another firm.  Please remember that all information required from the proposer under the proceeding tabs must also be included for any major subcontractors (10% or more) or from any joint venture.

List of Subcontractor’s –

	9
	Sample Contract Form Attachment G

	10
	Form W-9 – Request for Taxpayer Identification Number & Certification – Attachment H

	11
	References Attachment I

	12
	A copy of the bidder’s business license - allowing the bidder to provide such services within the City of Alexandria, Virginia. (Optional)

If the contract is awarded, the successful proposer will be required to provide a copy of business license before start the services. 

	13
	Other Information (Optional Item): The proposer may include any other general information that the proposer believes is appropriate to assist the ARHA in its evaluation.


4.0 PROPOSAL EVALUATION:

4.1 Evaluation Factors: The following factors will be utilized by the ARHA to evaluate each proposal submittal received; award of points for each listed factor will be based upon the documentation that the proposer submits within his/her proposal submittal:

                                                                                                                                              [Table No. 7]

	NO.
	FACTOR DESCRIPTION
	Maximum
Points

	1
	Past Experience with the management of similar multi-family apartment communities in the City of Alexandria or within a 20-mile radius. 

	20

	2
	Successful management of new facilities and experience in managing major capital projects.

	15

	3
	Experience of the firm and key personnel in managing affordable housing properties; demonstrated experience with marketing, initial occupancy, tenant files, and ongoing compliance; experience with management of public housing units.
 
	30 

	4
	References.


	5

	5

	Section 3 Policy.
	5

	6

	Proposed Management Fee.
	25

	
	Total Points: 


	100


In order to observe the operations of the firms being considered for this engagement, the selection panel may schedule a site visit of a property currently managed by the firm and schedule a visit to the central place of business.  Finalist may be required to make a presentation to the Selection panel and others at ARHA or the Board of Commissioners.  Owner may require, at its sole discretion, if a best and final offer will be required of the finalists.

4.2 Evaluation Method:

4.2.1 Initial Evaluation for Responsiveness: Each proposal received will first be evaluated for responsiveness (e.g., meets the minimum of the published requirements).  The ARHA reserves the right to reject any proposals deemed by the ARHA not minimally responsive (the ARHA will notify such firms in writing of any such rejection).
4.2.2 Evaluation Packet: An evaluation packet will be prepared for each evaluator, including the following documents:

4.2.2.1 Instructions to Evaluators;

4.2.2.2 Proposal Tabulation Form;

4.2.2.3 Copy of all pertinent RFP documents.

4.2.3 Evaluation Committee: The ARHA anticipates that it will select a minimum of a three-person committee to evaluate each of the responsive proposals submitted in response to this RFP.  PLEASE NOTE: No proposer shall be informed at any time during or after the RFP process as to the identity of any evaluation committee member.  If, by chance, a proposer becomes aware of the identity of such person(s), he/she SHALL NOT make any attempt to contact or discuss with such person anything related to this RFP.  As detailed within Section 3.5 of this document, the designated Procurement Manager is the only person at the ARHA that the proposers shall contact pertaining to this RFP.  Failure to abide by this requirement may (and most likely will) cause such proposer(s) to be eliminated from consideration for award.

4.2.4 Evaluation: The Senior Contract Manager will evaluate and award points pertaining to Evaluation Factors No. 1 (the “Objective” Factors).  The appointed evaluation committee, independent of the Senior Contract Manager or any other person at the ARHA, shall evaluate the responsive proposals submitted and award points pertaining to Evaluation Factors Nos. 2, and 3 (the “Subjective” Factors).  Upon final completion of the proposal evaluation process, the evaluation committee will forward the completed evaluations to the Procurement Manager.  

4.2.5 Determination of Top-ranked Proposer: The points awarded by the Evaluation Committee shall be combined with the points awarded by Procurement Manager to the final rankings, which shall be forwarded by the Procurement Manager to the CEO for approval.  
4.2.6 Award Recommendation: As detailed within the following Section 5.1.1, if the ensuing contract award is $100,000 or greater, the final ranking will be forwarded to the ARHA Board of Commissioners (BOC) at their next regularly scheduled meeting for approval. The ARHA BOC will then make its determination as to whether or not to follow the evaluation committee’s recommendation. Contract price negotiations may, at the ARHA’s option, be conducted prior to and/or after the BOC approval.
4.2.7 Notice of Results of Evaluation:  If an award is completed, all proposers will receive by e-mail a Notice of Results of Evaluation.  Such notice shall inform all proposers of:

4.2.7.1 Which proposer received the award;

4.2.7.2 Where each proposer placed in the process as a result of the evaluation of the proposals received;
4.2.7.3 Each proposer’s right to a debriefing.
4.2.8 Restrictions: All persons having familial (including in-laws) and/or employment relationships (past or current) with principals and/or employees of a proposer entity will be excluded from participation on the ARHA evaluation committee.  Similarly, all persons having ownership interest in and/or contract with a proposer entity will be excluded from participation on the ARHA evaluation committee.

