Appendix C
Sample Request for Proposal (RFP)
Introduction
[bookmark: _GoBack][bookmark: Text1]The Insert legal name of housing provider (hereinafter called the “housing provider” is accepting Proposals for property management services from experienced property management firms.   The Legal name of housing provider is governed by a Board of Directors responsible for insert total # of  units (e.g.. 20, 40) insert type of  units (i.e. townhouses, apartments, etc.)  consisting of insert # of rent-geared-to-income units  rent-geared-to-income (RGI) units and insert # of Market units, if applicable  Market units.   Units are rented to specify household type i.e. seniors, families, etc.  and tenancies are subject to the Housing Services Act, 2011.  Vacancies of RGI units are offered to prospective tenants from a chronological wait list administered by the United Counties of Leeds and Grenville, Community and Social Services Division, Social Housing Registry.  The legal name of housing provider is partially funded by the United Counties of Leeds and Grenville, who is the Service Manager.

This Request for Proposal invites proposals from property management firms to provide property management, administrative and financial services in an effective and cost-efficient manner.  The legal name of housing provider is committed to: 
· Providing safe and affordable rental accommodations;
· Maintaining units and properties in a satisfactory state of repair;
· Being fiscally accountable to stakeholders;
· Managing the housing portfolio in a professional manner;
· Fostering a sense of well-being and belonging for all tenants/members in the community.  

Preference may be given to property management firms who have effectively managed rent-geared-to-income properties.   The successful Proponent will be offered a three-year contract, with two optional extensions of one year (maximum of five years), at which time a new Request for Proposals will be solicited.  

Scope of Services 
The services to be provided by the successful Proponent will include, but not be limited to:  
· Property management and administration of the housing portfolio including the provision of staff, if applicable; 
· Operational planning and financial management of the portfolio within the approved budget and attaining the Board’s objectives and strategic directions; 
· Implementation of policies and procedures as directed by the Board and the Service Manager;
· Compliance with legislative requirements (e.g. Housing Services Act, Residential Tenancies Act, Building Code, Fire Code);
· Calculation of accurate rent-geared-to-income (RGI);
· Timely collection and accounting for all rents, receivables and deposits; 
· Serving notices and filing applications under the Residential Tenancies Act for arrears, damages, interference with reasonable enjoyment, etc.;
· Tenant relations pursuant to the terms of the Lease Agreement and legislative authority;
· Managing cash flow for the portfolio and ensuring invoices are paid in a timely manner;
· Timely reporting to the Board of Directors (monthly, quarterly and annually), including variances from budget and year-to-date, maintenance, tenant relations, vacancies and other relevant operational reports;
· Bookkeeping shall be performed in accounting software that is easily transferrable to the housing provider at the end of the contract;
· Procurement, contract administration and management of all operating, maintenance and security services as required and directed by the Board, and subject to the Conflict of Interest Directive issued by the Service Manager;
· Preparation of operating and capital budgets, monthly financial statements, Annual Information Return and other reports requested by the Board and/or Service Manager.

NOTE:  Edit and/or add to the above services based on requirements established by the Board for the position.

Work Schedule
Initially, a project plan and schedule will be determined with the successful Proponent and the legal name of housing provider.  Regular operating hours shall be determined. 

Mandatory Requirements
Proponents must clearly demonstrate the following in their proposal:   
· Experience in effective property management and tenant/member relations; 
· Knowledge of social housing administration and reporting to a Board of Directors;
· Ability to develop and manage an operating and capital repairs budget;
· Capacity to provide professional and timely 24 hour on-call service for after-hours emergencies;
· Demonstrate that the firm has comprehensive general liability insurance, acceptable to the housing provider, and subject to limits of not less than Two million dollars ($2,000,000) inclusive per occurrence for bodily injury (including death), and damage to property including loss of use thereof;
· Automobile liability coverage in an amount not less than Two Million Dollars ($2,000,000); 
· As applicable, the property management firm shall provide and maintain workers’ compensation insurance in accordance with the requirements of the Workers’ Compensation Act of the province of Ontario and shall otherwise comply with all employment, environmental and other laws, regulations and by-laws applicable to its operations;
· Proposed monthly fee. 
NOTE:  The above are suggested requirements only.  Each housing provider must identify needs specific to the portfolio and edit this section accordingly.  

Timetable for RFP Process

	Date
	Event

	
	Publish Request for Proposal (RFP)

	
	Deadline for Proponent Questions

	
	Sealed RFP submissions due on or before this time/date
Note:  Late submissions will be deemed non-compliant and will be rejected

	
	Anticipated timeline for evaluation by Board of Directors



This timetable is provided as general guidance only and except for the RFP submission date and time, the above timelines are subject to change without necessity of addendum.  

Questions and Inquiries
It is the responsibility of the Proponent to seek clarification from the legal name of housing provider on any matter in this Request for Proposal considered to be unclear, ambiguous or inconsistent.  The legal name of housing provider shall not be responsible for any misunderstanding on the part of the Proponent concerning this RFP.  Proponents who fail to raise any questions or concerns they may have, do so at their own risk.  

Proponents may not at any time communicate directly or indirectly with any member of the Board, selection committee, staff, or media, in relation to this RFP, or any contract awarded pursuant to this RFP without obtaining the written permission of the legal name of housing provider.

To provide fair and equal opportunity for all, Proponents’ questions shall only be accepted in writing by fax or electronic mail with the subject line of any electronic transmission stating “Request for Proposal - Property Management Services and submitted to: 

Insert name, address and other contact information for the individual receiving Requests for Proposal 

Questions shall not be received after insert a final date and time for submitting questions to allow all Proponents ample time to prepare their submissions.  Responses to questions shall be shared with all Proponents, without identifying the inquiring party. 




