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SECTION I 
 
 

Notice of Request for Proposals 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Aurora Housing Authority 
 
 

DATE:       JULY 5, 2017 
 
PROJECT TITLE:  PROGRAM MANAGEMENT SERVICES 
 
DELIVERY DATE/TIME:    JULY 21, 2017; 1:30PM, CST   
 
The Aurora Housing Authority (AHA) is requesting proposals from qualified firms (RFP) 
or individuals for Program Management Services under emergency management 
authority.  The public exigency or emergency for the procurement will not permit a delay 
resulting from competitive selection. 
 
The firm or individual selected will assist the Authority with the day to day management 
and oversight of the Aurora Housing Authority at the direction of the Aurora Board of 
Commissioners. 
 
Request for Proposal (RFP) documents are available for pick up at the Aurora Housing 
Authority administration building, located at 1449 Jericho Circle, Aurora, IL 60506. 
 
“This opportunity is covered under Section 3 of the HUD Act of 1968.”.    
 
Program Management Services will be evaluated according to criteria described within 
the RFP.  This will ensure that appropriate standards of ability, experience, performance, 
and integrity will be met. Proposals will be comparatively judged on the basis of, but not 
limited to, cost, organization of personnel, completion of work similar in scope, and 
performance and quality of work previously completed. 
 
Proposals, in accordance with the conditions stated in the RFP, must be received no later 
than 1:30pm, CST, July 21, 2017.  Faxed or email proposals will not be accepted.  Any 
proposals received after the deadline will be returned unopened. 
 
By submitting a proposal, each respondent is affirming his/her commitment to comply with 
the Laws of the State of Illinois, governing Fair Employment Practices and with all rules 
and regulations of the US Department of Housing and Urban Development, governing 
Equal Employment Opportunities, Section 3, and Non-discriminatory Practices.  The 
Housing Authority reserves the right to reject any or all Proposals and/or to waive any 
informality in the selection process. 
 
Proposals should be prepared in accordance with the attached instructions and will be 
evaluated by the AHA evaluation team, as described within the RFP under evaluation 
factors for award. 
 
     Aurora Housing Authority  
July 5, 2017 
     William Powell, Chairman 

 



 

 
 
 
 
 
 
 

SECTION II 
 
 

General Information 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

General Information: 
 



 

The Aurora Housing Authority (AHA) was founded in the 1940’s and charged with the 
mission of providing safe, sanitary, decent, and affordable housing for the people of the 
City of Aurora.  With funding from the US Department of Housing and Urban 
Development, the AHA provides housing for nearly 2,000 households through the Low 
Income Public Housing and Housing Choice Voucher Programs.  Through partnerships 
with local and regional non-profits, the AJA also promotes educational achievement and 
self-sufficiency. 
 
The Aurora Housing Authority, through its business activities, provides nearly $17.2 
million annually to local contractors, landlords, and business owners and helps to support 
minority owned and operated businesses nationwide. 
 
Low Income Public Housing Program 
The AHA owns and operates 648 units of public housing in five (5) apartment complexes 
and fifty-nine (59) scattered sites throughout the City of Aurora.  These properties are 
owned, managed, and maintained by the AHA.  Properties are located in both East and 
West Aurora, and are located in school districts 129, 131, 204.  Units range from studio 
apartments to five (5) bedroom single family homes, and come in a range of styles 
including ranch, bi-level, modern, and traditional. 
 
Through funding provided by the US Department of Housing and Urban Development, 
the AHA is able to offer these units to families earning less than 80% of the area median 
income at rents that do not exceed 30% of their adjusted monthly income. 
 
As a part of the AHA’s newly approved strategic plan, the AHA is now operating three (3) 
unit tiers, as part of the Signature Series Tiered Housing Program.  This program creates 
three (3) distinct levels of housing, each with increasingly appealing amenities and 
locations.  As a family increases their income, they have the option to move to a higher 
tier which will, as a part of their increased rent, provide the family with access to a portfolio 
of new amenities.  Examples include hardwood flooring, ceramic floor tile, sing family 
style homes, and larger unit sizes with more desirable floor plans, new cabinetry, granite 
countertops, professional landscaping, and premier management services through the 
AHA’s partnership with the Northern Lights Development Corporation. 
 
