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INTRODUCTION 
 

Housing Authority of Champaign County (Authority) was formed under the U.S. Housing 
Act of 1937 to provide affordable housing for low-income families.  
 
The Authority currently assists approximately 1900 households with their rent.  Major 
operational departments include Housing Choice Voucher Program, Rental Housing 
Demonstration Program, Project-Based Voucher Program and Local Self-Sufficiency 
Program.  All departments work together to achieve the goals of the Authority. 

 
Under certain circumstances, a participant family may request a second/final hearing 
concerning a decision made by the Authority. Usually, a participant requests an informal 
hearing because the Authority is terminating assistance to the family or taking some other 
adverse action. The hearing procedures of the Authority are described in the 
Administrative Plan. See Complaint and Appeal Procedure (Appendix A). 

 
The Authority is seeking proposals from qualified individuals and organizations interested 
in providing hearing officer services for the Authority starting February 1, 2020. The 
Authority anticipates a small number of hearings, possibly averaging three hearings per 
month. Therefore, the Authority will only need the services of one contractor. The 
Authority is contemplating the award of a professional service contract for an initial term 
of two years with a one-year term extension option, for a total of three years, in the form 
of the Contract through this solicitation process.   

 
This document outlines the requirements, selection process and the information 
necessary to submit a proposal for this service. 

 
The successful proposer will be required to comply with Equal Employment Opportunity 
and all applicable federal, state, local laws, and requirements. 

 
As used herein the term “bidder” means “proposer” and the term “bid” means “proposal”. 
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BACKGROUND, PURPOSE & SCOPE OF WORK 
 
 

BACKGROUND 
 

The HCV Program(s) are federally funded by the U.S. Department of Housing and Urban 
Development (HUD) and administered for Champaign County by the Housing Authority 
of Champaign County (HACC). The Housing Authority of Champaign County is not a 
federal department or agency. 
 
HACC is a public housing authority created by Champaign County and authorized by the 
laws of the State of Illinois to develop and operate housing and housing programs for low 
income families and individuals.   
 
The Housing Authority of Champaign County entered into an Annual Contributions 
Contract with HUD to administer the Housing Choice Voucher Program requirements on 
behalf of HUD. 
 
On October 17, 2010, HACC entered into a Moving to Work (MTW) Agreement that 
waives certain provisions of the United States Housing Act of 1937 and HUD’s 
implementing requirements and regulations there under. The MTW Agreement 
supersedes the terms and conditions of the Housing Choice Voucher Annual 
Contributions Contact, to the extent necessary for the Agency to implement its MTW 
demonstration initiatives as laid out in HACC’s Annual MTW Plan, as approved by HUD.  
In 2016 HACC signed a new agreement with HUD that ensures our participation in the 
program until 2028. 
 

 
PURPOSE 

 
The purpose of this proposal is to obtain the services of one contractor qualified to provide 
hearing officer services on behalf of the Housing Authority of Champaign County. 

 
SCOPE OF WORK 

 
Proposals received from prospective vendors shall include those services as described 
in the specifications of this RFP. 
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INSTRUCTIONS TO PROPOSER AND 
GENERAL TERMS AND CONDITIONS 

 
NOTIFICATION OF INTEREST 

 
Interested proposers must email tiffanyg@hacc.net the following information: company 
name, address, phone number, contact person’s name, title, and email address. 

 
PROPOSAL SUBMITTAL 

 

Proposals shall be submitted in a sealed envelope and addressed to the Housing 
Authority of Champaign County, 2008 N Market St Champaign IL 61822, by 4:30 pm on 
February 15, 2020. Proposals must be clearly marked “Proposal for Providing Hearing 
Officer Services, RFP MTWADMIN 2020-01. Proposals cannot be withdrawn or corrected 
after being opened. Proposals will not be disclosed to competing firms or to the public 
until a recommended firm has been selected. 

 
Unauthorized conditions, limitations, or provisions attached to a proposal will render it 
informal and may cause its rejection. The completed proposal shall be without 
interlineations, alterations or erasures. Alternative proposals will not be considered unless 
requested. No oral, telegraphic or telephonic proposals or modifications will be 
considered. The proposal may be withdrawn upon request by the proposer without 
prejudice prior to, but not after, the time fixed for opening of proposal, provided that the 
request is in writing, that it has been executed by the proposer or duly authorized 
representative, and that it is filed with the Authority. 

 
Proposal documents shall be deemed to include by reference each and every one of the 
following: 

 

Request for Proposal (RFP) 
Addenda to RFP 
Proposal 
Supplements to Proposal 

 
Proposals shall be submitted in accordance with the form prescribed by the Housing 
Authority of Champaign County. Failure to respond in this manner may render the 
proposal non-responsive. 

 
The original and two (2) copies of the proposal shall be submitted and the outside of the 
envelope clearly marked: “Proposal for Providing Hearing Officer Services, RFP 
MTWADMIN 2020-01. 

mailto:tiffanyg@hacc.net
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TAXES 
 

The Housing Authority of Champaign County is a tax-exempt organization.  
 

REFERENCES 
 

All reference information called for in the Request for Proposal must be submitted with 
the proposal. 

 
ISSUING OFFICE 

 
The Request for Proposal is issued by the Housing Authority of Champaign County. If 
you have any questions concerning this RFP, please email your questions to 
tiffanyg@hacc.net by January 31, 2020. Contact with any other staff regarding this RFP 
is not allowed. Responses to questions will be provided to all interested vendors and 
posted on the Authority’s website at www.hacc.net.  

 

RECEIPT OF PROPOSAL 
 

Proposals shall be time stamped when received and will be accepted up to and no later 
than the time indicated in the Request for Proposal. All proposals received after the time 
stated above will not be considered and will be returned to the proposer. The proposer 
assumes the risk of any delay in the mail or the handling of the mail by employees of the 
Authority. Whether sent by mail or by means of personal delivery, proposers assume 
responsibility for having proposal deposited on time at the place specified. 

