
The Housing Authority of the Village of Oak Park 

 

REQUEST FOR PROPOSAL 

 
Date: July 30, 2021 

 

 
Subject: Administration of Low Rent Housing and Housing Choice Voucher Programs 

 

 
The Housing Authority of the Village of Oak Park (the "OPHA") requests proposals [the 

"Proposal(s)"] from qualified firms or organizations to administer its Public Housing Program and its 

Housing Choice Voucher Program (the "Programs"), in accordance  with regulations and guidelines 

set forth by the U.S. Department of Housing and Urban Development ("HUD") and administrative 

directives established by the OPHA. The Selected Respondent (the "Selected Respondent") must 

have a demonstrated track record of providing similar services. This comprehensive program (the 

"Services") will have several components that are defined in the Intent and Scope of Services section 

of this procurement request. 

 
In order to demonstrate capacity to perform the services required under this Request for Proposal 

("RFP"), the respondent may subcontract, form joint ventures, or make similar arrangements. All 

information regarding planned subcontracts, joint ventures, or other alliances should be included in 

the Proposal. All other information needed to complete this Proposal is included herein. 

Please submit one (1) signed original of the Proposal, on the respondent's stationery to: 

Phillip H. Snelling Outside General 

Counsel 

Oak Park Housing Authority 

C/O Johnson Jones Snelling & Gilbert, P.C. 

325 N. LaSalle, Suite 350, 

Chicago, IL 60654 

 
The face of the envelope must be marked "Response to OPHA RFP." 

 
Please also submit an electronic version of the response in PDF format to: psnelling@jjsgd.com with the 

subject: “Response to OPHA RFP” 

 
If the file size is more than 10MB, please contact Mr. Snelling at the e-mail above to make other electronic file 

delivery arrangements. 

 

Both the electronic and paper copies of the Proposals must be received no later than Thursday, 

September 30, 2021 at 3:00 PM CDT at which time Proposals will be recorded but will not be 

publicly read. 

 
Any questions regarding this RFP should be directed to Phillip H. Snelling at 312-578- 8100 or at 

psnelling@jjsgd.com. The OPHA reserves the right to postpone or cancel this RFP and to reject any 

and all Proposals if the OPHA shall deem it in its best interest to do so and to seek procurement by 

means of non-competitive procurement pursuant to 24 CFR 85.36(d)(4). 

mailto:PSnelling@jjsgd.com
mailto:psnelling@jjsgd.com
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SECTION I. INTRODUCTION 

 
 

The OPHA is an Illinois municipal corporation and a local public housing authority that 

was created in 1946 to administer Federal housing programs for low and very low-income 

families, the elderly, and the disabled. The OPHA receives funding from HUD and is 

entitled to apply for additional funding to construct, acquire, modernize, maintain, and 

operate housing developments. In addition, the OPHA administers a federal housing 

program that provides rental assistance to qualifying individuals and families. 

 

The OPHA is a medium-sized housing authority. It currently owns and manages one 

public housing high-rise building containing 198 units for the elderly and persons with 

disabilities and it has Annual Contributions Contracts from HUD for 427 Regular and 

Project-Based Housing Choice Vouchers, plus 83 vouchers under the Mainstream 

Housing Opportunities for Persons with Disabilities Program, and an additional 15 

vouchers under the Non-Elderly Disabled Housing Choice Voucher Program for 

individuals transitioning out of nursing homes and institutions into the community. In 

addition, OPHA administers Vouchers on behalf of other housing authorities for 

participants who have relocated to Oak Park through HUD's "portability” procedures. 

These portability vouchers may vary, but typically amount to between 50 and 70 vouchers 

at any given time. OPHA also administers 14 Project-Based Vouchers on behalf of the 

Chicago Housing Authority for its New Moms residential housing program located within 

Oak Park. The OPHA is designated a "high performer" by HUD and has consistently 

scored highly in various HUD program reviews. Copies of the OPHA's most recent 

operating budget and audit are available for review by interested parties. 