To aid with our clients’ efforts to become self-sufficient, the AHA offers the Resident 
Opportunities and Self Sufficiency (ROSS) program.  The ROSS program partners with a 
coordinator, who will help clients to set and achieve educational, employment, or other 
goas that will help them find their way on the patch to self-sufficiency. 
 
Housing Choice Voucher Program 
In addition to the public housing subsidized assistance program, the AHA administers the 
Housing Choice Voucher Program which was created in 1974.  This program is a private 
sector rent subsidy program for low and moderate income persons and families. 
Participants are allowed to live in decent, safe, and sanitary housing units of their own 
choosing, located within the City of Aurora or other communities, in some cases.  
Qualified participants are issued Housing Choice Vouchers. 
 
Before a participant may move into a unit, the units must pass a pre-move inspection 
(based on HUD Housing Quality Standards and local code requirements).  All units must 



 

be the proper size for the family (based on the number of bedrooms) and the landlord 
must agree to execute a separate lease with the participant and a Housing Assistance 
Payment (HAP) Contract between the landlord and the AHA.   
 
The Housing Choice Voucher Program allows the AHA to provide subsidized housing 
assistance for 800 qualified low income participants above and beyond the public housing 
units. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 

SECTION III 
 
 

Instructions  
for  

Program Management Services Provider 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

INSTRUCTIONS FOR PROPERTY MANAGEMENT SERVICES PROVIDER 
 



 

A. PROPOSAL FORMS 
 

1.  If applicable, all Proposals must be submitted on forms furnished by the Housing 
Authority and shall be subject to all requirements of the Specifications. 

 
2. One (1) original and seven (7) copies of each Proposal must be submitted to the 

Housing Authority for review. 
 

3. Proposal documents shall be sealed in an envelope which shall be clearly labeled 
with the words, “Program Management Services Provider”, and show the name of 
the firm, date and time of the scheduled opening (July 21, 2017 – 1:30pm). 

 
B. INTERPRETATIONS 
 
No oral interpretations will be made to any firm as to the meaning of the Specifications.  
Every request for an interpretation must be made in writing and any inquiry received by 
July 10, 2017 will be given consideration.  Interpretations will be in the form of Addenda, 
which will be on file at the Housing Authority offices, no later than July 19, 2017.  In 
addition, each Addendum will be faxed and mailed to each firm, but it shall be the firm’s 
responsibility to make an inquiry as to the Addenda issued.  All such Addenda shall 
become a part of the contract and all firms shall be bound by such Addenda, whether or 
not received by the firm. 
 
C. NON-COLLUSIVE AFFIDAVIT 
 
Each firm submitting a Proposal for any portion of the work contemplated by the attached 
documents shall execute an Affidavit in the form provided by the Housing Authority, to the 
effect that it (or any of its officials, employees or representatives) has not colluded with 
any other person, firm or corporation in regard to any Proposal submitted.  Such Affidavit 
shall be attached to the Proposal. 
 
D. TIME FOR RECEIVING PROPOSALS 
 

1. Proposals received prior to the time of opening will be safely secured.  The person 
whose duty it is to open them will decide when the specified time has arrived, and 
no Proposal received thereafter will be considered, except when a Proposal arrives 
by mail after the time fixed for opening, but before the award is made.  Specifically, 
it must be shown to the satisfaction of the person authorized to make the award 
that the non-arrival on time was due solely to delay in the mail for which the firm 
was not responsible and that the proposal was mailed prior to the time considered.  
No responsibility will be assumed by the Housing Authority for the premature 
opening of a Proposal not properly addressed and identified.  Unless specifically 
authorized, telegraphic proposals will not be considered, but modification by 
telegraph of a proposal already submitted will be considered, if received prior to 
the hour set for opening. 