 
PROPOSAL SIGNATURE 

 

If the proposal is made by an individual, it shall be signed and full name of proposer with 
complete address shall be given; if made by a firm, it shall be signed with the co- 
partnership name by a member of the firm who shall sign name and the name and address 
of each member shall be given; and if it is made by a corporation, the name of the 
corporation shall be provided and signed by its duly authorized officer or officers attested 
by the corporate seal, and the names and titles of all officers of the corporation shall be 
given. 

 
ECONOMY OF PREPARATION 

 
Proposals should be prepared simply and economically, providing any deviation from 
specifications. Issuance of the Request for Proposal does not commit the Authority to 
award any contract or to pay any costs incurred in the preparation of the proposal or to 
procure or contract for services. 

mailto:tiffanyg@hacc.net
http://www.hacc.net/
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INTERPRETATION OF PROPOSAL DOCUMENTS 
 

Should a proposer find discrepancies in, or omissions from the specifications, or should 
proposer be in doubt as to their meaning, proposer shall notify the Authority immediately. 
Should it be found necessary, a written addendum will be sent to all proposers. Addenda 
issued during the proposal period shall form a part of the contract and shall be included 
with the proposal. 

 
ADDENDA TO THE REQUEST FOR PROPOSAL 

 

The Authority reserves the right to make such changes in the Request for Proposal, as it 
may deem appropriate. Any and all changes in the Request for Proposal shall be made 
by a written addendum, which shall be issued by the Authority to all interested proposers 
and posted on the Authority’s website at www.hacc.net. No oral changes will be permitted. 
Addenda issued during the proposal process shall become a part of the original proposal. 

 
COMPLIANCE WITH LAWS 

 
The proposer shall comply with all applicable laws, ordinances, and codes of the State of 
Illinois and U.S. Department of Housing and Urban Development (HUD) and the policies 
of the Authority, all regulations and rules relating to affirmative action, and shall commit 
no trespass on any public or private property in performing any of the work embraced by 
this contract. 

 
RESPONSIBILITY FOR COMPLIANCE WITH LEGAL REQUIREMENTS 

 
Successful proposers shall be in full compliance with all applicable Federal, State and 
local regulations, standards, and ordinances, regardless of whether or not they are 
referred to by the Authority. 

 

SUPPLEMENTS TO REQUEST FOR PROPOSAL 
 

If the evaluation of any proposal indicates minor noncompliance or variance with the 
Request for Proposal, the Authority may, but need not, make written request to the 
proposer for a supplement to the submitted proposal. Such request will attempt to identify 
the noncompliance or variance and will establish a date by which the supplement to the 
Request for Proposal shall be submitted. If so requested, the proposer may submit a 
supplement to the Request for Proposal responsive to such request, within the time period 
established, which the Authority will evaluate in conjunction with the Request for Proposal. 
Any supplement to the Request for Proposal will be deemed to be an integral part of the 
proposer’s submittal. 
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EVALUATION 
 

Upon receipt of proposals, the Authority will evaluate all proposals to determine whether 
proposals are acceptable based on the criteria established in the Request for Proposal. 

 
VALIDITY PERIOD 

 

The Request for Proposal shall be considered valid for a period of ninety (90) days and 
shall contain a statement to that effect signed by an officer of the firm authorized to bind 
firm for this period. 

 
PUBLIC RECORD 

 
After the award of the contract has been made by the Housing Authority Commission or 
appropriate staff, all findings and information considered in determining which proposal 
best meets the needs of the Authority and will be most advantageous with respect to 
price, conformity to the specifications and other factors will be made available for public 
inspection. 

 
TIME OF DELIVERY 

 
Time of delivery is a part of the consideration and must be stated in definite terms. 
Proposals are subject to acceptance any time within 90 days after opening unless 
otherwise stipulated. 

 
INTEREST OF MEMBER OF THE AUTHORITY 

 
No member of the governing body of the Authority, and no other officer or employee of 
the Authority who exercises any functions or responsibilities in connection with carrying 
out this project to which this proposal pertains, shall have any personal interest, direct  or 
indirect, in this contract. 

 

INTEREST OF PROPOSER 
 

The successful proposer covenants that it presently has no interest and shall not acquire 
any interest, direct or indirect, in the Authority or any other interest which would conflict 
in any manner or degree with the performance of this contract, and no person having any 
such interest shall be employed. 

 
PENALTY FOR COLLUSION 

 
If at any time it shall be found that the person, firm or corporation to whom a contract has 
been awarded has, in presenting any proposal, colluded with any other party or parties, 
then the contract so aware shall be null and void. The contractor and the contractor’s 
bonding company shall be liable to the Authority for all loss or damage that 
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the Authority may suffer thereby. The Authority may advertise for a new contract for said 
services. 

 
PROJECT ORGANIZATION 

 
The successful proposer must provide a project manager to act as a liaison with the Chief 
Operating Officer, who will coordinate written reports and see the project through to 
satisfactory conclusion. The Chief Operating Officer or designee shall be responsible for 
the direction, review and approval of all work. 

 
EXECUTION OF CONTRACT 

 

The proposer to whom award is made shall execute a written contract with the Authority 
on the form of the agreement provided, and shall secure all insurance and bonds, if 
applicable, required by the Authority within ten (10) days from the date of the award. 
Failure or refusal to enter into a contract as herein provided, or to conform to any of the 
stipulated requirements in connection therewith, shall be just cause for the annulment of 
the award. Award shall then be made to the next proposer as determined by the Authority 
and that firm shall fulfill every stipulation as if it were the party to whom the first award 
was made. 

 
FINDINGS CONFIDENTIAL 

 
Until such time that the Housing Authority awards the contract, all reports, information, 
data, etc., prepared or assembled by the proposer under this proposal are confidential 
and the proposer agrees that such proposal shall not be made available to any individual 
or organization without the prior written approval of the Authority. 

 
CHANGES 

 

The Authority may require changes in the scope of the services to be performed by the 
contractor hereunder. All such changes, which are mutually agreed upon by and among 
all the parties, shall be incorporated in written amendments to this contract. All such 
amendments shall state any increase or decrease in the amount of the compensation due 
the contractor for the change in scope. 

