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BROWARD COUNTY HOUSING AUTHORITY 
SOLICITATION NUMBER RFP 22-306 

REQUEST FOR PROPOSAL 
 

SPECIAL LEGAL SERVICES 
 
 
 

DATE OF ISSUE: MAY 9, 2022 
 

 QUESTIONS DUE: MAY 23, 2022 4:00 PM (EST) 
RESPONSES DUE: JUNE 1, 2022 

 
PROPOSALS DUE:  JUNE 8, 2022   2:00 PM (EST) 

Please check BCHA’s web site for addenda and changes before submitting your proposal 
 
 
 
 
 
 

CONTACT: JOE RICARDO  
 PROCUREMENT MANAGER  

BROWARD COUNTY HOUSING AUTHORITY 
4780 NORTH STATE ROAD 7 

LAUDERDALE LAKES, FL 33319 
TELEPHONE: 954-739-1114, EXTENSION 1513 

E-MAIL: JRICARDO@BCHAFL.ORG  
  

mailto:JRICARDO@BCHAFL.ORG
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1. Introduction 
The Broward County Housing Authority (herein after, “BCHA”) is a Public Housing 
Agency established in June 1969 under the U.S. Housing Act of 1937 and Chapter 421 of 
the Florida Statutes and is an Independent Special District of the State of Florida.  
 
The mission of Broward County Housing Authority, its related affiliates and 
instrumentalities (hereinafter, jointly referred to as “BCHA”) is to create, provide and 
increase high quality housing opportunities for Broward County residents through 
effective and responsive management and responsible stewardship of public and private 
funds. 
 
The United States Department of Housing and Urban Development ("HUD"), a federal 
agency, partially funds and monitors operations of the BCHA. Nothing contained in this 
RFP or in the contract resulting from the selection process shall be construed to create 
any contractual relationship between the successful Proposer and HUD. 
 
BCHA maintains a website at http://www.bchafl.org with information for clients, 
landlords, prospective business partners, and the public at large. 
 
The BCHA is represented by separate legal counsel on items considered “local” such as 
Landlord Tenant disputes, personnel issues, some state statute issues, some contracts, 
Board of Commissioner meetings, etc.  However, instrumentalities and affiliates 
impacted by state laws and by-laws, or multifamily properties post RAD conversion are 
anticipated to be primarily in the purview of Special Counsel as well as LIHTC related 
issues and federal statutes and regulations.        
 
 

—Remainder of page intentionally left blank— 
  

http://www.bchafl.org/
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2. Solicitation Background and Anticipated Schedule 
BCHA is seeking to obtain proposals from firms qualified to perform services as 
described within the Scope of Work section. 
 
2.1 It is the intention of BCHA to award a contract for a term of two (2) years with three 

(3) one-year renewal option periods. 
 
2.2 This solicitation is subject to the BCHA Procurement Policy, as revised April 21, 

2020, a copy of which is available at: https://bchafl.org.  
 
2.3 Every effort will be made to maintain this schedule.  However, all dates are subject 

to change if it is deemed to be in the best interest of BCHA. 
 

Anticipated Solicitation Schedule Event Date (and Time) 
RFP Published  May 9, 2022 
Deadline for Receipt of Questions and/or Comments via E-Mail May 23, 2022 @ 4:00 PM EST 
Date of Addendum for Response to Questions June 1, 2022               
Deadline for Proposal Submissions June 8, 2012       2:00 PM EST 
Evaluation Committee Review of Proposals June 23, 2022 
Evaluation Committee Interview of Short-Listed Proposers 
(If needed)  

June 27 - June 30, 2022  

Public Evaluation Committee Ranking of Shortlisted Proposers 
(If needed) 

July 1, 2022 

Approval by Board of Commissioners – Anticipated Date July 19, 2022  
Effective Date of New Contract – Anticipated Date August 1, 2022 

3. Reservation of Rights 
3.1 BCHA reserves the right to reject any or all proposals, to waive any informality in 

the solicitation process, or to terminate the solicitation process at any time, if deemed 
by BCHA to be in its best interest. 

 
3.2 BCHA reserves the right not to award a contract pursuant to this solicitation. 
 
3.3 BCHA reserves the right to recommend separate agreements based on responses.  As 

the best interest of the BCHA may require, the right is reserved to make award(s) by 
individual items, all or none or any combination thereof. BCHA also reserves the 
right to name a secondary or backup firm, or recommend separate counsel is engaged 
for work related to the not-for-profit enterprises.  

 
3.4 BCHA shall retain the right to have the successful proposer provide services in any 

matter that the BCHA believes the legal firm is qualified to provide and if in the 
opinion of the BCHA it is in the best interests of BCHA to do so. 

 
3.5 BCHA reserves the right to terminate a contract awarded pursuant to this solicitation, 

at any time for its convenience or for proposer default upon ten days written notice 
to the successful proposer(s). 

https://bchafl.org/
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3.6 BCHA reserves the right to, at any time during the ensuing contract period, and 

without penalty to the legal proposer retained as a result of this RFP, conduct 
additional competitive solicitations to retain additional legal proposer when, in the 
opinion of BCHA, it is in the best interests of BCHA to do so.  Accordingly, the legal 
proposer retained as a result of this RFP shall have the right to also respond to any 
such additional solicitation process, if conducted.  

 
3.7 BCHA reserves the right to determine the days, hours, and locations that the 

successful proposer(s) shall provide the services called for in this solicitation. 
 
3.8 BCHA reserves the right to retain all responses submitted and not permit withdrawal 

for a period of 60 days subsequent to the deadline for receiving proposals without the 
written consent of the Contracting Officer. 

 
3.9 BCHA reserves the right to negotiate the fees submitted, terms of engagement and 

scope of work. 
 
3.10 BCHA reserves the right to reject and not consider any response that does not meet 

the requirements of this solicitation, including but not necessarily limited to: 
• Incomplete responses and/or responses offering alternate or non-requested 

services;  
• Failure to use provided forms; or  
• Failure of the proposer to check for addenda or corrections and adhere to 

any revised requirements. 
 

3.11 BCHA shall have no obligation to compensate any proposer for any costs incurred in 
preparing the response to this solicitation. 

 
3.12 In the event of legal action BCHA will not waive trial by jury.  
 
3.13 BCHA at its sole discretion will select a venue located in Broward County, Florida 

for any legal proceedings arising from this contract. 
 
3.14 This request for proposal and any subsequent contract supersedes any other 

agreement with contractor/proposer. 

4. Scope of Work (SOW) 
4.1 General Requirements:  BCHA is actively soliciting proposals from qualified law 

firms to provide “Special” Legal Services. Proposals submitted in response to this 
solicitation must conform to all the requirements and specifications outlined within 
this document in its entirety. SOW: Guide legal strategies and documentation in 
support of the goals to build a significant base of operating properties within the 
multifamily arena from a Special District perspective; able to develop and capitalize 
on relationships with key influencers of multifamily assets such as lenders, equity 
investors, individuals, corporate or non-profit, donors, philanthropists, and or 
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partners; cultivate access to equity; create and review structured finance documents; 
and review joint venture investment opportunities, analyze legal options and 
agreement terms related to Section 42 of the Internal Revenue Code, craft and 
negotiate rights of first refusal, partnership exit strategies and issues related to tax 
credit compliance and the technical implications related to housing created in part by 
tax credits, bonds, or other public sources, as well as expansion or disposition of 
assets post-RAD; Faircloth options, and procurement related to multi-family 
operations.  
 

4.2 To put the opportunity in context, budgets and audits can be found at 
www.bchafl.org.  The goal is to create a collaborative, as well as technically 
sufficient, relationship between the selected law firm and BCHA.   

 
4.3 Service Requirements and Technical Specification 

4.3.1 The awarded contractor shall provide Special Legal Services for housing 
services as detailed below. The scope of services will require a comprehensive, 
pro-active law firm with the ability to assemble a customized team of lawyers 
and act as a strategic partner as well as legal technicians.  

 
Access to qualified senior level attorneys, preferably at the partner level, with 
extensive knowledge of multifamily real estate opportunity formation, for 
example, partnership or joint venture structures targeted to not-for profit 
expansion or fund formation to attract similar housing providers is desired.   