 
The OPHA currently employs no staff. The OPHA currently contracts for all 

management, administrative, and janitorial services from a private contractor whose 

contract expires as of December 31, 2021. The OPHA is seeking proposals from 

respondents in order to procure all administrative functions of the housing authority, 

including executive and mid-level management, accounting services, property 

management, and janitorial services. The successful respondent must provide satisfactory 

evidence of its administrative capacity to undertake management of all OPHA functions. 

Specific requirements regarding the provision of staff services are detailed in Section II.E 

of this RFP. 

 
The current contractor providing administrative services to the OPHA leases office space 

in Oak Park and bills the OPHA for its use of this space.  During the term of the 

Contract, the OPHA will make available office space in the Village of Oak Park at no 

charge to the successful respondent sufficient to support the contracted services. All direct 

client contact must take place in Oak Park. Other administrative functions that do not 

entail direct client contact may be conducted at locations outside of Oak Park. 

Specific requirements regarding office space are detailed in Section VI.K of this RFP. 
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SECTION II. 

 
A. INTENT 

INTENT AND SCOPE OF SERVICE 

 
 

The OPHA is seeking qualified respondents to provide administration and operation of 

the following Programs: 

 
• Administration of the tenant-based Housing Choice Voucher 

(HCV) Program; and 

 
• Administration of the OPHA's Public Housing Program and 

management of its 198-unit elderly housing development. 

 
In addition, the Selected Respondent will be expected to employ a Senior-level Executive 

(and appropriate support staff) who will be designated Executive Director of the Oak Park 

Housing Authority. The Executive Director will have responsibility for the following areas 

of general management: 

 
• Acts as Chief Executive Officer of the OPHA. 

• Executes policy directives of the Board of Commissioners. 

• Maintains communications with Board of Commissioners. 

• Prepares the agenda for and attends monthly Board meetings. 

• Represents the OPHA before the public. 

• Serves as a liaison with the Village of Oak Park and other 

governmental bodies. 

• Prepares and presents recommendations to the Board for new or 

revised administrative and operational policies. 

• Identifies housing opportunities for low- and moderate- 

income persons. 

 

A complete description of the responsibilities of the Executive Director is included as 

Exhibit A. 

 
Every six months (or sooner, if requested by the OPHA) during the term of the contract 

or any renewals, the Selected Respondent shall meet with the OPHA Board to discuss the 

job performance of the Executive Director and other key personnel. The Selected 

Respondent shall be responsible for the hiring/termination of the Executive Director, in 

consultation with the OPHA. 

 

B. SCOPE OF SERVICE 

 
The Selected Respondent shall administer and operate the specified Programs in 

accordance with: (I) the specific requirements of this RFP, (2) the Annual Contribution 

Contracts for the Public Housing and Housing Choice Voucher programs, and (3) current 

and future requirements of Federal statute, program regulations, judicial orders and 

decrees, HUD and OPHA directives, and guidance applicable to the specified Programs; 
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however, the Selected Respondent will not be responsible for performing any such 

statutory or HUD regulatory requirement that is waived, in writing, by HUD. 

 
C. DELIVERABLES 

 
In carrying out the Services, the Selected Respondent shall maintain the following (l and 2 

collectively "Deliverables"): 

 
(l) Financial reports, program reports, and any other reports for which the Selected 

Respondent is responsible under a contract with the OPHA (the "Contract"); and 

 

(2) The Administrative Plan for the Housing Choice Voucher Programs, and The 

Admissions and Continued Occupancy Policy (ACOP) for the Public Housing Program, 

including revisions to the Administrative Plan and ACOP approved by the OPHA. 