 
ADDITIONS/DELETIONS OF SERVICE 

 
The Authority reserves the right to add and/or delete services to this contract. Should a 
service requirement be deleted, payment to the contractor will be reduced proportionally 
to the amount of service reduced in accordance with the proposal price. Should additional 
services be required from this contract, prices for such additions will be negotiated 
between the contractor and the Authority. 
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INCORPORATION OF PROPOSAL INTO THE CONTRACT 
 

The contents of this proposal and the selected firm’s response are to be incorporated, in 
total, into the contract. 

 
AMENDMENTS 

 

All amendments to this contract must be in writing and signed by both parties. 
 

CONTRACT COMPLIANCE MONITORING 
 

The Chief Operating Officer or designee shall monitor the contractor’s compliance with, 
and performance under, the terms and conditions of the contract. The contractor shall 
make available for the inspection and/or copying by the Authority all records and accounts 
relating to the work performed or the service provided under this contract. 

 
 

CONTRACTOR’S RESPONSIBILITY 
 

The contractor shall be responsible for any damages whatsoever to the Authority Property 
as applicable when such property is the responsibility of or in the custody of the 
contractor, his/her employees or subcontractors. 

 
DISPUTES 

 
In the event a dispute arises concerning any matter under the contract, the party wishing 
resolution of the dispute shall submit a request in writing to the Executive Director. The 
Executive Director shall consider the request and respond within ten (10) days giving his 
or her findings and the reasons for the findings. Any party dissatisfied with the findings of 
the Executive Director may appeal to the Housing Authority Commission in any objection. 
The Commission shall consider any matter appealed at a hearing within thirty (30) days. 
The decision of the Commission shall be final upon matters of fact unless clearly 
erroneous or procured by fraud. 

 
REJECTION OF PROPOSALS 

 
The Authority reserves the right to reject any, or any part of a proposal, to waive any 
informality in the proposal and to select the services, which shall be deemed in the best 
interest of the Authority. 

 
It shall be emphasized that award of contract will not necessarily be based on price alone, 
but rather on a combination of qualifications, price, services, references, and 
responsiveness to the proposal specifications. 
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PROPOSERS INTERESTED IN MORE THAN ONE PROPOSAL 
 

More than one proposal from an individual, firm, partnership, corporation or association 
under the same or different names will not be considered. Reasonable grounds for 
believing that any proposer is interested in more than one proposal for the work 
contemplated will cause the rejection of all proposals in which such proposer is interested. 
If there is reason for believing that collusion exists among more than one proposer, all 
proposals will be rejected, and none of the participants in such collusion will be considered 
in future proposals. 

 
A person, firm or corporation who has submitted a sub-proposal or who has quoted prices 
on materials to a proposer is not thereby disqualified from submitting a proposal or quoting 
prices to other proposers. 
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SPECIFICATIONS 
 

SCOPE OF WORK 
 

The proposal shall contain, at minimum, the following: 

Contractor Information 

Describe whether you are applying as an organization or an individual. If you are applying 
as an organization, provide a description of your organization’s purpose and name the 
individuals who would be responsible for conducting informal hearings. 

 

Services Description 
 

Describe your experience in providing the following services: 
 

- Conducting informal hearings for housing authorities 
- Administrative hearings for other governmental agencies 
- Mediation and arbitration 
- Preparing decision reports 
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PROPOSAL SUBMITTAL 
 

OVERVIEW 
 

The proposal submittal package shall consist of the following information: 
 

1. Letter of Transmittal 
 

2. Title Page 
 

3. Table of Contents 
 

4. Summary of Proposal 
 

5. Scope of Work 
 

a. Provide a description of proposed services. 
 

b. Provide an explanation of the purpose of informal hearings and the role 
of the hearing officer in the process as it relates to housing authority 
informal hearings. 

 
c. Include a sample informal hearing decision report. Please be sure to 

redact any personal information of the parties involved. 
 

d. Background, training and years of experience of individual(s) performing 
this type of service. Attach any training Certificates related to hearing 
officer services, mediation and/or arbitration. 

 
e. Key personnel – Personnel résumés for each person in the informal 

hearings. 
 

f. List of current agencies that you are providing administrative hearing 
services to and frequency of or days committed to each agency. 

 
g. Provide at least three client references. 

 
QUESTIONNAIRE 

PROPOSAL BID FORM 

CERTIFICATION 

NONCOLLUSION AFFIDAVIT 
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PROPOSAL EVALUATION AND SELECTION 
 

Proposals will be evaluated based on the following criteria: 

Experience of Firm and Personnel (25 points) 

1. Experience with Section 8 Informal Hearings and/or similar types of 
administrative hearings. 

 

Cost (25 points) 
 

1. Proposed rates for services. 

 
 

Availability (20 points) 
 

1. Availability for scheduling informal hearings. 
 

2. Cancellation policy. 

 
 

Proposed Scope of Work (10 points) 
 

1. Responsiveness and thoroughness of proposal. 
 

2. Appropriateness of approach. 

 
 

Past Performance (20 points) 
 

1. Past record of performance with the Authority, other governmental agencies 
or public agencies, and with private industry, including such factors as 
quality of work, ability to meet schedules, understanding of roles and 
responsibilities, responsiveness, and other managerial and attitudinal 
considerations. 

 
2. The firm’s capability to perform the work within the time limitations, 

considering the firm’s current and planned workload. 
 
 
 
      WMDVBE/Section 3 Status (20 Points) 
 
 1. To receive points, demonstrate that your firm qualifies.
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QUESTIONNAIRE 
(Attachments are acceptable) 

 
1. Agency Name   

 

2. Agency Address   
 

3. Address of Project if different   
 

4. Telephone Number  Fax Number   
 

5. Email Address   
 

6. Name of Executive Director   
 

7. Name and Title of Contact Person   
 

8. Telephone Number  Fax Number   
 

9. Email Address   
 

10. Type of Organization (Please check below) 

 
 

Tax ID or SS#   
 

a.     _ A corporation, organized and existing under the laws of the State 
of Illinois. 