 
4.3.2 Services plausibly anticipate:  

• Avoiding and minimizing unrelated business income tax 
• Producing and clearing Private Placements    
• Surety Litigation 
• Construction Litigation 
• Partnership and Joint Venture consultation  
• Affordable Housing position papers 
• Portfolio due diligence 
• EPA/DEP environmental compliance and clean-up 
• Subordination Agreements and Collateral issues related to not-for-profit 

affordable housing  
• Legal risks or rights of social media presentations   
• Disparate Impact and affordable housing site locator 
• Instrumentalities and affiliates 
• 4% bonds and creative gap financing  
• Shopping center and office building conversions 
• Track pending federal legislative and regulatory requirements that impact 

the Public Housing Agency (PHA). 
• Communicate the relevance, benefits and risks associated with the use of 

instrumentalities and affiliated entities to multiple Boards members. 

http://www.bchafl.org/
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• Firm shall be familiar with underwriting assumptions for tax credit, bond 
and private market development financing.   

• Negotiate development terms; drafting and/or review of legal documents; 
propose and negotiate viable structure to close loans or other forms of 
financing, including layering of financing sources, subordination 
negotiation and documentation, especially in the absence of personal 
guarantees.   

• Firm shall identify internal litigators with experience and ability to defend 
or initiate actions in appropriate jurisdiction for material breach, warranty 
issues, construction defects, financial defaults, breach of fiduciary duty, and 
other claims that may accompany the development of income targeted 
housing.   

• Provide guidance and opinions concerning for-profit and not-for-profit 
partnerships as well as advise on the creation of new partnership models to 
encourage micro neighborhood development outside tax credit and bond 
financing.  

• The firm’s “key contact” will be expected to provide meaningful guidance 
to leverage proprietary or other funds to meet on-going income targeted 
housing need while generating sufficient revenues to be a self-sustaining, 
perpetual provider of affordable rental housing.   

• Advise on ability, methodology, conformity with regulations or statutes for 
the use of Project Based Vouchers as a development option and otherwise 
assist client identify opportunities and evaluate options, which may include 
acquisition of low income Assisted Living facilities, acquire General 
Partner interests in tax credit properties, evaluate acquisition of properties 
with Housing Assistance contracts in place, or unsubsidized multifamily 
suitable for acquisition/preservation.  Assist in the structure, negotiating and 
closing New Market Tax Credits with a housing component.  

• Address as needed implementation or response to emerging HUD policy 
changes, as well as advise on existing federal laws related to housing.   

• Ensure tax exempt entities and for-profit subsidiaries adhere to proper 
governance procedures.  Respond to potential pre-litigation legal questions 
as needed, such as bid protests, applicability of Section 3 requirements, 
procurement issues arising from initiatives not funded through the 
Department of Housing and Urban Development. 

• Advise on construction and insurance related complaints, claims, and 
challenges. 

 
4.4 Minimum Eligibility Requirements 

The proposer shall meet the following requirements to have its proposal considered: 
 
The direct supervising attorney or primary point of contact must have a minimum of 
ten (10) years’ experience providing similar services, accustomed to transparency and 
public reporting, and steeped in Low-income Housing Tax Credit (LIHTC) and 
Public Finance rights and obligations. 
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4.4.1 Firm performing services under this solicitation must be able to arrange for the 
provision of legal services in Florida under their direct supervision if necessary. 

 
4.5 Contact Location 

4.5.1 Post contract execution communications will primarily be through BCHA’s 
Headquarters, 4780 North State Road 7, Lauderdale Lakes, Florida 33319-
5860. 

 
 

 
4.6 Staff Reassignments 

Any planned reassignment to lower cost personnel must be approved in advance to assure 
compliance with the minimum expectations of this contract. 

5. Response 
5.1 Licensing and Insurance Information 

Before a contract pursuant to this RFP is executed, the apparent successful proposer 
must hold all necessary, applicable professional licenses for the practice of law and 
able to address State of Florida and all other regulatory agency requirements 
necessary to provide legal services.   The Proposer shall obtain, at the Proposer's 
expense, any permits, certificates and licenses as may be required in the performance 
of the work specified. All required licenses shall remain active and valid during the 
entire duration of the subsequent contract. BCHA may require any or all Proposers 
to submit evidence of proper licensure. 

 
5.1.1 Proof of Insurance shall be provided to BCHA prior to the execution of a 

contract. Unless otherwise stated by BCHA, the successful proposer(s) will 
be required to obtain and maintain the following insurance coverage during 
the entire Contract Term: 

 
5.1.2 Proposer shall submit an original certificate evidencing the proposer’s current 

Worker’s Compensation carrier and coverage amount. Elective exemptions 
or coverage through an employee leasing arrangement will NOT satisfy this 
requirement. 

 
5.1.3 An original certificate evidencing General Liability coverage evidencing a 

minimum of $1,000,000 each occurrence, general aggregate minimum limit 
of $1,000,000, 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.  

 

Service Location Contact Person 
BCHA Corporate Offices 
Headway Office Park 
4780 North State Road 7 
Lauderdale Lakes, FL 33319 

Procurement: Parnell Joyce  
Tel: 954-739-1114 
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5.1.4 Professional Liability: Professional Liability insurance in the amount of not 
less than $1,000,000 per claim; $2,000,000 aggregate. 

 
5.1.5   Proposer agrees, and hereby authorizes its insurer, to notify BCHA of any 

substantial change in such insurance coverage described herein. Substantial 
change includes, but is not limited to, events such as cancellation, non-
renewal, reduction in coverage, or receipt of a claim against such coverage 
with a potential recovery in excess of twenty percent (20%) of available 
coverage. BCHA shall be notified at least 30 days in advance of cancellation, 
non-renewal or adverse change. 

 
5.1.6   The premium cost of all insurance purchased by the Proposer for protection 

against risks assumed by virtue of the contract shall be borne by the Proposer 
and is not reimbursable by BCHA or Building Better Communities, Inc. 
(BBC). 

 
5.1.7   BCHA reserves the right, but not the obligation, to review and revise any 

insurance requirements, including limits, coverages and endorsements, based 
upon insurance market conditions affecting the availability and affordability 
of coverage.  Additionally, BCHA reserves the right, but not the obligation, 
to review and reject any insurance policies, certificates of insurance, or 
insurer failing to meet the criteria stated herein. 

 
5.2 Client References (Attachment D) 

5.2.1 List the name, addresses, services performed, contact persons, as well as 
contact phone numbers, fax numbers and e-mail addresses of at least three 
clients for whom similar services are being performed currently or within the 
past two years. 

5.2.2 Include information specifying if the clients are past or current. 
5.2.3 Advise clients being submitted as references that they may be contacted by 

BCHA staff in the evaluation of the response. In addition, include the names 
of at least two (2) previous clients who no longer use the services of your 
firm.   
 

5.3 Price Escalation 
Prior to sixty days of the end of each contract period the proposer may make a request 
for a fee escalation.  BCHA will consider a request for fee escalation subject to 
adequate justification provided by contractor, limited to the increase in the Consumer 
Price Index for Services for the Miami-Fort Lauderdale, Florida market.  Failure to 
request the fee increase before sixty days prior to the end of each contract period will 
invalidate any subsequent request. 
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5.4 Site Visits 

Not applicable 
 

5.5 Pre-Bid Meeting 
Not applicable 

6. Cost and Price Information (To submit in a separate PDF file): 
The proposer is requested to provide comprehensive cost/pricing for the entirety of 
service requirements as outlined in the Scope of Work. The primary point of contact is 
relevant. Any planned reassignment to lower cost personnel must be approved in advance 
to assure compliance with the minimum expectations of the solicitation.  

7. Awarded Proposer’s Responsibilities 
7.1. The selected Vendor shall be responsible for the professional quality, accuracy, 

timely completion, and coordination of all services, as provided for herein, furnished 
by the Vendor and its principals, officers, employees, and agents. In performing such 
services, Vendor shall follow practices consistent with generally accepted 
professional standards. 