 
2. Prospective firms are cautioned that, while telegraphic modifications of proposals 

may be received, as provided above, such modifications, if not explicit and if in any 
sense subject to misinterpretation, shall make the Proposal so modified or 
amended subject to rejection. 

 
E. OPENING OF PROPOSALS 



 

 
At the time and place fixed for opening of Proposals, every Proposal received within the 
time fixed for receiving such documents will be opened and publicly read aloud.  Any firm, 
their representatives and any other interested party may be present. 
 
G. AWARD OF CONTRACT: REJECTION OF PROPOSALS 
 

1. The Housing Authority recognizes its responsibility to maximize the use of every 
dollar it receives.  However, the selection of the Firm to be awarded the contract 
will be made based on the evaluation factors. Evaluation factors have been 
developed to govern the review and selection of the most qualified firm to provide 
the highest quality service, most economically to the Authority.  

 
2. The Housing Authority is prohibited from making any awards to any individuals or 

consultants who are on lists of contractors ineligible to receive awards from the 
United States, as furnished from time to time by HUD. (See Certification of 
Debarment form, HUD-2992, in Section VIII.) 

 
3. The Housing Authority also reserves the right to reject Proposals from any firm 

which has previously failed to properly perform contracts of a similar nature, which 
is not in a position to perform the contract; or which has habitually and without just 
cause neglected the payment of bills or otherwise disregarded its financial and 
professional obligations. 

 
H.  EXECUTION OF CONTRACT 
 

1. Subsequent to the award and within ten (10) days after the prescribed forms are 
presented for signature, the successful firm shall execute and deliver to the 
Housing Authority a contract with accompanying forms in a format acceptable to 
the Housing Authority. 

 
2. The failure of the successful firm to execute such a contract and associated 

documents within ten (10) days after the prescribed forms are presented for 
signature, or within such extended period as the Housing Authority may grant 
based upon reasons determined adequate by the Housing Authority, shall 
constitute a default, and the Housing Authority may either award the contract to 
the next responsible firm or re-advertise for Proposals. 

 
I. EQUAL EMPLOYMENT OPPORTUNITY 
 
Attention is called to the Equal Employment Opportunity and Affirmative Action Provisions 
and Requirements of all contracts entered into by the Housing Authority.  All Proposals 
will be considered without regard to race, color, religion, sex, national origin, age, and 
marital or veteran status, the presence of a non-job related medical condition or disability 
or any other legally protected status. 

 
 
 
 
 
 
 



 

 
 
 
 

 
 
 

SECTION IV 
 

Non-Collusive Affidavit 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

NON-COLLUSIVE AFFIDAVIT  
 



 

 
State of ____________  ) 
 
County of ___________  ) S.S. 
 
 

____________________________, being duly sworn, deposes and says that: 

(1) He/She is the _______________________ of _________________, the Program 

Management Services Provider that has submitted the attached Proposal; 

(2) He/She is fully informed respecting the preparation and contents of the attached 

Proposal and of all pertinent circumstances respecting such Proposal; 

(3) Such Proposal is genuine and is not a collusive or sham offer; 

(4) Neither said Firm nor any of his/her officers, partners, owners, agents, 

representatives, employees or parties in interest, including this affiant, has in any way 

colluded, conspired, connived or agreed, directly or indirectly, with any other firm or 

person to submit a collusive or sham bid in connection with the contract for which the 

attached Proposal has been submitted or to refrain from making a Proposal in connection 

with such contract, or has in any manner, directly or indirectly, sought by agreement, or 

collusion or communication or conference with any other firm or person on prices in the 

attached Proposal or of any other firm or, to fix any overhead, profit, or cost element of 

the contract or contract of any other firm, or to secure through any collusion, connivance, 

or unlawful agreement any advantage against the Aurora Housing Authority or any person 

interested in the proposed contract; and 

(5) Any bids proposed pursuant to this Proposal will be fair and proper and will not be 

tainted by collusion, conspiracy, connivance, or unlawful agreement on the part of the 

firm or any of its agents, representative, owners, employees, or parties in interest, 



 

including this affiant. 