For Profit Non Profit Government 
 

b.   A partnership (if so, please list partners) 
 

 

 

 

 

c.    An individual Name    
 

11. Number of years in business    
 

12. Number of employees   
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13. List the agency staff who would be assigned to the program. Include staff members 
who will be directly responsible for conducting informal hearings. Please provide 
copies of descriptions each hearing officer’s education and experience 
backgrounds and the number of years employed by your firm. (Attached résumés 
are acceptable. Provide training Certificates.) 

 
 
 
 
 

 
14. Describe your availability. How many days advance notice do you need for 

scheduling an informal hearing? Also, include any fixed days and times that you 
are not available. 

 
 
 
 
 
 

 
15. Has your organization ever been suspended or debarred or is otherwise excluded 

from or ineligible for participation in Federal programs under Executive Order 
12549, “Debarment and Suspension.” 

 

   Yes   No 
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PROPOSAL BID FORM 
 

In compliance with the Notice Inviting Sealed Proposals, the undersigned hereby 
proposes and agrees to provide all the work and services herein described and to furnish 
all labor, materials, equipment, services, incident insurance necessary in accordance with 
the requirements of the Housing Authority of Champaign County, and the undersigned 
agrees to perform the work and services herein mentioned to the satisfaction of and under 
the supervision of the Chief Operating Officer of the Housing Authority of Champaign 
County duly appointed, and further agrees to enter into a contract in time, form and 
manner provided by law at the following prices with the understanding that the time within 
which the aforementioned work must be completed in accordance with the Housing 
Authority’s Administrative Plan, starting from and after the date of execution of the 
contract agreement for PROVIDING PROFESSIONAL SERVICES FOR HEARING 
OFFICER SERVICES. 

 
Bidder shall provide a flat rate according to the categories described below. The rate shall 
be all inclusive with no extra charges for travel, preparation, training, or report costs. 

 
Informal Hearing (single hearing rate): 

 
 

Informal Hearing Daily Rate (include maximum number of hearings that may be 
scheduled per day): 

 
 

No show/Abandoned Rate (In most cases of no show or abandoned hearings, the 
Authority will present its case without the tenant present and a decision must be rendered 
by the Hearing Officer): 

 
 

Cancellation Rate (Include the number of days advance notice needed prior to charging 
the cancellation rate): 
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CERTIFICATION 
 

The undersigned has carefully examined Request for Proposal documents pertinent to 
the referenced services, and further, being familiar with all other conditions affecting this 
proposal, hereby agrees to furnish all labor, materials, equipment, etc., required to 
complete said services outlined in the specifications and other documents at the prices 
quoted on the Proposal Form. 

 
 
 
 
 

Agency Name 
 
 

 

Printed Name Title 
 
 

 

Authorized Signature Date 
 
 

 

Mailing Address 
 
 

 

Authority State Zip Code 
 
 

 

Telephone Number 
 
 

 

Fax Number 
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NONCOLLUSION AFFIDAVIT 
 

Proposer declares that the only persons or parties interested in this proposal as principals 
are those named herein; that no officer, agent, or employee of the Authority is personally 
interested, directly or indirectly, in this proposal; that this proposal is made without 
connection to any other individual, firm, or corporation making a proposal of the same 
work and that this proposal is in all respects fair and without collusion or fraud. 

 
Note: This questionnaire constitutes a part of the proposal and signature on the signature 
portion of this proposal shall constitute signature of this questionnaire. 

 

In case of discrepancy between words and figures, the words shall prevail. 
 

The names of all persons, firms, and corporations interested in the foregoing proposal as 
principals as follows: 

 

 

 

 
 

The representations made in this bid are made under penalty of perjury. 
 

The undersigned are prepared to satisfy the Housing Authority of Champaign County of 
their ability, financially or otherwise, to perform the contract for the proposed work and 
improvements in accordance with specifications set forth. 

 

 

Company Name 
 

 

Print Name 
 

 

Title 
 

 

Signature 
 

Dated  , 20   
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APPENDIX A 

 
Housing Authority of Champaign County 

 

COMPLAINT AND APPEAL PROCEDURE 
 
 

COMPLAINT AND APPEAL PROCEDURE 
 

In accordance with 24 CFR, Part 982.554 and Part 982.555, the Authority has established separate 

review procedures for applicants and participants. Families will be considered "applicants" until 

the Authority executes a HAP Contract with an owner, at which time the family becomes a 

"participant". 
 

APPLICANT REVIEW PROCEDURES/ RIGHT TO INFORMAL REVIEW 
 

The Authority will give prompt written notice of an adverse determination and provide an 

opportunity for an informal review in which the applicant may present written or oral objections 

to the determination. The Authority will complete a mandatory informal review when an applicant 

is denied due to a criminal background. Otherwise, the applicant must request an informal review 

in writing. The written request for an informal review must be received within 14 days of the date 

on the Authority’s notification of denial of assistance. 

 

The Authority will provide an applicant with the opportunity for an informal review of decisions: 
 

• Listing on or removal from the waiting list; 

• Issuance of a voucher; 

• Participation in the program; and 

• Assistance under portability procedures. 

Reviews will not be extended to applicants for the following determinations, which are a matter of 

the Authority discretion such as: 
 

• Discretionary administrative determinations by the Authority 

• General policy issues or class grievances 

• A determination of the family unit size under the Authority’s subsidy standards 

• Refusal to extend the time period on a Voucher 

• Authority’s determination not to grant approval of the tenancy 

• Determination that unit is not in compliance with Housing Quality Standards (HQS) 

• Determination that unit is not in accordance with HQS due to family size or composition 
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Director of Housing Choice Voucher Program or Director of Asset Management will conduct 

reviews. If the directors had a direct role in the decision or approval of the decision under review, 

the review will be conducted by the Chief Operating Officer. 

The informal review need not be as elaborate as an informal hearing. The Hearing Officer will 

determine whether to accept the applicant’s written objections to the Authority’s decision or 

schedule a session where oral objections can be made. The individual conducting the review will 

receive and review the applicant’s oral or written objections and render a final decision. If the 

decision is contrary to HUD regulations and Authority policies, the Authority makes the final 

decision if assistance is granted or denied. The Authority or the individual conducting the review 

will send a written decision to the applicant within 30 days as to the final decision and the reasons 

for its determination. 
 