 
7.2. All employees of the Vendor shall be considered to be, at all times the sole employees 

of the Vendor, under his sole direction and not an employee or agent of BCHA. 
BCHA may require the Vendor to remove an employee if it deems the employee to 
be careless, incompetent, insubordinate or otherwise objectionable and whose 
continued engagement on BCHA work matters is not in the best interest of BCHA. 

 
7.3. BCHA shall reserve the right to demand and receive a change in personnel assigned 

to the work if BCHA believes that such change is in its best interest and in the 
completion of the assigned work. 

 
7.4. The Vendor shall be responsible for maintaining satisfactory standards of employees’ 

competency, conduct, courtesy, appearance, honesty, and integrity, and shall be 
responsible for taking such disciplinary action with respect to any employee, as may 
be necessary. 

 
7.5. Vendor shall have in its employ, or under its control, sufficient qualified, experienced 

and competent personnel to perform work promptly and in accordance with a 
schedule or work program, as approved by BCHA. Vendor shall employ only such 
workers as are skilled in the tasks to which they are assigned. Vendor shall be 
responsible for overseeing the work of all workers. 
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8. Response Submission 
8.1 All responses submitted pursuant to this solicitation shall be formatted in accordance 

with the following table. 
File Contents 

1 File Name: RFP 22-306 Part 1 - Technical Proposal 
 
This file shall include responses to Evaluation Factors 1-5 (see section 11): 

• Evaluation Factor 1: Cover Letter 
• Evaluation Factor 2: Innovative Proactivity, Federal and State Experience 

with Similar Types of Organizations 
• Evaluation Factor 3: Successful Litigation and Low-income Housing Tax 

Credit Experience 
• Evaluation Factor 4: Experience with Real Estate Development, Finance, 

Construction Law 
• Evaluation Factor 5: Lead Attorney Qualifications 

 
This file shall also include resumes, licenses, organizational chart, indexes 

 
2 File Name: RFP 22-306 Part 2 – Fee Proposal 

 
This file shall include the Fee Proposal response to Evaluation Factor 6  
Submitted using Attachment C. See Section 11.6.  
(submit in a separate PDF File) 
 

3 File Name: RFP 22-306 Part 3 – Forms and Addenda 
 
This file shall include:  

• Attachment A, Form of Proposal: 
• Attachment B, Profile of Firm Form along with: 

o IRS Form W-9 
o Business license 
o Insurance certificates. 

• Attachment D, Client References addressing requirements as listed within 
solicitation document (see section 5.2). 

• Attachment E, Form HUD-5369-A Representations, Certifications, and 
Other Statements of Bidders 

• Attachment F, Sworn Statement Under Section 287.133 (3) (A) Florida 
Statues on Public Entity Crimes 

• Attachment G, Certification Pursuant to Florida Statute 287.135 
• Addenda (if any) 

 
Failure of a proposer to include any of the forms, documents, and/or information 
above may result in their proposal/submission being deemed non-responsive. 
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8.1.1 Firms shall submit proposals that respond to the factors listed in Section 11 for a 

maximum score of 100 points.  Responses which fail to address an evaluation factor 
will be awarded zero points on such factor. 

 
8.1.2 Presenting the Proposal: 
 

• Technical Proposal (section 11, Evaluation Factors 1 through 5) must not exceed 
twenty (20) pages in length when printed, excluding resumes, licenses 
organizational chart, indexes, and/or requested attachments/forms. If a Technical 
Proposal exceeds 20 pages, excluding resumes, licenses, organizational chart, 
indexes, and/or requested attachments/forms, the pages over 20 will not be provided 
to the Evaluation Committee for evaluation. The proposal must be limited to a page 
size of eight and one-half by eleven inches (8½" x 11"). Double-sided pages will be 
counted as two pages. Type size shall not be less than 11-point font. The proposals 
pages should be sequentially numbered. 

 
• The Proposer will limit the resumes to no more than two (2) pages per person. Pages 

of individual resumes in excess of two (2) pages will not be supplied to the 
Evaluation Committee. 

 
• Unnecessarily elaborate special brochures, artwork, and expensive visual and other 

presentation aids are neither necessary nor desired. 
 

• It is recognized that existing financial reports, documents, or brochures, such as 
those that delineate the Proposer's general capabilities and experience, may not 
comply with the prescribed format. It is not the intent to have these documents 
reformatted and they will be acceptable in their existing form. 

 
• All information must be incorporated into a response to a specific requirement and 

clearly referenced. Any information the firm provides which does not meet these 
criteria will be deemed extraneous and will in no way contribute to the evaluation 
process. 

 
• All information presented in response to this RFP must be included in the submitted 

response. No information may be linked to a website that requires reviewers to 
access such website for consideration of the information. Any information which 
requires a reviewer to access such links will not be considered as part of the firm’s 
proposal.  BCHA may award a contract without discussions on the basis of the 
initial offers received; therefore, each initial offer should contain the firm’s best 
terms from a price and technical standpoint. 

 
• The firm shall ensure that the response is received by the time and date indicated on 

the first page of this solicitation. The submittal shall clearly indicate the solicitation 
number and title. Submissions received after the submission deadline will not be 
accepted. 
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• Firms shall not change any requirements or forms contained herein, either by 

marking or entering onto these documents or the documents submitted any revisions 
or additions; if such additional marks, notations, or requirements are entered on any 
of the documents submitted, such changes may invalidate that response. 

 
• By virtue of completing, signing, and submitting documents in response to this 

solicitation, the firm hereby agrees to comply with all of the conditions and 
requirements set forth within those documents. 

 
8.2 All responses shall be submitted electronically through DemandStar at 

www.demandstar.com by the date specified on the first page of this solicitation 
document. 
 
In order to submit a proposal electronically through DemandStar, the firm must be 
registered with DemandStar. The firm’ s participation on DemandStar is free to 
parties interested in viewing and downloading documents as well as submitting 
proposals. Bid documents may be obtained electronically on DemandStar at 
https://network.demandstar.com/agencies/florida/broward-county 
housingauthority/procurement-opportunities/41951b11-ecf0-4d19-8fc2-
778b0dbc5714/ 
 and on Vendor Registry through the following link: 
https://vrapp.firmregistry.com/Bids/View/BidsList?buyerId=fa7c46a4-0264-
4ed8-a964-aa745868d2ca 

 
Instruction on the “DemandStar ebid” is attached to this document. 
 
Proposers are requested to submit SEPARATE Adobe PDF files attachments and 
be marked as follows: 
 

 File 1: RFP 22-306 Part 1 - Technical Proposal 
 

 File 2: RFP 22-306 Part 2 – Fee Proposal 
 

 File 3: RFP 22-306 Part 3 – Forms and Addenda 
 
• Limit the size of the digital proposal to no larger than 100 MB for each 

submission; 
 

• Format and enable file submissions for printing in page letter size only; 
 

• Follow the attached instructions on “Responding to an Electronic Bid” on 
DemandStar. 

 

http://www.demandstar.com/
https://network.demandstar.com/agencies/florida/broward-county%20housingauthority/procurement-opportunities/41951b11-ecf0-4d19-8fc2-778b0dbc5714/
https://network.demandstar.com/agencies/florida/broward-county%20housingauthority/procurement-opportunities/41951b11-ecf0-4d19-8fc2-778b0dbc5714/
https://network.demandstar.com/agencies/florida/broward-county%20housingauthority/procurement-opportunities/41951b11-ecf0-4d19-8fc2-778b0dbc5714/
https://vrapp.vendorregistry.com/Bids/View/BidsList?buyerId=fa7c46a4-0264-4ed8-a964-aa745868d2ca
https://vrapp.vendorregistry.com/Bids/View/BidsList?buyerId=fa7c46a4-0264-4ed8-a964-aa745868d2ca
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• Contact DemandStar support at support@demandstar.com or call technical 
assistance at (206) 940-0305 in the event of technical difficulties when 
submitting documents. 

 
Note: BCHA will not be responsible for delays in a firm’s submission caused 

by any occurrence or technical issue. 
 

8.3. Submission Responsibilities 
8.3.1   The proposer shall ensure that the response is received by the time and date 

indicated on the first page of this solicitation document. The package shall 
clearly indicate the solicitation number and title. Submissions received after 
the noted deadline will not be accepted. The official US time at 
http://www.time.gov shall determine receipt within deadline.  