 

The OPHA reserves the right to reject any and all Deliverables which in the judgment of 

the OPHA do not adequately represent the intended level of completion or standard of 

performance; do not include relevant information or data; or do not include all documents 

specified in the Contract and/or reasonably necessary for the purposes for which the 

OPHA executed the Contract with the Selected Respondent or for which the OPHA 

intends to use the Deliverables. 

 

Partial or incomplete Deliverables may be accepted for review only when required for a 

specific and well-defined purpose and when consented to in advance by the OPHA. Such 

Deliverables may not be considered as satisfying the requirements of the Contract and 

partial or incomplete Deliverables shall in no way relieve the Selected Respondent of its 

commitments. 

 
D. ADDITIONAL   SERVICES 

 

It is understood and agreed that this RFP requires numerous Services which may change 

due to changes in Federal statutes, HUD requirements, Program requirements or needs, 

judicial orders and decrees, and/or settlement agreements resulting from litigation. To 

the extent (a) such changes occur or (b) the scope of the Services is modified by the 

OPHA, then such changes (or supplements) shall be deemed Additional Services, an 

equitable adjustment shall be negotiated, and the Contract shall be modified accordingly. 

The failure to agree to such equitable adjustments shall be resolved by the "Dispute" 

process, as provided in Section VI(C) of this RFP. 

 
E. FUNCTIONAL AREAS 

 

The administration and operation of each of the covered Programs requires the 

performance of certain core functions in accordance with the Annual Contribution 

Contracts for the Public Housing and Housing Choice Voucher programs, HUD 

regulations and directives contained in HUD handbooks, Notices, and other policy 

documents. The following is a list of functional areas with a non-exhaustive listing of 

services to be performed in each area: 
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1. Housing Choice Voucher Program 

 
a) Tenant Functions 

 

In accordance with Fair Housing laws and regulations and HCV administrative requirements, the 

Selected Respondent shall (i) solicit applications; (ii) maintain the Waiting List; (iii) purge the 

Waiting List, if deemed appropriate; and (iv) select families for participation. The Selected 

Respondent shall also conduct initial and periodic verification of family income and composition; 

calculate tenant rent; determine rent reasonableness; conduct portability functions; and calculate 

Housing Assistance Payments (HAP). 

 
b) Unit Functions 

 
The Selected Respondent shall (i) conduct initial and periodic inspection of program 

units to enforce compliance with HUD's Housing Quality Standards; (ii) evaluate 

requested rents in comparison with unassisted units in the market area; and (iii) 

periodically review and revise allowances for tenant-paid utilities. 

 
c) Owner Outreach 

 
The Selected Respondent shall actively recruit new owners to participate in the HCV 

Program in order to expand the participants' housing choice options. 

 
d) Accounting and Financial Management 

 
The Selected Respondent shall establish a comprehensive financial management system 

and internal controls to ensure that funds are spent in an efficient and effective manner. 

This includes, but is not limited to, maintaining the accounting books and records; 

preparing annual operating budgets and financial statements; cash management of 

income and expenses; establishing policies and procedures; and working with external 

auditor to assist in the preparation of annual financial statements. 

 
e) Management Information Systems/Administrative Services 

 
The Selected Respondent shall provide the necessary administrative support to operate an 

office and conduct program activities, including the procurement and maintenance of an 

automated data system and back-up system for the retention and storage of tenant records 

and program information; the processing of HAP payments; and the preparation and 

transmittal of reports required by HUD. 

 
f) HUD Reporting 

 
The Selected Respondent shall be responsible for preparing the Section Eight 

Management Assessment Program (SEMAP) certification and any other reports or 

certifications required by HUD. 

 
g) HCV Program Participant Survey 
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The Selected respondent shall administer a survey of HCV program participants on an annual 

basis to gather feedback on performance their performance. The results of this annual HCV 

survey shall be reported to the Board of Commissioners. 