 
(Signed) ____________________________    __________________________    
   Title 

 

State of ___________________ ) 

 

County of __________________ )  S.S. 

Subscribed and sworn to before me this  

 

______ day of ______________, 20_____. 

 

__________________________________ 

 

Notary Public for ____________________ 

     

 

My commission expires _________________, 20_____. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 

SECTION V 
 
 

Proposal Form 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

AURORA HOUSING AUTHORITY 
PROPOSAL FORM  



 

 
Program Management Services Provider 

 
 
 

Name of Firm: _________________________________________ 
 
License/ 
Professional Registration Number:     _______________________ 
 
FEIN:  
 _________________________________________ 
 
Address of Firm: _________________________________________ 
 
  
 _________________________________________ 
 
Phone Number:  ____________________  FAX:________________ 
 
 
 
Acknowledgement of Request for Proposal Amendments: 
 
Number(s): __________ Date(s): ___________ 
 

 
 

Respondent agrees to provide services, as specified, for the fixed lump sum 
amount of:    

 
____________________________________________Dollars (______________)  

 
  

To be paid: ____________________________________________________. 
  

 
 

Discount for Prompt Payment:______%  _______Days 
 
 
 
 

____________________________________              _________________________ 
Authorized Signature/Title   Date of Proposal 

 
 

 



 

 
 
 
 
 

SECTION VI 
 
 

Basic Specifications  
for  

Program Management Services Provider 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 AURORA HOUSING AUTHORITY  
BASIC SPECIFICATIONS FOR  

PROGRAM MANAGEMENT SERVICES PROVIDER 
 

A.   GENERAL PROVISIONS 
 
The Aurora Housing Authority (AHA) is requesting proposals from qualified firms (RFP) 
or individuals for Program Management Services under emergency management 
authority.  The public exigency or emergency for the procurement will not permit a delay 
resulting from competitive selection. 
 
The firm or individual selected will assist the Authority with the day to day management 
and oversight of the Aurora Housing Authority at the direction of the Aurora Board of 
Commissioners. 
 
Request for Proposal (RFP) documents are available for pick up at the Aurora Housing 
Authority administration building, located at 1449 Jericho Circle, Aurora, IL 60506. 
 
Aurora Housing Authority is seeking to encourage participation by respondents who are 
MBE/WBE or Section 3 business enterprises.    
 
Program Management Services will be evaluated according to criteria described within 
the RFP.  This will ensure that appropriate standards of ability, experience, performance, 
and integrity will be met. Proposals will be comparatively judged on the basis of, but not 
limited to, cost, organization of personnel, completion of work similar in scope, and 
performance and quality of work previously completed. 
 
Proposals, in accordance with the conditions stated in the RFP, must be received no later 
than 1:30pm, CST, July 17, 2017.  Faxed or email proposals will not be accepted.  Any 
proposals received after the deadline will be returned unopened. 
 
By submitting a proposal, each respondent is affirming his/her commitment to comply with 
the Laws of the State of Illinois, governing Fair Employment Practices and with all rules 
and regulations of the US Department of Housing and Urban Development, governing 
Equal Employment Opportunities, Section 3, and Non-discriminatory Practices.  The 
Housing Authority reserves the right to reject any or all Proposals and/or to waive any 
informality in the selection process. 
 
Proposals should be prepared in accordance with the attached instructions and will be 
evaluated by the AHA evaluation team, as described within the RFP under evaluation 
factors for award. 
  

i. Requirements 
 

1. All Firms submitting Proposals must execute a non-collusive affidavit and attest by 
submittal of a signed Proposal Form to comply with all general and specific 
conditions of this Request for Proposals, in addition, a signed Certification of Non-
Debarment Form must be included in Proposal. 