 
8.3.2 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 such additional marks, notations, or requirements are entered on any of the 
documents submitted, such may invalidate that response. 

 
8.3.3   By virtue of completing, signing, and submitting the completed documents, 

the vendor is stating agreement to comply with all of the conditions and 
requirements set forth within those documents. 

 
8.3.4   All information presented in response to this RFP must be included in the 

submitted response.  There can be no information that is linked to a website 
that requires reviewers to access the website for consideration of content.  
Any such conditions will not be considered as part of the Vendor’s proposal.  
BCHA may award a contract on the basis of initial offers received, without 
discussions; therefore, each initial offer should contain the Proposer’s best 
terms from a cost or price and technical standpoint. 

 

9. Administrative Terms and Conditions 
In order to maintain a fair and impartial competitive process, BCHA shall avoid private 
communication concerning this procurement with prospective Respondents during the 
entire procurement process. From the issue date of this RFP until the final award is 
announced, Respondents are not allowed to communicate about this RFP for any reason 
with any BCHA staff except through the RFP Point of Contact named below, during the 
Pre-Proposal Conference (if any), as otherwise defined in this RFP or as provided by 
existing work agreement(s). Prohibited communication includes, but is not limited to, all 
contact or interaction, including but not limited to, telephonic communications, emails, 
faxes, letters, or personal meetings, such as lunch, entertainment, or otherwise. BCHA 
reserves the right to reject the proposal of any Respondent violating this provision. 
 

mailto:support@demandstar.com
http://www.time.gov/
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9.1 Proposers shall address all communication and correspondence relating to this 
solicitation to the contact person named on the cover sheet of this document.  
Proposers shall not make inquiry or communicate with any other BCHA staff member 
or official, including the Audit Committee and the Board of Commissioners, 
pertaining to this solicitation. Failure to comply with this requirement may be cause 
for BCHA to disqualify from consideration a response submitted by the proposer 
doing so. 

 
9.2 All questions shall be submitted via e-mail to the contact person named on the cover 

sheet of this document. Questions will not be accepted via telephone.  Responses to 
questions shall be made via the form of addenda which will be posted on the BCHA 
website and on Demandstar.  

 
9.3 Unless an answer or information is provided by BCHA in writing as part of an 

addendum, such information shall have no effect and may not be relied upon by the 
Respondent. 

 

10. Notices 
10.1    All notices, demands, requests, and claims pertaining to the award of this contract 

must be addressed in writing to: 
 

Joe Ricardo, Procurement Manager  
Broward County Housing Authority 

4780 North State Road 7 
Lauderdale Lakes, FL 33319-5860 

 
10.2 Bid Protest 
 
Any actual or prospective contractor may protest the solicitation or award of a contract for 
serious violations of the principles of the BCHA Procurement Policy. Any protest against 
a solicitation must be received at least seventy-two hours before the due date for receipt of 
bids or proposals. Any protest against the award of a contract must be received within five 
(5) calendar days after notice of award (i.e. when notifications are sent or results are posted 
to BCHA’s webpage), or the protest will not be considered. All bid protests shall be in 
writing submitted to the Procurement Manager or designee who shall issue a written 
decision on the matter. The Procurement Manager may, at his or her discretion, suspend 
the procurement pending resolution of the protest if warranted by the facts presented. 

 
Protests shall include, as a minimum, the following information: 

 
a.  Names, addresses and telephone numbers of the protestors; 
b.  The solicitation number and project title; 
c.  A detailed statement of the basis for the protest; 
d.  Supporting evidence or documents to substantiate any arguments;  and 
e.  The form of relief requested (e.g. reconsideration of their offer). 
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Appeals: 
If a protestor is not satisfied with the decision of the Procurement Manager, he or she may 
appeal to the CEO. Such appeals shall be in writing (see above) and must be submitted 
within five business days after the Procurement Manager’s written decision is released. 
The written documentation is to include language that details how the written decision of 
the Procurement Manager is in error. The decision of BCHA's CEO shall be final, and no 
further appeal shall be authorized within Broward County Housing Authority. 
 
10.3     Cost of Proposal 

All costs incurred, directly or indirectly, in response to this solicitation, to include 
the preparation, submittal, or presentation of the proposal, shall be the sole 
responsibility of, and borne by, the Proposer. The cost for developing the proposal 
and participating in the procurement process (including the protest process) is the 
sole responsibility of the Proposer.  BCHA will not provide reimbursement for such 
costs. 
 

10.3 Amendments to Solicitation 
If this solicitation is amended, then all terms and conditions which are not modified 
remain unchanged. It is the responsibility of the Proposer to monitor BCHA’s 
website for any addenda issued. Each Proposer must acknowledge all addenda 
issued on BCHA’s website so as to ensure that addenda are considered in their 
proposal response. All Proposers are encouraged to frequently check 
www.bchafl.org for additional information.  
 

10.4 Direct or Indirect Conflicts of Interest 
Proposer shall certify that except as otherwise disclosed, neither it nor any of its 
subcontractors include persons who have an interest, direct or indirect in this 
proposed contract and who during his or her tenure or for one (1) year thereafter 
are: 
I. A present or former member of BBC’s Board of Directors or BCHA's Board 

of Commissioners, or any member of the either Boards family; 
 

II.  Any BCHA employee who formulates policy or who influences decisions 
with respect to BCHA’s project(s) that are connected to this proposed 
contract, or any member of the employee's immediate family, or the 
employee's partner; 

 
III. Any public official, member of the local governing body, or State or local 

legislator (including members of the Broward County Board of 
Commissioners, or Florida legislator), or any member of such individuals' 
immediate family; 

 
IV. A member of or delegate to the Congress of the United States of America 

(defined as an individual appointed to oversee a territory or possession of the 
United States of America, such as Guam) or a resident commissioner; 

http://www.bchafl.org/
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V. In addition to complying with any applicable professional conduct standards 

relating to conflicts of interest, proposer affirms and agrees that he/she does 
not reasonably anticipate representation of any client in any matter affecting 
the BCHA, Building Better Communities, Inc. or affiliated entities which 
would result in a recusal to the detriment of the intended clients of this 
solicitation. 
 

NOTE: "Immediate family" member means the spouse, mother, father, brother, sister, or 
child of a covered class member whether related as a full blood relative, or as a "half" or 
"step" relative (e.g., half-brother or stepchild). 
 
10.5 Prohibition against Gifts/Favors/Anything of Monetary Value 

No BCHA employee can accept or solicit for themselves or for others, anything of 
value from Proposer or any person, corporation, or other entity doing business with 
or attempting to do business with BCHA. 
 

10.6 Compliance with Law 
While conducting business with BCHA, Proposer shall comply with all applicable 
Federal, State and local laws, regulations, ordinances and requirements, applicable 
to the work described herein including, but not limited to, those applicable laws, 
regulations and requirements governing equal employment opportunity strategies, 
subcontracting with small and minority firms, women's business enterprise, and 
labor surplus area firms, equal opportunity for businesses and unemployed and 
underemployed persons as referenced in Section 3 of The Housing and Urban 
Development Act of 1968, as amended, 12 U.S.C. 1701u (“Section 3”), the 
Americans with Disabilities Act, Section 504 of the Rehabilitation Act of 1973, the 
Davis-Bacon Act, and shall provide for such compliance in the contract documents 
as required. It is the policy of BCHA that all proposers that conduct business with 
BCHA must be authorized and/or licensed to do business in Florida. Proposer is 
responsible for contacting their local city and county authorities and the State of 
Florida to ensure that Proposer has complied with all laws and is authorized and/or 
licensed to do business in Florida.  All applicable fees associated therewith are the 
responsibility of Proposer. 
 

10.7 Proposers are subject to Instructions to Offerors – Non-Construction, Form   
HUD-5369-B, at https://www.hud.gov/sites/documents/5369-B.PDF and attached 
as Attachment H. 

 
10.8   Proposers are subject to General Conditions for Non-Construction Contracts, Section 

1, Form HUD-5370-C, at 
https://www.hud.gov/sites/dfiles/OCHCO/documents/5370-C1.pdf attached as 
Attachment I. 