 
 

2. Public Housing Program 

 
The Selected Respondent shall have responsibility for performance of the following 

functions in managing the OPHA's Public Housing Program: 

 
a) Property Management 

 
The Selected Respondent shall be responsible for managing the OPHA 198-unit, high- 

rise development for elderly residents and persons with disabilities (Mills Park Tower). 

This includes ongoing operations and maintenance; management of the building's Capital 

Fund Program; and contracting with appropriate vendors for building services. 

 
b) Applicant Functions 

 
The Selected Respondent shall maintain a Waiting List for applicants; determine 

eligibility; calculate tenant rent payments; and provide appropriate public information 

about the building to prospective applicants. 

 
c) Resident Services 

 
The Selected Respondent shall provide appropriate services to the residents through 

HUD's Resident Opportunities and Self Sufficiency (ROSS) Service Coordinator 

Program, consistent with an independent-living facility; manage the building's social 

programming; and provide other services as required. 

 
d) Accounting and Financial Management 

 
The Selected Respondent shall establish a comprehensive financial management system 

and internal controls to ensure that funds are spent in an efficient and effective manner. 

This includes, but is not limited to, maintaining the accounting books and records; 

preparing annual operating budgets and financial statements; cash management of 

income and expenses; establishing policies and procedures; and working with external 

auditor to assist in the preparation of annual financial statements. 

 
e) Management Information Systems/Administrative Services 

 
The Selected Respondent shall provide the necessary administrative support to operate an 

office and conduct program activities, including the procurement and maintenance of an 

automated data system for the retention and storage of tenant records and program 

information; the processing of rent and operating subsidy payments; and the preparation 

and transmittal of reports required by HUD. 

 
f) HUD Reporting 
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The Selected Respondent shall be responsible for all Public Housing Assessment System 

(PHAS) reports and any other reports or certifications required by HUD, including all 

electronic submissions. 

 
g) Public Housing Program Participant Survey 

 
The Selected Respondent shall administer a survey of public housing residents on an annual 

basis to gather feedback on their performance. The results of this annual public housing 

resident survey shall be reported to the Board of Commissioners. 

 

 

 
3. Other Housing Programs 

 
OPHA is currently in discussions regarding the potential acquisition of a 76-Unit HUD 

Section 202 Senior Housing building. If OPHA successfully acquires this property, the 

selected respondent shall have responsibility for performance of a range of functions 

for this property substantially similar to those contained in the OPHA Public Housing 

Program section of this RFP (Section II(E)2.a. – I(IE)2.g.) 

 
OPHA also reserves the right to add, expand, modify, reduce, or eliminate housing 

programs at any point during the term covered under this RFP. 

 

 
PERFORMANCE STANDARDS 

 
The Selected Respondent shall perform all the Services required of it under the Contract 

to be executed with the highest degree of skill, professional care, and due diligence. The 

Selected Respondent will be expected to maintain the OPHA's designation as a High 

Performer under SEMAP and Public Housing Assessment System (PHAS). 

 
Specific contract performance measures will be determined at the time of contract 

negotiations. 

 

 

SECTION III. SUBMITTALS 

 
A. Proposal Content 

 
Proposals shall be submitted in two separate, detached parts, as further described below, 

and shall be enclosed in a sealed envelope addressed as indicated on the introduction 

page of this RFP. The envelope must bear the Respondent's name and address. Part I of 

the Proposal shall consist of the technical and management submittal of the proposed 

work. Part II shall consist of complete cost and pricing data. Each part of the Proposal 

shall be complete in itself so that evaluation of both parts can be accomplished 

concurrently. 
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Part 1 - Technical and Management Submittal 

 
Section I: Proposal Coverage. Outline the scope of work and general objectives that the 

Proposal addresses. 

 
Section 2: Capability and Experience. Describe the Respondent's project team, including 

any subcontractors or consultants. Identify the Respondent's capabilities to undertake a 

project of the scope, complexity, and duration of the proposed contract. Demonstrate the 

Respondent’s specialized experience and past performance record in each of the programs 

to be managed. State the Respondent's experience with landlord outreach and tenant 

counseling. Include a list of projects currently in progress or completed within the past 

two years which are relevant to this procurement.  Include names, addresses, and 

telephone numbers of client references. 