 



 

ii. Terms 
 

1. The AHA intends to enter into an agreement with one firm for the Program 
Management Services Provider, subject to the Evaluation Process and Board 
approval.  The work to be covered by this contract is to consist primarily of, but not 
to be limited to the brief description listed under Statement of work for Program 
Management Services Provider. 

 
2. The Housing Authority recognizes its responsibility to maximize the use of every 

dollar it receives.  However, the selection of the Firm to be the awarded contract 
will be made based on the evaluation factors. Evaluation factors have been 
developed to govern the review and selection of the most qualified firm to provide 
the highest quality service, most economically to the Authority.  

 
3. If an agreement cannot be met with the highest rated firm, the Authority will 

negotiate with the next highest rated firm.  
 

4. Either party may cancel the contract at any time when a ninety (90) day written 
notice is given prior to the intended termination date.   

 
5. Each offeror by submitting a Proposal to the RFP is affirming his/her commitment 

to comply with the Laws of the State of Illinois governing Fair Employment 
Practices and with all rules and regulations of HUD governing Equal Employment 
Opportunities and Non-discriminatory Practices. 

 
 
B.  BACKGROUND  
 
The Program Management Services Provider will carry out administrative and consulting 
functions necessary to managing the people in an organization from the time they apply 
for the job to when they leave. This includes assisting management, operating programs, 
and carrying out activities prescribed by law, executive order, OMB Circulars, OPM 
regulation, and department and agency policy and regulations. The primary programs are 
positions classification, recruitment, internal placement, training and development, 
employee relations, benefits and services, collecting and processing data and record 
keeping. The Program Management Services Provider informs and helps employees 
regarding rights, benefits and procedures, while also advising and assisting managers, 
and supervisors to perform their responsibilities in managing their people. In addition, the 
service provider has regular or as-needed interface and communications with certain 
elements of outside agencies OPM, DOL, EEOC, and Housing Authority’s Labor 
Relations. Within the serviced activity the office has similar degrees of connections with 
legal, medical, safety, security, and law enforcement organizations on matters regarding 
the Housing Authority’s safety.  
 
 
 
 
 
 



 

C. SCOPE OF WORK  
 
SCOPE OF SERVICES  
 
The selected respondent will be responsible for the day to day activities of the AHA and 
staff in carrying out of its mission under the direction of the AHA Board of Commissioners 
or its representative for an initial period of three (3) months from acceptance of contract 
by both parties. 
 
Specific responsibilities include the following:  The Program Management Services 
Provider is responsible to a seven (7)-member Board of Commissioners.  Services 
Provider must have progressively responsible leadership experience and a proven record 
of success in public housing management.  Services Provider with experience in public 
housing redevelopment projects, including a working knowledge of financial mechanisms 
used to fund these projects are preferred.  Qualified Services Provider must demonstrate 
strategic leadership and relationship-building skills.  The ideal services provider will be a 
strong leader with vision and integrity who can work with outside entities to develop 
consensus goals and direct resources and implement programs to achieve the goals.  
The candidate must have a positive management style, excellent communication skills, 
ability to develop positive relationships with public officials, Board of Commissioners, 
staff, residents, and the public.  Must possess strong administrative, management, 
organization, and leadership skills.  Job duties include: preparing budgets, reports, and 
grant applications, public relations, personnel management, and planning.  Must be able 
to direct staff to operate the core programs in compliance with the Public Housing 
Assessment System (PHAS) and the Section Eight Management and Assessment 
Program (SEMAP). Review and give direction regarding AHA’s affiliate, Northern Lights.  
Assist AHA with recruitment and hire of Executive Director and/or pursue any other 
housing initiative that will bring permanent solution to the vacated Executive Director 
position. Must be bondable.   
 