5.0 CONTRACT AWARD:

5.1 
Contract Award Procedure: If a contract is awarded pursuant to this RFP, the following detailed procedures will be followed:

5.1.1 
By completing, executing and submitting the Form of Proposal, Attachment A, the “proposer is thereby agreeing to abide by all terms and conditions pertaining to this RFP as issued by the ARHA, either in hard copy or on the noted eProcurement System,” including the contract clauses already attached as Attachment N and O.  Accordingly, the ARHA has no responsibility to conduct after the submittal deadline any negotiations pertaining to the contract clauses already published.
5.2 Contract Conditions: The following provisions are considered mandatory conditions of any contract award made by the ARHA pursuant to this RFP:

5.2.1 Contract Form: The ARHA will not execute a contract on the successful proposer's form--contracts will only be executed on the ARHA form (please see Sample Management Agreement (Attachments N and O), ARHA will pay a separate fee for implementation of an approved Marketing, and pre-leasing and occupancy plan (Sample marketing plan attached as Attachment P). By submitting a proposal the successful proposer agrees to enter into a final contract with ARHA (please note that the ARHA reserves the right to amend this form as the ARHA deems necessary).  However, the ARHA will during the RFP process (prior to the submittal deadline) consider any contract clauses that the proposer wishes to include therein and submits in writing a request for the ARHA to do so; but the failure of the ARHA to include such clauses does not give the successful proposer the right to refuse to execute the ARHA's contract form.  It is the responsibility of each prospective proposer to notify the ARHA, in writing, prior to submitting a proposal, of any contract clause that he/she is not willing to include in the final executed contract and abide by.  The ARHA will consider and respond to such written correspondence, and if the prospective proposer is not willing to abide by the ARHA's response (decision), then that prospective proposer shall be deemed ineligible to submit a proposal.  The contract language amendments should be included as an attachment to the Proposer’s cover letter.
5.2.1.1
Please note that the ARHA has no legal right or ability to (and will not) at any time negotiate any clauses contained within ANY of the HUD forms included as a part of this RFP.

5.2.2 
Assignment of Personnel: The ARHA shall retain the right to demand and receive a change in personnel assigned to the work if the ARHA believes that such change is in the best interest of the ARHA and the completion of the contracted work.

5.2.3 Unauthorized Sub-Contracting Prohibited: The successful proposer shall not assign any right, nor delegate any duty for the work proposed pursuant to this RFP (including, but not limited to, selling or transferring the contract) without the prior written consent of the Contracting Officer (CO).  Any purported assignment of interest or delegation of duty, without the prior written consent of the CO shall be void and may result in the cancellation of the contract with the ARHA, or may result in the full or partial forfeiture of funds paid to the successful proposer as a result of the proposed contract; either as determined by the CO.

5.3 Contract Period: The ARHA anticipates that it will initially award a contract for the period of three (3) years with the option, at the ARHA’s discretion, of two (2) additional one-year option renewal periods, for a maximum total of 5 years. 

5.4 Licensing and Insurance Requirements:  Prior to award (but not as a part of the  proposal submission) the successful proposer will be required to provide: 

5.4.1 An original certificate evidencing the proposer’s current industrial (worker’s compensation) insurance carrier and coverage amount;

5.4.2 An original certificate evidencing General Liability coverage, naming the ARHA as an additional insured, together with the appropriate endorsement to said policy reflecting the addition of the ARHA as an additional insured under said policy (minimum of $1,000,000 each occurrence, general aggregate minimum limit of $2,000,000, together with damage to premises and fire damage of $50,000 and medical expenses any one person of $5,000), with a deductible of not greater than $1,000;
5.4.3 An original certificate showing the proposer's professional liability and/or "errors and omissions" coverage (minimum of $1,000,000 each occurrence, general aggregate minimum limit of $2,000,000), with a deductible of not greater than $1,000;

5.4.4 An original certificate showing the proposer's automobile insurance coverage in a combined single limit of $1,000,000.  For every vehicle utilized during the term of this program, when not owned by the entity, each vehicle must have evidence of automobile insurance coverage with limits of no less than $50,000/$100,000 and medical pay of $5,000.

5.4.5 A copy of the proposer’s business license allowing that entity to provide such services within the City of Alexandria, Virginia.
5.4.6 If applicable, a copy of the proposer's license issued by the State of Virginia licensing authority allowing the proposer to provide the services detailed herein.

5.5 Right to Negotiate Final Fees: The ARHA shall retain the right to negotiate the amount of fees that are paid to the successful proposer, meaning the fees proposed by the top-rated proposer may, at the ARHA's options, be the basis for the beginning of negotiations.  Such negotiations shall begin after the ARHA has chosen a top-rated proposer.  If such negotiations are not, in the opinion of the Contracting Officer successfully concluded within 5 business days, the ARHA shall retain the right to end such negotiations and begin negotiations with the next-rated proposer.  The ARHA shall also retain the right to negotiate with and make an award to more than one proposer, as long as such negotiation(s) and/or award(s) are addressed in the above manner (i.e. top-rated first, then next-rated following until a successful negotiation is reached).

5.6 Contract Service Standards: All work performed pursuant to this RFP must conform and comply with all applicable local, state and federal codes, statutes, laws and regulations.
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