PARTICIPANT HEARING PROCEDURES/RIGHT TO INFORMAL HEARING 
 

The Authority will utilize a two-step process to complete hearings.  The first step of the hearing 

will be conducted by an individual other than the one that rendered the decision which the hearing 

is based.  The second step will be a hearing conducted by an independent 3rd-party.  

 

The Authority will give prompt written notice of an adverse determination and provide an 

opportunity for an informal hearing in which the participant may present written or oral objections 

to the determination. The participant must request an informal hearing in writing. The Authority 

must receive the written request for an informal hearing within 14 days of the date on the notice 

of determination. Requests for documents or evidence must be received by each party no later than 

2 business days before the scheduled hearing. If the family requests copies of documents relevant 

to the hearing, the Authority will make the copies for the family and assess a charge of $.15 per 

copy after the first 50 pages. 
 

The Authority will conduct informal hearings at the request of participants, which involve: 
 

• Determination of the family’s annual or adjusted income and the computation of the 

housing assistance payment; 

• Intent to terminate assistance for any; however 

Due to the Authority being in a due process state as determined by HUD, informal hearings are 

not required for established policies, procedures and the Authority determinations  
 

• Discretionary administrative determinations by the Authority 

• General policy issues or class grievances. 

• Authority determination not to approve an extension of a voucher term. 
 

• Authority determination not to approve a unit or lease. 

 

• Authority determination that an assisted unit is not in compliance with inspection 
standards unless the non-compliance is the result of family obligations. 

 

• Authority determination to exercise or not exercise any right or remedy against the 
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owner under a HAP contract. 

 

• Terminations due to court ordered evictions and money judgements. 

 
 

The Authority will schedule the informal hearing appointment within 14 days of receiving the 

request. After a hearing date is confirmed, the family may request to reschedule only upon showing 

“good cause” which is defined as an unavoidable conflict which seriously affects the health, safety or 

welfare of the family.  If a family does not appear at a scheduled hearing and has not rescheduled 

the hearing in advance, the decision will be upheld.  

 

The Authority will attempt to schedule the informal hearing prior to termination of the housing 

subsidy. If the hearing is delayed until after the termination effective date to accommodate a 

participant’s scheduling request, then the subsidy will not be extended. If, however, the Authority 

caused the hearing to be delayed, then the Authority will extend the subsidy for another month. 
 

A participant may send a representative to the hearing appointment to act on their behalf. However, 

the representative must have signed authorization from the participant in order to act as the 

participant’s representative. A participant, who disagrees with the outcome of an informal hearing, 

may not request a rehearing due to the fact that they were unable or unwilling to be present for the 

initial hearing and elected to have a representative appear on their behalf. 
 

The Authority and participant will be given an opportunity to present evidence and any information 

pertinent to the issue of the hearing; present witnesses pertinent to the issue of the hearing. 

Evidence may be considered without regard to admissibility under rules of evidence applicable to 

judicial proceedings. The participant has the right to legal counsel at his/her expense and must 

notify the Authority if they wish to bring legal counsel to the hearing.  
 

The Hearing Officer may ask the family for additional information and/or might adjourn the 

hearing in order to reconvene at a later date, before reaching a decision. If the family misses an 

appointment or deadline ordered by the Hearing Officer, the action of the Authority shall take 

effect and another hearing will not be granted. 

 

The Hearing Officer will determine whether the action, inaction, or decision of the Authority is 

legal in accordance with HUD regulations and the Administrative Plan based upon the evidence 

and testimony provided at the hearing.  Factual determinations relating to the individual 

circumstances of the family will be based on a preponderance of the evidence presented at the 

hearing. 

 

The Hearing Officer will advise each side that the testimony and evidence will be reviewed, a clear 

summary of the decision and reasons for the decision; if the decision involves money owed, the 

amount owed; and, the date the decision goes into effect within thirty days.  
 

The Authority will request that the Hearing Officer make an audio recording of the proceedings.  
 

The Authority is not bound by hearing decisions: 

 

• Which concern matters in which the Authority is not required to provide an 

opportunity for a hearing; 
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• Which conflict with or contradict HUD regulation or requirements; 
 

• Which conflict with or contradict Federal, State, or local laws; or 
 

• Which exceed the authority of the person conducting the hearing. 
 

If the Authority determines that it is not bound by the Hearing Officer’s determination, the 

Authority shall send a letter to the participant within 30 days after the date of the letter issued by 

the Hearing Officer.  The letter shall include the Authority’s reasons for the decision. 
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AGREEMENT FOR PROFESSIONAL SERVICES 
(Housing Authority of Champaign County) 

 

This Professional Services Agreement (“Agreement”) is dated   , 
2020, (“Effective Date”) and is between the Housing Authority of Champaign County 
(“Authority”), and   
 (“Consultant”). 

 

R E C I T A L S 
 

A. Authority desires to utilize the services of Consultant as an independent 
contractor to provide hearing officer servicers. 

 

B. Consultant represents that it is fully qualified to perform such services by 
virtue of its experience and the training, education and expertise of its principals and 
employees. 

 

C. Authority desires to retain Consultant and Consultant desires to serve 
Authority to perform these services in accordance with the terms and conditions of this 
Agreement. 

 

Now therefore, for good and valuable consideration, the parties agree as follows: 
 

1. Consultant’s Services. 
 

1.1 Scope of Services. Consultant shall provide the economic 
development services, as more particularly described in Exhibit A (“Services”). 

 

1.2 Personnel. Consultant has, or will secure at its own expense, all 
personnel required to perform the Services under this Agreement. All the Services 
required under this Agreement shall be performed by Consultant or under its supervision, 
and all personnel engaged in the work shall be qualified to perform such Services. 

 

1.3 Party Representatives. For the purposes of this Agreement, the 
Authority Representative shall be the Chief Operating Officer, or such other person 
designated in writing by the Chief Operating Officer (the “Authority Representative”). For 
the purposes of this Agreement, the Consultant Representative shall be   
  (the “Consultant Representative”). 