 

https://www.hud.gov/sites/documents/5369-B.PDF
https://www.hud.gov/sites/dfiles/OCHCO/documents/5370-C1.pdf
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10.10 Public Access to Procurement Record 
10.10.1  The BCHA is a public agency subjected to Chapter 119, Florida Statues. 

The awarded vendor shall comply with Florida’s Public Records Law. 
Specifically, the awarded Vendor shall: 

10.10.2 Keep and maintain public records required by BCHA in order to perform 
the service. 

 
10.10.3 Upon request from BCHA’s custodian of public records, provide the 

public agency with a copy of requested records or allow the records to be 
inspected or copied within a reasonable time at a cost that does not exceed 
the cost provided in this chapter, or as otherwise provided by law. 

 
10.10.4 Ensure that public records that are exempt or confidential and exempt 

from public records disclosure requirements are not disclosed except as 
authorized by law for the duration of the contract term and following 
completion of the contract if the Vendor does not transfer the records to 
BCHA. 

 
10.10.5 Upon completion of the contract, transfer, at no cost to BCHA, all public 

records in possession of the Vendor, or keep and maintain public records 
BCHA upon completion of the contract, the Vendor shall destroy any 
duplicate public records that are exempt or confidential and exempt from 
public records disclosure requirements. If the Vendor keeps and maintains 
public records upon completion of the contract, the Vendor shall meet all 
applicable requirements for retaining public records. All records stored 
electronically must be provided to BCHA in a format that is compatible 
with the information technology systems of BCHA. 

10.10.6 During the term of the contract, the Vendor shall maintain all books, 
reports and records in accordance with generally accepted accounting 
practices and standards for records directly related to this contract. The 
form of all records and reports shall be subjected to the approval of 
BCHA. The Vendor agrees to make available to BCHA, during normal 
business hours and in Broward, Dade or Palm Beach Counties, all books 
or account, reports and records relating to this contract. 

10.10.7 PUBLIC RECORDS: IF THE VENDOR HAS QUESTIONS 
REGARDING THE APPLICATION OF CHAPTER 119, FLORIDA 
STATUTES, TO THE VENDOR’S DUTY TO PROVIDE PUBLIC 
RECORDS RELATING TO THIS CONTRACT, CONTACT THE 
CUSTODIAN OF PUBLIC RECORDS AT: 

  
PUBLIC RECORDS 
4780 North State Road 7 
Lauderdale Lakes, FL 33319 
(954) 739-1114 ext. 2316  
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PUBLICRECORDS@bchafl.org 
 

10.11 Ownership of Documents 
All documents and information generated, prepared, assembled or encountered by 
or provided for pursuant to this RFP are the property of BCHA.  Proposers shall 
not copyright, or cause to be copyrighted, any portion of any said document 
submitted to BCHA as a result of this RFP. 
 

10.12 Advertising 
In submitting a proposal, Proposer agrees not to use the results from it as a part of 
any commercial advertising. BCHA does not permit Proposers to advertise or 
promote the fact of your relationship with BCHA in the course of marketing efforts, 
unless BCHA specifically agrees otherwise. 
 

10.13 Government Restrictions 
In the event any change in governmental regulations or mandates which would 
necessitate alteration in the performance of services offered, it shall be the 
responsibility of the successful Proposer to immediately notify BCHA in writing 
specifying the regulation which requires an alteration. BCHA reserves the right to 
accept any such alteration, including any reasonable price adjustments occasioned 
thereby, or to terminate the contract at no expense to BCHA. 
 

10.14 Indemnification 
BCHA is defined in this Section to include BCHA Commissioners/related 
affiliate/instrumentality Board of Directors, employees, agents and/or assigns. To 
the fullest extent permitted by law, Proposer agrees to indemnify BCHA and hold 
it harmless from and against any and all claims, damages, losses or expenses, 
including reasonable attorney fees, arising out of or in the performance of the 
Services by Proposer, a subcontractor, or anyone directly or indirectly employed 
by them or anyone for whose acts they may be liable, regardless of whether or not 
such claim, damage, loss or expense is caused in part by a party indemnified 
hereunder. Proposer’s indemnification obligation shall not be limited by a 
limitation on amount or type of damages, compensation or benefits payable by or 
for the Proposer or subcontractor under any insurance required by the contract, 
including workers’ compensation acts, disability benefit acts, other employee 
benefit acts, or any other insurance. BCHA cannot, and by the agreement resulting 
from this RFP does not, agree to indemnify, hold harmless, exonerate or assume 
the defense of the Proposer or any other person or entity whatsoever, for any 
purpose whatsoever. 
 

11. Evaluation Criteria  
The proposed evaluation is an initial process designed to elicit a short list of Proposers; 
with the contract awarded not necessarily to the Proposer of least cost, but rather to the 
Proposer with the best combination of attributes (i.e., qualifications and experience, 
technical approach, and cost), based upon the evaluation factors specifically established 

mailto:PUBLICRECORDS@bchafl.org
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for this RFP. The establishment, application and interpretation of the above evaluation 
criteria shall be solely within the discretion of BCHA.  
 
Proposers should provide all information outlined in the Evaluation Factors to be 
considered responsive. Proposals will be evaluated based on the responsiveness of the 
Proposer’s information to the Evaluation Factors which will demonstrate the Proposer’s 
understanding of the Evaluation Factors and capacity to perform the required services of 
this Request for Proposals. The maximum points that shall be awarded for each of the 
Evaluation Factors are detailed and described below.  
 
The following factors will be utilized by BCHA to evaluate each submission received.  
Award of points will be based on the documentation that the proposer submits within the 
submission. Responses to each evaluation factor should be submitted. 

 
Factor Points Description 

1 10 Cover Letter 

2 15 Innovative Proactivity, Federal and State Experience with Similar Types 
of Organizations  

3 10 Successful Litigation and Low-income Housing Tax Credit Experience 

4 40 Experience with Real Estate Development, Finance, Construction Law  

5 20 Lead Attorney Qualifications 

6 5 Fee Proposal  

Total 100  
 
Each Evaluation Factor will be rated and assigned points using the scoring guide below. 
 
Scoring Guide: 
0% - No Response 
50% - Marginal 
70% - Acceptable 
85% - Exceeds Acceptable 
100% - Outstanding in all Respects 
 
Proposers which receive an average technical score (evaluation factors 1 through 5) less than 67 
points will be deemed non-responsive. 
 

11.1    Evaluation Factor 1 – Cover Letter:  
 

Describe your firm’s Professional team backgrounds to include experience with 
similarly situated growth-oriented multifamily Housing Authority clients. Include 
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finance, LIHTC refinance, partnership buyout, exit strategy work, and limited 
partnership agreements. 
 
Describe the anticipated hierarchy of involvement of partners, senior staff 
associates, etc. Briefly describe your “best practice” to manage client billing and 
simultaneously provide the highest level of experience or technical capacity.  The 
primary point of contact is relevant.  
 
To put the opportunity in context, budgets and audits can be found at 
www.bchafl.org.  The goal is to create a collaborative, as well as technically 
sufficient, relationship between the selected law firm and BCHA. Several 
apartment communities will address fifteen-year tax credit compliance and 
refinance scenarios. 

 
11.2 Evaluation Factor 2 – Innovative Proactivity, Federal and State Experience 

with Similar Types of Organizations. 
 
Include a statement of your firm’s proactivity model to advise clients on changing 
dynamics (proposed legislation, bill status, statute changes, national safety 
standards or protocols (e.g. pandemic), employment rulings, Affirmatively 
Furthering Fair Housing (AFFH) implementation, etc.) that may affect the ability 
of the client to successfully sustain their operations. 
 
Describe a complex financial stack of resources used to further affordable housing 
and your role in the negotiation or documentation process. 
 
Describe your best legal recommendation in the use of instrumentalities and 
affiliates.  
 
Describe your firm’s experience to address challenges with small market Fair 
Market Rents (FMR) and/or other administrative cost burdens. 

 
11.3 Evaluation Factor 3 – Successful Litigation and Low-income Housing Tax 

Credit Experience.  
 
Describe your firm’s experience as a successful plaintiff and/or defendant in 
construction litigation, surety action, federal administrative actions, and 
LIHTC/Section 42 Internal Revenue Service Code actions.  
 