 
D.  REQUIREMENTS 
 
Program Management Services Provider Work Requirements: The Provider shall provide 
in their area of expertise all services, personnel, and if required, facilities, equipment and 
materials necessary to perform the work described by this Statement of Work, and 
specified in the individual task order. Services may be performed at the Service Provider’s 
facility – if so required. Any facilities, equipment, and materials furnished by the 
Government will be in accordance with the Government property clauses in the contract. 
The Service Provider shall exercise due diligence in providing the services. 
 
The Service Provider’s partners and staff shall have the specialized expertise to perform 
specific tasks in the individual task order in accordance with any applicable Federal law, 
regulation, or agency specific requirement and any applicable professional standard. 
Ordering activities may state the specifics in the tasks order.  
 
Prior to the start of work, the Program Management Services Provider, at minimum shall 
spend sufficient time inside the ordering agency to clear existing policy and processes, 
transfer records, and work with agency personnel to ensure the services provided meet 



 

task order specifications. Depending upon the agency requirements, this may or may not 
be part of the specific task order implementing the services.  
 
Program Management Services Provider Qualifications: The Service Provider’s staff must 
collectively possess professional, proficiency, experience, knowledge, and skills to 
perform the required tasks. The Service Provider shall ensure that its staff maintains any 
generally required professional certification, accreditation, and proficiency relative to their 
area of expertise. The Service Provider shall retain documentation of such records. The 
Government will not pay expenses to meet this requirement. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 

SECTION VII 
 

Evaluation Factors/Selection Criteria 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 

SELECTION CRITERIA 
 

The following criteria shall be used to evaluate the Service Provider Proposal:    
                        
    Maximum No.  
                   of Points           RATING 
 
 
Past performance and previous experience with Executive staff  30  _____ 
and Supervisory Personnel assigned to the areas of successful  
public housing program management services  
(List detailed project descriptions).   
 
Project Description and Owner/Manager References for at least 25  _____ 
three (3) projects your firm has completed of similar nature.      
Experience working with Housing Authorities and providing 
Program management services. 
  
Evidence of experience and ability to comply with Section 3      5  _____ 
requirements.      
 
Demonstrates and understands the responsibility for ensuring 15  _____ 
that the agency complies with and scores high under both 
PHAS and SEMAP.               
 
Program Management Services Provider demonstrates strong 10  _____ 
communication, technical and analytical skills dealing with  
the operation of a PHA and the management of staff. 
 
Reasonable Cost.     15  _____ 
    
     Total  _____ 
 
Offeror has submitted all required forms and certifications.  
(Non-Collusive Affidavit, Proposal Form)     yes or no _____ 
 
Certified statement of non-debarment form HUD-2992, 
attached under Section VIII-A, is included or can be provided.   yes or no  _____ 
    
Evidence the firm has the required general liability insurance  
and will name the HAJ as additional insured is included.   yes or no _____ 
 
In the event an agreement cannot be reached with the highest ranking firm/individual, HAJ 
reserves the right to select an alternate firm.  The Housing Authority further reserves the right to 
reject any or all Proposals, if it is in the best interest of the Authority to do so. 
 



 

Should two (2) or more firms receive substantially equal evaluations, the Housing Authority will 
provide small or minority firms with the opportunity to perform or otherwise participate.    

 
  
 
 
 
 
 
 
 
 

SECTION VIII 
 
 

HUD Documents 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 
 
 

SECTION VIII (A) 
 

Required Proposal / Proposal Documents 
 
 
 

Certification Regarding Debarment and Suspension (HUD-2992),  
Assurance of Compliance – Executive Order 11246,  

Section 3 Clause (24CFR, Part 135.38) – Attachments to Contract 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 

SECTION VIII (B) 
 

Non-Construction Bidding  
& Contract Documents 

 
 

Instructions to Offerors (HUD-5369-B), 
Certifications and Representations of Offerors (HUD-5369-C), 

General Contract Conditions (HUD-5370-C), 
Non-Construction Contract (HUD-51915), & 

Non-Construction Contract Provisions (HUD-51915-A) 
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