 

1.4 Time of Performance. Consultant shall commence the Services 
immediately upon receipt of a notice to proceed from the Authority Representative. 
Consultant shall perform all services by the deadline established by the Authority 
Representative, or if no deadline is established, with reasonable diligence. 

 

1.5 Permits and Licenses. Consultant shall obtain and maintain during 
the Agreement term all necessary licenses, permits and certificates required by law for 
the provision of services under this Agreement, including a business license. 

 

2. Term of Agreement. Un less  sooner te rm inated t he term of this 
Agreement shall be for a period of three years from the Effective Date with the Authority having 
the option to renew twice for a period of one year for each renewal. 
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3. Compensation. 
 

3.1 Compensation. As full compensation for Consultant’s Services 
provided under this Agreement, Authority shall pay Consultant a sum not-to-exceed 
 
$100,000.00 (the “maximum compensation”), based on the rates set forth in the fee 
schedule, attached hereto as Exhibit B (“Fee Schedule”). In no event shall the Consultant 
be paid more than the maximum compensation (which includes expenses and additional 
services, if any) during the term of this Agreement. 

 

3.2 Expenses. Authority shall only reimburse Consultant for those 
expenses expressly set forth in Exhibit B. Any expenses incurred by Consultant which 
are not expressly authorized by this Agreement will not be reimbursed by the Authority. 

 

3.3 Additional Services. Authority may request additional services under 
this Agreement. All such work, however, must be authorized in writing by the Authority, 
as applicable, prior to commencement. Consultant shall perform such services, and 
Authority shall pay for such additional services in accordance with fee schedule set forth 
in Exhibit B, or as otherwise agreed upon by the parties in writing. Any work incurred by 
Consultant which is not expressly authorized by this Agreement will not be reimbursed by 
Authority. 

 

4. Method of Payment. 
 

4.1 Invoices. Not later than the fifteenth (15th) day of each month, 
Consultant shall submit to Authority detailed invoices for all services performed and 
expenses incurred, if any, pursuant to this Agreement during the prior month. Each 
invoice shall itemize the services rendered during the billing period, hourly rates charged, 
if applicable, and the amount due. Authority shall review each invoice and notify 
Consultant in writing within ten (10) business days of receipt of any disputed amounts. 

 

4.2 Payment. Authority shall pay all undisputed portions of the invoices 
within thirty (30) calendar days after receipt of the invoice up to the maximum 
compensation specified in Section 3.1 of this Agreement. Authority shall not withhold 
federal payroll or state payroll and other taxes, or other similar deductions from each 
payment made to Consultant. 

 

4.3 Audit of Records. Consultant shall maintain full and accurate records 
with respect to all matters covered under this Agreement for a period of three years, 
unless otherwise provided for in Exhibit A. Upon Authority providing twenty-four (24) hours 
advanced prior notice, Consultant shall make all records, invoices, timecards, cost control 
sheets and other records maintained by Consultant in connection with this Agreement 
available during Consultant’s regular working hours to Authority for review and audit by 
Authority. 

 

5. Standard of Performance. Consultant shall perform all Services under this 
Agreement in accordance with the standard of care generally exercised by like 
professionals under similar circumstances and in a manner reasonably satisfactory to 
Authority. 
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6. Ownership of Work Product. All reports, documents or other written 
material developed by Consultant in the performance of this Agreement shall be and 
remain the property of Authority without restriction or limitation upon its use or 
dissemination by Authority. Such material shall not be the subject of a copyright 
application by Consultant. Any alteration or reuse by Authority of any such materials on 
any project other than the Project shall be at Authority’s sole risk, unless Authority 
compensates Consultant for such reuse. 

 

7. Status as Independent Contractor. Consultant is, and shall at all times 
remain as to Authority, a wholly independent contractor. Consultant shall have no power 
to incur any debt, obligation, or liability on behalf of Authority. Neither Authority nor any of 
its agents shall have control over the conduct of Consultant or any of Consultant’s 
employees, except as set forth in this Agreement. Consultant shall not, at any time, or in 
any manner, represent that it or any of its officers, agents or employees are in any manner 
employees of Authority. Consultant shall pay all required taxes on amounts paid to 
Consultant under this Agreement and indemnify and hold Authority harmless from any 
and all taxes, assessments, penalties, and interest asserted against Authority by reason 
of the independent contractor relationship created by this Agreement. Consultant shall 
fully comply with the workers’ compensation law regarding Consultant and Consultant’s 
employees. Consultant shall indemnify and hold Authority harmless from any failure of 
Consultant to comply with applicable workers’ compensation laws. Authority may offset 
against the amount of any fees due to Consultant under this Agreement any amount due 
to Authority from Consultant as a result of Consultant’s failure to promptly pay to Authority 
any reimbursement or indemnification arising under this Section 7. 

 

8. Confidentiality. Consultant shall keep all data, documents, discussion, or 
other information developed or received by Consultant confidential and shall not disclose 
them to any person or entity without Authority’s prior written authorization. Authority shall 
grant such authorization if disclosure is required by law. All Authority data shall be 
returned to Authority upon the expiration or termination of this Agreement. The terms of 
this Section 8 shall survive the expiration or termination of this Agreement. 

 

9. Conflict of Interest. Consultant and its officers, employees, associates and 
subconsultants, if any, shall comply with all Illinois conflict of interest statutes applicable 
to Consultant’s Services under this Agreement, including, but not limited to, the Political 
Reform Act (Gov. Code, § 81000 et seq.) and Government Code Section 1090. During 
the term of this Agreement, Consultant may perform similar services for other clients, but 
Consultant and its officers, employees, associates and subconsultants shall not, without 
the Authority Representative’s prior written approval, perform work for another person or 
entity for whom Consultant is not currently performing work that would require Consultant 
or one of its officers, employees, associates or subconsultants to abstain from a decision 
under this Agreement pursuant to a conflict of interest statute. Consultant shall 
incorporate a clause substantially similar to this Section 9 into any subcontract that 
Consultant executes in connection with the performance of this Agreement. 