11.4 Evaluation Factor 4 – Experience with Real Estate Development, Finance, 
Construction Law 
 
Describe your firm’s experience and qualifications to forge partnerships with not-
for-profits or governmental entities aside from private developer partnerships.  Cite 
experience with the expansion of a client housing authority portfolio other non-
housing development process, and issues related to housing rehabilitation. Describe 

http://www.bchafl.org/
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your firm’s experience with equity and debt sources for Real Estate Development, 
Non-profit finance, multifamily acquisition / rehabilitation or divestiture, and HUD 
approval process on Declarations of Trust or expedited reviews. 

 
Describe your firm’s replicable experience assisting client growth through asset 
sales, redevelopment, asset conversions, and/or new housing finance techniques. 
Strategic and technical experience should be included.   
 
Describe your firm’s experience with Housing Choice Voucher (HCV) project-
based initiatives; Rental Assistance Demonstration (RAD) post-conversion issue 
resolution to include Faircloth Amendment actions/considerations.  
 
Describe your firm’s experience with Right of First Refusal   with equity partners. 
 
Describe your firm’s experience in the resolution of HUD-related matters to include 
Fair Housing, audits, litigation, and findings in any HUD programs.  
 
Describe your firms experience advising a Central Office Cost Center or 
Procurement Department on “defederalized funds” and appropriate bid or 
solicitation requirements applicable to Affiliates or Instrumentalities to obtain third 
party independent services, and the related financial threshold levels if any. 

 
11.5 Evaluation Factor 5 – Lead Attorney Qualifications 

 
Lead attorney qualifications, internal alternative attorney qualifications and 
supervising attorney qualifications if applicable.  
  

11.6 Evaluation Factor 6 – Fee Proposal: Standard Rates and Reimbursable Costs  
Complete the Fee Proposal Form provided (Attachment C, submitted as a 
separate PDF File) 
 
Provide comprehensive cost/pricing for the entirety of service requirements as 
outlined in the Scope of Work.  

 
The criteria for price evaluation shall be based upon the following formula: 
 
(Lowest Proposer’s Price / Proposer's Price) x (Fee Proposal Points) = Proposer’s 
Awarded Points 

 
11.7   Evaluation Method and Award Process 
 

11.7.1 Each proposal will first be evaluated for responsiveness (i.e., meets the 
minimum of the published requirements).  BCHA reserves the right to reject 
any proposals deemed as not minimally responsive. 
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11.7.2 BCHA will form an Evaluation Review Committee to review proposals and 
make recommendation for selection based on but not limited to the 
evaluation factors set forth above. BCHA reserves the right to waive any 
minor irregularities or technicalities in the proposals received. Proposals 
shall be evaluated on an individual basis against the requirements stated in 
the RFP.  

 
11.7.3 After evaluations, the committee will determine the top proposals that have 

a reasonable chance of being selected for award considering both the 
technical aspects and fee proposal. These shortlisted Proposers may be 
chosen for an onsite interview. Final award will be approved by the BCHA 
Board of Commissioners.  

 
11.7.4 BCHA will make a determination of whether, in the opinion of BCHA, the 

Proposer is capable of undertaking and completing the RFP scope of work 
delineated within this RFP in a satisfactory manner. BCHA will recommend 
an award of contract to a responsible firm that has the ability to successfully 
perform under the terms of this RFP. BCHA’s determination includes an 
assessment of the Proposer's technical resources/ability to perform the 
scope of work in accordance with the RFP requirements. 

 
11.7.5 Should the individual members of the Evaluation Review Committee be 

made known to the proposer in any manner prior to submission or during 
the review process, the proposer shall not make contact with the committee 
members about this RFP, or their proposal may be rejected.   

 
11.7.6 All persons having familial (including in-laws) relationships with principals 

and/or employees of a proposer entity will be excluded from participation 
in the evaluation committees. Similarly, any persons having an ownership 
interest in and/or contract with a proposer entity will be excluded from 
participation in the evaluation process. 

 
11.7.7 In the event of ties, determination of the top-ranked proposer will be made 

in accordance with procurement policies and/or as follows: 
 

11.7.1 The evaluation committee may reconvene, reconsider the responses, 
and re-rank the tied vendors. 

 
11.7.2 If the foregoing does not resolve the tie, the vendor receiving the 

most first place votes from the evaluation committee’s re-ranking. 
 
11.7.8 Notification of the results of the evaluation including the name of the 

successful proposer will be posted on BCHA’s website at www.bchafl.org  
and on the DemandStar website at www.demandstar.com. 

http://www.bchafl.org/
http://www.demandstar.com/
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12. Contract Award 
Contract award of this RFP will be based on the responsiveness of the law firm’s 
information compared to the Evaluation Factors.  
 
By completing, executing and submitting the Form of Proposal, Attachment A, the 
proposer agrees to abide by all terms and conditions pertaining to this RFP.   
 
12.1  BCHA Authorized Procurement Authority 

  All contracts where the base contract amount or any option exceeds $100,000 are 
required to be approved by the BCHA Boards. In addition, all contract 
modifications in excess of $100,000 require approval by the Boards. 

 
12.2  Contracting Officer (“CO”) and Contracting Officer’s Designee 

Acceptance of services will be the responsibility of the Contracting Officer (“CO”). 
Those responsibilities may be delegated to a designee. The Contracting Officer, or 
designee, is responsible for final approval and acceptance of all services rendered. 

 
 12.3 Contract Document 

BCHA   and   the   successful   proposer   will   execute   BCHA’s   contract.  See 
Attachment J for a sample of this document. BCHA will not execute a contract on 
the successful proposer’s forms. Contracts will only be executed on BCHA’s form, 
and by submitting a proposal the successful proposer agrees to do so (please note 
that BCHA reserves the right to amend this contract form as BCHA deems 
necessary). However, BCHA 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 BCHA to do so; but the failure of BCHA to 
include such clauses does not give the successful proposer the right to refuse to 
execute BCHA’ contract form. 

 
12.4 It is the responsibility of each prospective proposer to notify BCHA, 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 BCHA will consider and 
respond to such written correspondence, and if the prospective proposer is not 
willing to abide by BCHA's response (decision), then that prospective proposer 
shall be deemed ineligible to submit a proposal.  

 
All provisions within this solicitation document are included in the terms of the 
contract by reference. 

 
12.5  Contract Terms and Conditions 

The contract that BCHA expects to award as a result of this RFP will be based upon 
the RFP, the contract terms and conditions, the Proposal submitted by the 
successful Proposer and any subsequent revisions to the Proposer's Proposal and 
the contract terms and conditions due to negotiations, written clarifications or 
changes made in accordance with the provisions of the RFP, and any other terms 
deemed necessary by BCHA, except that no objection or amendment by a Proposer 
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to the RFP requirements or the contract terms and conditions shall be incorporated 
by reference into the contract unless BCHA has explicitly accepted the Proposer’s 
objection or amendment in writing. 
 

12.6  Unauthorized Sub-Contracting 
The successful proposer shall not assign any right, nor delegate any duty for the 
work proposed pursuant to this solicitation document (including, but not limited to 
selling or transferring the contract) without the prior written consent of BCHA.  
Any purported assignment of interest or delegation of duty, without the prior 
written consent of BCHA shall be void and may result in the cancellation of the 
contract with BCHA, or may result in the full or partial forfeiture of funds paid to 
the successful proposer as a result of the proposed contract. If the Proposer 
anticipates the use of other firms with relevant expertise that is considered distinct 
or critical to the fulfilment of the anticipated duties, those firms should be identified 
on a separate page.  
  

12.7  Insurance Requirements 
Prior to award but not as a part of the proposal submission, the successful proposer 
will be required to provide an original certificate evidencing insurance coverage as 
described in Section 5 above, naming BCHA as an additional insured, together with 
the appropriate endorsement to said policy reflecting the addition of BCHA as an 
additional insured under said policy. BCHA shall be named as the Certificate 
Holder using the following name address: 

 
Broward County Housing Authority  

4780 N. State Road 7 
Lauderdale Lakes, FL 33319 

 
There shall be a 30-day notification to BCHA in the event of cancellation or 
modification of any stipulated insurance coverage. Licensing and insurance 
requirements will be examined and approved by the BCHA Vice President of 
Human Resources and Risk Management prior to contract award. 