Addendums
An addendum shall be issued to all Proponents in all cases where questions result in changes or clarification to bid documents.  Proponents must give consideration, sign, and include all addenda (signed) when preparing its submission.

Submission Requirements
All submissions must include as a minimum, but are not limited to, the following information: 
· Executive summary, highlighting the firm’s credentials and experience relevant to the Request for Proposal.
· A copy of the business name registration of the property management firm, if applicable. 
· A profile of the firm that includes the legal name and address of the property management firm, personnel, and resources available to provide quality delivery of services.
· Resumes including particulars of expertise and experience of proposed project staff.
· Matrix or checklist explaining how each mandatory requirement is met. 
· Description of the financial methods, processes and systems utilized by your firm in monitoring, controlling and reporting operational expenditures.  Provide samples of report forms used by your firm to report to the Board of Directors.  Describe your success in producing operating surpluses in housing portfolios.
· Explanation of how the Proponent’s submission will meet the requirements presented in this RFP. 
· A statement that clearly indicates what services, which the housing provider might otherwise expect, are not provided within your proposal.
· Availability of the Proponent. 
· Verification of General Liability Insurance subject to limits of not less than Two million dollars ($2,000,000) inclusive per occurrence for bodily injury (including death), and damage to property including loss of use thereof; Automobile liability coverage in an amount not less than Two Million Dollars ($2,000,000); and
· As applicable, the property management firm shall provide and maintain workers’ compensation insurance in accordance with the requirements of the Workers’ Compensation Act.
· Annual management fee for performing all services identified in the Scope of Work.


Privacy and Confidentiality
All information supplied to the legal name of housing provider in this document becomes the property of the legal name of housing provider  and is subject to the provisions of the Freedom of Information and Protection of Privacy Act and the Municipal Freedom of Information and Protection of Privacy Act.  Disclosure of information contained within this document will only be made in accordance with the Act.

Any documents, information, and materials provided by the legal name of housing provider in this RFP or at any time during this RFP process, whether in verbal, written, or machine-readable form, are considered by the legal name of housing provider as confidential information.  Any Proponent who receives a copy of this RFP, whether or not they submit a Proposal, shall maintain this information as strictly confidential at all times and shall not communicate such information, documents or materials to any third party without the prior written consent of the legal name of housing provider, even after award of the Contract. 

Rights of the Housing Provider
This Request for Proposal may be cancelled in whole or in part without penalty, if:
· Fees in the submissions exceed the funds allocated for the purpose of this RFP;
· There has been a substantial change in the requirements after the RFP has been issued; 
· Information is received by the housing provider after the RFP has been issued that the provider feels substantially alters the procurement;
· There was insufficient competition to provide the level of service required, or 
· For any other reason.  

The legal name of housing provider reserves the right to: 
· deem non-compliant and disqualified from further evaluation any proposal that does not include the minimum submission requirements stated above.
· seek clarification and request additional information, documentation, and statements specific to the proposal after the submission timeline.   Such clarification shall not provide opportunity to the Proponent to correct errors and/or change their proposal.
· award the contract to the firm considered to be most suitable.  Neither the Proponent that scores the highest number of points nor the one that proposes the lowest fee will necessarily be awarded the contract.
· reject any and all Proposals or cancel this RFP. 

Format of Submission
Proponents must submit one (1) original proposal and insert # of additional copies required (i.e. three (3)) copies to be received no later than insert time and date by wihich proposals must be received at enter an address where proposals are to be delivered (preferably a neutral location).

Late proposals are deemed to be non-compliant, and thus will be rejected and returned unopened.  

Proposals including all supporting documentation are to be submitted in a sealed envelope.  Submissions shall be clearly marked with the RFP title, the submission deadline, the contact name and address of the legal name of housing provider and the full legal name and address of the Proponent.  

The legal name of housing provider shall not be liable for any costs incurred by any Proponent for the preparation of this proposal or any presentations, or the attendance at any interviews. 

Review and Selection Process
The selection committee will be comprised of insert # of Board members to partiicipate members of the Board.  The legal name of housing provider reserves the right to add or modify members of the committee or to appoint substitute members at any time.  

Proposals submitted will be reviewed and evaluated as follows:
· For compliance with mandatory requirements and demonstrated property management experience and ability to provide the required services.  
· Proposals will be evaluated and scored in accordance with the “Rated Criteria” included in this Request for Proposal. 
· Proponents shall demonstrate how they meet each of these criteria.  
· Proponents may be interviewed for further evaluation.
· In submitting a proposal, the Proponent agrees that it will accept the decision of the legal name of housing provider as to whether a proposal meets the stated requirements. 

Evaluation Criteria
Proposals will be evaluated based on the following criteria:
	Criteria
	Weight

	Property management experience 
	40

	Experience with non-profit/co-operative housing 
	30

	Proposed fee
	30



NOTE:  This is an example only.  The Board shall determine weight and priorities of various criteria.  

NOTE:  The lowest bid may not necessarily be accepted. The Board reserves the right to reject any or all proposals. All submissions will be evaluated based on experience, service quality, and overall value for money.
[bookmark: _Toc386549763]Definitions

The following definitions are provided to remove ambiguity of terms used in this document.
· “Owner” means the legal name of housing provider.
· “Proponent” means the individual or firm submitting a proposal.
· “Service Manager” means the United Counties of Leeds and Grenville.
· “RFP” means Request for Proposal.
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