 

10. Indemnification. Consultant shall indemnify, defend and hold harmless 
Authority, and its elected officials, officers, attorneys, agents, employees, designated 
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volunteers, successors and assigns in accordance with the Indemnification and Hold 
Harmless Agreement and Waiver of Subrogation and Contribution attached hereto as 
Exhibit C. Consultant’s covenant under this Section 10 shall survive the expiration or 
termination of this Agreement. 

 

11. Insurance. Contractor will obtain and maintain (a) workers' compensation 
insurance in accordance with State Workers' Compensation Law; and (b) liability 
insurance with a combined single limit of not less than $100,000 per occurrence with 
insurers reasonably acceptable to the Authority. Authority will be named as an 
additional insured on each of such liability policies and such coverage shall be on a 
primary and non-contributory basis. Contractor will deliver to Authority certificates 
evidencing such policies prior to the commencement of the Services and will deliver 
evidence of the renewal or replacement of such policies at least 30 days prior to the 
expiration thereof. Each of such policies will contain a waiver of the insurer's rights of 
subrogation against Authority. 

 

12. Cooperation. In the event any claim or action is brought against Authority 
relating to Consultant’s performance of Services rendered under this Agreement, 
Consultant shall render any reasonable assistance and cooperation that Authority 
requires. 

 

13. Termination. Authority may terminate this Agreement at any time, at will, 
for any reason or no reason, after giving written notice to Consultant at least five (5) 
calendar days before the termination is to be effective. If Authority defaults under this Agreement, 
and if Authority has not cured the default within thirty (30) calendar days after Consultant has given 
Authority notice of the event of default, Consultant may terminate this Agreement for cause after 
giving written notice to Authority at least thirty (30) calendar days before the termination is to be 
effective. Consultant shall cease all work under this Agreement on or before the effective date of 
termination specified in the notice of termination. Consultant shall be paid for services satisfactorily 
rendered to the last working day this Agreement is in effect, and Consultant shall deliver all 
materials, reports, documents, notes or other written materials compiled through the last working 
day this Agreement is in effect. In no event shall Consultant be entitled to receive more than the 
maximum compensation set forth in Section 3 of this Agreement that would be paid to Consultant 
for the full performance of the services required by this Agreement. Neither party shall have any 
other claim against the other party by reason of such termination. 

 

14. Notices. Any notices, bills, invoices, or reports required by this Agreement 
shall be given by first class U.S. mail or by personal service. Notices shall be deemed 
received on (a) the day of delivery if delivered by hand or overnight courier service during 
Consultant’s and Authority’s regular business hours or by facsimile before or during 
Consultant’s regular business hours; or (b) on the third business day following deposit in 
the United States mail, postage prepaid, to the addresses below, or to such other 
addresses as the parties may, from time to time, designate in writing pursuant to the 
provisions of this Section 14. All notices shall be delivered to the parties at the following 
addresses: 

 

If to Authority: Housing Authority of Champaign County 
2008 N Market St 
Champaign, IL 61822 
Fax: (217) 378-7100 
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If to Consultant:    

 

 

Fax:     
 

15. Non-Discrimination and Equal Employment Opportunity. In the 
performance of this Agreement, Consultant shall not discriminate against any employee, 
subcontractor, or applicant for employment because of race, color, creed, religion, sex, 
marital status, national origin, ancestry, age, physical or mental handicap, medical 
condition, or sexual orientation. Consultant will take affirmative action to ensure that 
subcontractors and applicants are employed, and that employees are treated during employment, 
without regard to their race, color, creed, religion, sex, gender, gender identity, gender expression, 
marital status, national origin, ancestry, age, physical disability, mental handicap, medical 
condition, genetic information or sexual orientation. 

 

16. Non-Assignability; Subcontracting. Consultant shall not subcontract or 
assign any of its rights or delegate any of its duties under this Agreement, either in whole 
or in part, without Authority’s prior written consent. Such consent may be given by the 
Authority Manager in his/her discretion. Any attempt by consultant to so subcontract, 
assign or delegate this Agreement or any rights, duties or obligations arising hereunder in 
violation of this Section 16 shall be void and of no effect. 

 

17. Compliance with Laws. Consultant shall comply with all applicable federal, 
state and local laws, ordinances, codes and regulations in the performance of this 
Agreement. This Agreement may call for services that, in whole or in part, constitute 
“public works” as defined in the Illinois Labor Code. Therefore, as to those services that 
are “public works”, Consultant shall comply in all respects with all applicable provisions of 
the California Labor Code, including those set forth in Exhibit D. 

 

18. No Third-Party Beneficiaries Intended. Unless otherwise expressly 
provided for in Exhibit A, this Agreement is made solely for the benefit of the parties to 
this Agreement and their respective successors and assigns, and no other person or 
entity may have or acquire a right by virtue of this Agreement. 

 

19. Non-Waiver of Terms, Rights and Remedies. No waiver by any party of 
any breach, any failure of a condition, or any right or remedy under this Agreement shall 
be (1) effective unless it is in writing and signed by the party making the waiver, (2) 
deemed to be a waiver of, or consent to, any other breach, failure of a condition, or right 
or remedy, or (3) deemed to constitute a continuing waiver unless the writing expressly 
so states. No delay or omission to exercise any right, power or remedy accruing to 
Authority under this Agreement shall impair any right, power or remedy of Authority, nor 
shall it be construed as a waiver of, or consent to, any breach or default by Consultant. 
Further, no payment made by Authority to Consultant shall constitute or be construed as 
a waiver by Authority of any breach or default by Consultant, and the making of any such 
payment by Authority shall in no way impair or prejudice any right or remedy available to 
Authority with regard to such breach or default. 

 

20. Exhibits; Precedence. All documents referenced as exhibits in this 
Agreement are hereby incorporated into this Agreement. In the event of any material 
discrepancy between the express provisions of this Agreement and the provisions of any 
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exhibit, the provisions of this Agreement shall prevail. 
 

21. Entire Agreement. This Agreement and all exhibits referred to in this 
Agreement constitute the final, complete and exclusive statement of the terms of the 
agreement between the parties pertaining to the subject matter of this Agreement and 
supersede all other prior or contemporaneous oral or written understandings and 
agreements of the parties. No party has been induced to enter into this Agreement by, nor is any 
party relying on, any representation or warranty except those expressly set forth in this 
Agreement. This Agreement may be modified only by a writing signed by both parties. 