 
12.8     Right to Negotiate Fees 

BCHA 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 
BCHA’s option, be the basis for the beginning of negotiations.  Such negotiations 
shall begin after BCHA has chosen the top-rated proposer.  If such negotiations are 
not, in the opinion of BCHA, successfully concluded within five business days, 
BCHA shall retain the right to begin negotiations with the next highest rated 
proposer. 
 

12.9  Contract Period 
The initial contract period shall start on date of award and shall terminate two (2) 
year from that date. The Contracting Officer may renew this contract for three, one-
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year periods subject to Proposer acceptance, satisfactory performance and 
determination that renewal will be in the best interest of the BCHA. 
 
I. Notification of Intent to Renew will be mailed ninety (90) calendar days in 

advance of expiration date of this contract. All prices, terms and conditions 
shall remain firm for the initial period unless subject to price adjustment 
specified as a “special condition” hereto. 

II. In the event services are scheduled to end because of the expiration of this 
contract, the Proposer shall continue the service upon the request of the 
Purchasing Director. The extension period shall not extend for more than 
ninety (90) days beyond the expiration date of the existing contract. The 
Proposer shall be compensated for the service at the rate in effect when this 
extension clause is invoked by BCHA. 

 
12.10 Contract Service Standards 

All work performed pursuant to this solicitation must confirm and comply with all 
applicable federal, state, and local laws, statutes, and regulations. 
 

12.11 Contract Payment 
In accordance with payment schedules, proposer will submit invoices to Accounts 
Payable Department, Broward County Housing Authority, 4780 N. State Road 7, 
Lauderdale Lakes, Florida, 33319 or email at payments@bchafl.org. See 
Attachment C. 

 
12.12 BCHA will make no advance payments for the goods and/or services that are 

subject of this RFP, unless otherwise noted in the contract. Invoices may be 
submitted on no more than a monthly basis. 

 
12.13 Invoicing Requirements 

12.13.1 Proposer invoices shall reflect the prices established for the items on this 
Contract for all orders placed by BCHA even though the Contract number 
and/or correct prices may not be referenced on each order. Only properly 
submitted invoices will be officially processed for payment. Invoices 
submitted without required information will be returned for entry of the 
missing information and will not be paid until properly completed. 

 
12.13.2 All invoices must be itemized showing: Proposer’s name, remit to 

address, purchase order number, service location (site name), and prices 
per the contract, itemized in order to facilitate contract auditing. 

 
12.13.3 Each invoice must detail the service and location at which performed 

accompanied by a copy of the work order signed by the designated 
Manager or Contact Person indicating satisfactory completion of work. A 
separate invoice must be submitted for each date and location. 
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12.13.4 BCHA will pay the properly completed and authorized invoice within 
thirty days of receipt. 

 
12.13.5 BCHA will pay invoices by check or ACH.   

____________________________________________________________________ 
 

LAST PAGE OF DOCUMENT 
 

PLEASE SEE ATTACHMENTS A THROUGH J 



Instructions to Offerors 

Non-Construction 

U.S. Department of Housing 
and Urban Development 

11111111 
-03291 -

Office of P�blic and Indian Housing 

1. Preparation of Offers

(a) Offerors are expected to examine the statement of work, the
proposed contract terms and conditions, and all instructions. Failure
to do so will be at the offeror's risk.

(b) Each offeror shall furnish the information required by the solicita
tion. The offeror shall sign the offer and print or type its name on the
cover sheet and each continuation sheet on which it makes an entry.
Erasures or other changes must be initialed by the person signing the
offer. Offers signed by an agent shall be accompanied by evidence of
that agent's authority, unless that evidence has been previously
furnished to the HA.

(c) Offers for services other than those specified will not be consid
ered.

2. Submission of Offers

(a) Offers and modifications thereof shall be submitted in sealed
envelopes or packages (1) addressed to the office specified in the
solicitation, and (2) showing the time specified for receipt, the solicita
tion number, and the name and address of the offerer.

(b) Telegraphic offers will not be considered unless authorized by the
solicitation; however, offers may be modified by written or telegraphic
notice. 

(c) Facsimile offers, modifications or withdrawals will not be consid
ered unless authorized by the solicitation.

3. Amendments to Solicitations

(a) If this solicitation is amended, then all terms and conditions which
are not modified remain unchanged.

(b) Offerers shall acknowledge receipt of any amendments to this
solicitation by

(1) signing and returning the amendment;
(2) identifying the amendment number and date in the space

provided for this purpose on the form for submitting an offer,
(3) letter or telegram, or
(4) facsimile, if facsimile offers are authorized in the solicitation.

The HA/HUD must receive the acknowledgment by the time
specified for receipt of offers.

4. Explanation to Prospective Offerors

Any prospective offeror desii'lng an explanation or interpretation of the 
solicitation, statement of work, etc., must request it in writing soon 
enough to allow a reply to reach all prospective offerers before the 
submission of their offers. Oral explanations or instructions given 
before the award of the contract will not be binding. Any information 
given to a prospective offerer concerning a solicitation will be furnished 
promptly to all other prospective offerors as an amendment of the 
solicitation, if that information is necessary in submitting offers or if the 
lack of it would be prejudicial to any other prospective offerors. 

5. Responsibility of Prospective Contractor

(a) The HA shall award a contract only to a responsible prospective
contractor who is able to perform successfully under the terms and
conditions of the proposed contract. To be determined responsible,
a prospective contractor must

( 1 ) Have adequate financial resources to perform the contract, or 
the ability to obtain them; 

(2) Have a satisfactory performance record;
(3) Have a satisfactory record of integrity and business ethics;
(4) Have a satisfactory record of compliance with public policy 

· (e.g., Equal Employment Opportunity); and
(5) Not have been suspended, debarred, or otherwise determined

to be ineligible for award of contracts by the Department of 
Housing and Urban Development or any other agency of the 
U.S. Government. Current lists of ineligible contractors are 
available for inspection at the HA/HUD.

(b) Before an offer is considered for award, the offeror may be
requested by the HA to submit a statement or other documentation
regarding any of the foregoing requirements. Failure by the offeror to
provide such additional information may render the offerer ineligible for
award.

6. Late Submissions, Modifications, and Withdrawal of Offers

(a) Any offer received at the place designated in the solicitation after
the exact time specified for receipt will not be considered unless it is
received before award is made and it -

(1) Was sent by registered or certified mail not later than the fifth
calendar day before the date specified for receipt of offers
(e.g., an offer submitted in response to a solicitation requiring
receipt of offers by the 20th of the month must have been
mailed by the 15th);

(2) Was sent by mail, or if authorized by the solicitation, was sent 
by telegram or via facsimile, and it is determined by the HA/ 
HUD that the late receipt was due solely to mishandling by the 
HA/HUD after receipt at the HA; 

(3) Was sent by U.S. Postal Service Express Mail Next Day
Service - Post Office to Addressee, not later than 5:00 p.m. at 
the place of mailing two working days prior to the date specified
for receipt of proposals. The term "Working days" excludes
weekends and U.S. Federal holidays; or

(4) Is the only offer received.

(b) Any modification of an offer, except a modification resulting from
the HA's request for ''best and final" offer (if this solicitation is a request
for proposals), is subject to the same conditions as in subparagraphs
(a)(1 ), (2), and (3) of this provision.

(c) A modification resulting from the HA's request for "best and final"
offer received after the time and date specified in the request will not
be considered unless received before award and the late receipt is due
solely to mishandling by the HA after receipt at the HA.

(d) The only acceptable evidence to establish the date of mailing of a
late offer, modification, or withdrawal sent either by registered or
certified mail is the U.S. or Canadian Postal Service postmark both on
the envelope or wrapper and on the original receipt from the U.S. or
Canadian Postal Service. Both postmarks must show a legible date 
or the offer, modification, or withdrawal shall be processed as if mailed
late. "Postmark" means a printed, stamped, or otherwise placed
impression (exclusive of a postage meter machine impression) that is
readily identifiable without further action as having been supplied and
affixed by employees of the U.S. or Canadian Postal Service on the
date of mailing. Therefore, offerers should request the postal clerk to
place a hand cancellation bull's_-eye postmark on both the receipt and
the envelope or wrapper.