 

22. Governing Law and Choice of Forum. This Agreement, and any dispute 
arising from the relationship between the parties to this Agreement, shall be governed by 
and construed in accordance with the laws of the State of Illinois, except that any rule of 
construction to the effect that ambiguities are to be resolved against the drafting party 
shall not be applied in interpreting this Agreement. Any dispute that arises under or relates 
to this Agreement (whether contract, tort or both) shall be resolved in a municipal, superior 
or federal court with geographic jurisdiction over the Housing Authority of Champaign 
County. 

 

23. Attorney’s Fees. In the event that either party to this Agreement shall 
commence any legal action or proceeding to enforce or interpret the provisions of this 
Agreement, the prevailing party in such action or proceeding shall be entitled to recover 
its reasonable attorneys’ fees together with any costs and expenses, to resolve the 
dispute and to enforce the final judgment. 

 

24. Severability. If a court of competent jurisdiction holds any provision of this 
Agreement to be illegal, invalid or unenforceable for any reason, the validity of and 
enforceability of the remaining provisions of this Agreement shall not be affected and 
continue in full force and effect. 

 

[SIGNATURE PAGE FOLLOWS] 
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IN WITNESS WHEREOF: 
 

The parties hereto have caused this Agreement to be executed the day and year first 
above written. 

 
 
 
 

Housing Authority of Champaign County 

 
 

By: 

 
        David A. Northern Sr., CEO 

 
 

 
ATTEST: 

 
 

By:    

 
 
 
 

 
APPROVED AS TO FORM: 

 
 

By: 
 

 
 

By:   

Name:  

Title:     

 
 

By:   

Name:  

Title:     

 
 
 
 
 
 

Place corporate seal here 
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EXHIBIT A 

SCOPE OF SERVICES 
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EXHIBIT B 

FEE SCHEDULE 

 
 

Consultant shall provide the services described in Exhibit A, Scope of Services in an 
amount not to exceed $ 100,000. 
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EXHIBIT C 
 

INDEMNIFICATION AND HOLD HARMLESS AGREEMENT AND 
WAIVER OF SUBROGATION AND CONTRIBUTION 

 

Contract/Agreement/License/Permit No. or description:     
Indemnitor(s) (list all names):     

 

A. Indemnity. To the fullest extent permitted by law, Indemnitor shall, at its sole 
cost and expense, defend, hold harmless and indemnify the Housing Authority of 
Champaign County (“Authority”) and its officers, attorneys, agents, employees, 
designated volunteers, successors, assigns and those Authority agents serving as 
independent contractors in the role of Authority officers (collectively “Indemnitees”) from 
and against any and all damages, costs, expenses, liabilities, claims, demands, causes 
of action, proceedings, judgments, penalties, liens and losses, of any nature whatsoever, 
including fees of accountants, attorneys or other professionals and all costs associated 
therewith and the payment of all consequential damages (collectively “Liabilities”), in law 
or equity, whether actual, alleged or threatened, which arise out of, are claimed to arise 
out of, pertain to, or relate to the acts or omissions of Indemnitor, its officers, agents, 
servants, employees, subcontractors, materialmen or contractors or their officers, agents, 
servants or employees (or any entity or individual that Indemnitor shall bear the legal 
liability thereof) in the performance of the above-referenced contract, agreement, license 
or permit (the “Agreement”), including the Indemnitees’ active or passive negligence, 
except for Liabilities arising from the sole negligence or willful misconduct of Indemnitees, 
as determined by final arbitration or court decision or by the agreement of the parties. 
Indemnitor shall defend Indemnitees in any action or actions filed in connection with any 
Liability with counsel of Indemnitees’ choice, and shall pay all costs and expenses, 
including all attorneys’ fees and experts’ costs actually incurred in connection with such 
defense. Indemnitor shall reimburse Indemnitees for any and all legal expenses and costs 
incurred by Indemnitees in connection therewith. 

 

B. Indemnitees’ Acts. This indemnification is effective regardless of any prior, 
concurrent or subsequent misconduct, negligent acts, errors or omissions of Indemnitees. 
This indemnification shall survive the expiration or termination of the Agreement and is in 
addition to any other rights or remedies that Indemnitees may have under the law. 
Payment is not required as a condition precedent to an Indemnitee’s right to recover under 
this indemnification, and an entry of judgment against the Indemnitor shall be conclusive 
in favor of the Indemnitee’s right to recover under this indemnification. Indemnitor shall 
pay Indemnitees for any attorneys’ fees and costs incurred in enforcing this 
indemnification. 

 

C. Exclusions. Notwithstanding the foregoing, nothing in this instrument shall 
be construed to encompass (a) Indemnitees’ sole negligence or willful misconduct, to the 
limited extent that the Agreement is subject to, or (b) the Indemnitees’ active negligence, 
to the limited extent that the Agreement is subject to. 
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D. Inapplicability of Insurance Coverages. This indemnity is effective without 
reference to the existence or applicability of any insurance coverages that may have been 
required under the Agreement or any additional insured endorsements that may extend 
to Indemnitees. Authority agrees to promptly inform Indemnitor in writing of any claim that 
Authority believes to be subject to this Indemnification and Hold Harmless Agreement and 
Waiver of Subrogation and Contribution. 

 

E. Waiver of Subrogation and Contribution. Indemnitor, on behalf of itself and 
all parties claiming under or through it, hereby waives all rights of subrogation and 
contribution against the Indemnitees, while acting within the scope of their duties, from all 
claims, losses and liabilities arising out of or incident to activities or operations performed 
by or on behalf of the Indemnitor regardless of any prior, concurrent or subsequent non- 
active negligence by the Indemnitees. 

 

F. Joint and Several Liability. In the event there is more than one person or 
entity named in the Agreement as an Indemnitor, then all obligations, liabilities, covenants 
and conditions under this Exhibit shall be joint and several as to the Indemnitors. 

 

“Indemnitor” 
Name:   Name:  
By:   By:  
Title:   Title:  
Date:   Date:     