(e) The only acceptable evidence to establish the time of receipt at the
HA is the time/date stamp of HA on the offer wrapper or other
documentary evidence of receipt maintained by the HA.
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FORM OF CONTRACT 
 

THIS AGREEMENT made this __ day of __________ in the year ____ by and between _______________________, hereinafter called 
the "Contractor", and the BROWARD COUNTY HOUSING AUTHORITY, a public body corporate and politic created pursuant to 
Chapter 421, Florida Statutes and hereinafter called the "PHA".   
  

 WITNESSETH, that the Contractor and the PHA for the consideration stated herein mutually agree as follows: 
  

 Article I - Statement of Work: The Contractor shall furnish all labor, material, equipment and services; perform and 
complete all work in accordance with the standard practice of the trade and in a timely manner for RFP 22-306 Special Legal 
Services. 
  
This is in strict accordance with the specifications dated ___________ as prepared by the Broward County Housing Authority 
which said specifications and addenda are incorporated herein by reference and made a part hereof. This contract is for two 
(2) years, expiring on ________; with _____three (3) one (1) year renewal option periods. 
 
 

 Article II - Contract Price: The PHA shall pay the Contractor for the performance of the contract, in current funds, 
subject to additions and deductions as provided for in the specifications, the sum of work completed on an as needed basis.   
 

 Article III - Contract Documents: The Contract shall consist of the following component parts: 

  a)   This instrument 

  b)   Specifications, Terms and Conditions 

  c)   Insurances (Naming Broward County Housing Authority as Additionally Insured) 

  d)   Licenses 

E)   Contractor’s Response to RFP 22-306 

  e)   Board Resolution Number _______ 

 
 Article IV - Additional Terms and Conditions: 

Notice: Whenever any party desires to give notice unto any other party, it must be given by written notice, sent by certified 
United States mail, with return receipt requested, by hand delivery or by facsimile transmission with receipt of delivery, 
addressed to the party for whom it is intended and the remaining parties, at the places last specified, and the places for giving 
of notice shall remain such until they shall have been changed by written notice in compliance with the provisions of this 
section. For the present, Contractor and the BCHA designate the following as the respective places for giving of notice: 

 
BCHA: Chief Executive Officer 

4780 N. State Road 7 

Lauderdale Lakes, Florida 33319 

Telephone: (954) 739-1114 

Facsimile: (954) 535-0407 

 

Contractor: (Name of Contractor) 

(Street Address 1) 

(City, State Zip) 

Telephone: (XXX) XXX-XXXX 

Facsimile: (XXX) XXX-XXXX 

Attn: (Name) 

 



 
 
Independent Contractor: This AGREEMENT does not create an employee/employer relationship between the parties. It is the 
intent of the parties that Contractor is an independent contractor under this AGREEMENT and not a BCHA employee for all 
purposes, including, but not limited to, the application of the Fair Labor Standards Act minimum wage and overtime 
payments, Federal Insurance Contribution Act, the Social Security Act, the Federal Unemployment Tax Act, the provisions of 
the Internal Revenue Code, the State Workers Compensation Act and the State unemployment insurance law. Contractor shall 
retain sole and absolute discretion in the judgment of the manner and means of carrying out Contractor' s activities and 
responsibilities hereunder. Contractor agrees that it is a separate and independent enterprise from the BCHA, that it has full 
opportunity to find other business, that it has made its own investment in its business, and that it will utilize a high level of skill 
necessary to perform the work. This AGREEMENT shall not be construed as creating any joint employment relationship 
between Contractor and the BCHA. The BCHA will not be liable for any obligation incurred by Contractor, including but not 
limited to unpaid minimum wages and overtime premiums. 

Binding Authority: Each person signing this AGREEMENT on behalf of either party individually warrants that he or she has full 
legal power to execute this AGREEMENT on behalf of the party for whom he or she is signing, and to bind and obligate such 
party with respect to all provisions contained in this AGREEMENT 

Headings:  Headings herein are for convenience of reference only and shall not be considered on any interpretation of this 
AGREEMENT. 

Governing Law and Venue:  This AGREEMENT shall be governed by the laws of the State of Florida with venue lying in 
Broward County, Florida. 

Severability:  If any provision of this AGREEMENT or application thereof to any person or situation shall to any extent, be held 
invalid or unenforceable, the remainder of this AGREEMENT, and the application of such provisions to persons or situations 
other than those as to which it shall have been held invalid or unenforceable shall not be affected thereby, and shall continue 
in full force and effect, and be enforced to the fullest extent permitted by law. 

Extent of AGREEMENT: This AGREEMENT and, by incorporation, the RFP and Contractor’s response to said RFP as contained 
in the Appendix represents the entire and integrated agreement between the BCHA and Contractor and supersedes all prior 
negotiations, representations or agreements, either written or oral. 

Conflicting Terms or Language: Where any conflicting terms or language arise between this AGREEMENT and the documents 
contained in the Appendices, the order of precedence is as follows: 

1. The terms and language in RFP 22-306; and 

2. The terms and language in Contractor’s response to RFP 22-306. 

This instrument together with the other documents enumerated in this Article III, which said other documents are as fully a 
part of the Contract as if hereto attached or herein repeated, form the Contract.  In the event that any provisions in any 
component part of this Contract conflicts with any provision of any other component part, the provision of the component part 
first enumerated in this Article III shall govern, except as otherwise specifically stated.  The various provisions in Addenda 
shall be construed in the order of preference of the component part of the Contract which each modifies. 
   

IN WITNESS WHEREOF, the parties hereto have caused this instrument to be executed in two original counterparts as of the 
day and year first above written. 

 
  
ATTEST 
 
 

FEIN          
 
 
 

SS#   
  
 
 
  
ATTEST 

CONTRACTOR: 
 
____  
 
By:     
 
Name/Title     
 
Business Address:  

  
 
  
 
BROWARD COUNTY HOUSING AUTHORITY 
 
By:   

 



Responding to an Electronic Bid
5 Step Instructions



Step 1

• Many governments are 
moving toward requiring bid 
responses electronically. 
Here are the steps to 
respond to an eBid.  
• Click on the solicitation.



Step 2

Once you are in the 
solicitation, you will see the 
Bid Details page that is 
standard for all solicitations.

• When you are ready to submit 
your bid, click on “Submit E-Bid 
Proposal”.



Step 3

Enter information requested page-
by-page and you can see what will 
come next via the menu bar on the 
left under “E-Bid Progress”.

If there is not a total bid amount in 
your submission, please put “0”.
Example: a request for qualifications 
opportunity may not require a bid amount so 
vendors will input “0” under “Bid Amount”.



Step 4

After you click NEXT on the Contact 
Information page, you will be 
directed to enter the documents 
required. In this example, they only 
ask for one document, however, in 
others, they may ask for multiple 
documents that each need to 
uploaded separately.
TIP:

There is a place for you to add “Supplemental”, 
i.e. non-required, documents.



Step 4 continued

TIP:
There is a place for you to add 
“Supplemental”, i.e. non-
required, documents.



Step 5

Review Your E-Bid Response, 
and if everything is correct, 
then press “Submit 
Response”.

You are done! And the 
government to which you’ve 
submitted this will 
download your responses 
and documents and see the 
day and time upon which 
you submitted your 
proposal.

For more help in responding to an eBid, please call (206) 940-0305 or email: support@demandstar.com



CONFIRMATION

You will receive an email 
confirming that you have 
successfully submitted a 
response to an eBid 
solicitation.

Note that you can update your 
eBid response until the Bid Due 
Date and Time.



CONFIRMATION

You may change information and 
re-upload documents until the 
due date. 
[NOTE: make sure you are doing 
this well before the time of the 
opening! ]

There are two ways of confirming 
your activity and responses:
1. Look at all your eBid 

Responses under Activities
2. View History per each 

solicitation to which you 
responded

For more help in responding to an eBid, please call (206) 940-0305 or email: support@demandstar.com
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