 
Section 3: Management Capability. State the methods of project control to be applied to 

the project to ensure timely, professional, and quality performance. State the plans for 

project management and in providing current progress reports. Detail the Respondent's 

plans concerning management information systems. Describe the internal controls and 

financial management system to be utilized. 

 

Section 4: Methodology. Describe in detail the strategy proposed for accomplishing the 

work. Describe how each function fits into the overall management structure. Identify 

the type, level, and mix of direct, consultant, and subcontract labor to be applied to each 

function. State any program operating assumptions (e.g., rate of tenant turnover) that 

have a critical effect on the Proposal. 

 

Section 5: Work Plan. Submit a Work Plan that: (l) outlines the necessary steps in completing the 

contract work; (2) identifies the staff to be assigned to each function; (3) provides a budget for 

the financial and other resources to be allocated to each element of the contract work; and (4) 

provides a schedule for completion of the required elements of the contract work. 

 
Section 6: Key Personnel. Include an organizational chart showing the name of the 

manager and key personnel for each functional area, with a brief resume for each person. 

Describe the specific effort to be contributed by each of the key personnel and include a 

statement expressed in either percentage or number of person hours that each will devote 

to the project. Include a summation of the minimum person-hours or person-months of 

professional effort to be used in completion of the services. If consultants, advisors, or 

subcontractors will be used, describe the arrangements and include resumes of key 

personnel. Describe and discuss the method of personnel recruitment, and personnel 

training. 

 
Section 7: Conflicting or Multiple Use of Respondent Resources. Include a description of 

the Respondent's current or planned projects or assignments that may draw upon resources 

or personnel, including top management, proposed to be committed to the OPHA. 

Explain how such conflicting or multiple uses will be resolved to avoid impairing the 

timely, professional, and high-quality performance of services to the OPHA. If the 

Respondent has one or more existing HUD projects that will run concurrently with the 
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services required in this RFP, explain how the level of attention described in the Proposal 

will be preserved across projects. The OPHA reserves the right to downgrade the related 

Factor for Award score set forth in Section IV for any Proposal that does not adequately 

and credibly address such conflicts or multiple uses. 

 
Section 8: Conflicts of interests. Include a statement of any financial interests of the 

Respondent, its employees, subcontractors, consultants, and their employees that may 

create a conflict of interest with the performance of the services required in this RFP. 

Identify any current or former employee or official of the OPHA proposed to be part of 

the respondent's team. 

 

 
Part 2 - Cost and Pricing Data 

 
This is a fixed cost contract. Each Respondent must provide a detailed budget that clearly 

identifies  all costs for services.  Attached  to this RFP as Required  Attachment  A is a 

Cost Worksheet designed to capture cost data in a standard format. Respondents must 

complete this Cost Worksheet. The OPHA will deem Respondents who fail to complete 

this Cost Worksheet as non-responsive. 

 

 

B. Additional Required Submittals 

 
Each Respondent submitting a proposal will be required to provide the following 

additional items: 

• A Letter of Interest on the respondent's stationery, signed by a principal 

officer and/or joint venture partner, if applicable. The letter should 

provide the designated contact person (including street address, phone 

number, fax number, and e-mail address). 

• The firm's annual report (if applicable) and its most recent audited 

financial statement. 

 

 
 

SECTION IV. EVALUATION CRITERIA AND SCORING 

 
All Proposals will be evaluated through consideration of several evaluation factors. The 

Proposals will be scored on a one hundred (100) point scale. The Evaluation Committee 

will review the Proposals in accordance with the following evaluation criteria: 

 
Relative Importance of Technical Versus Cost/Price Factors 

 
The OPHA will make an award to the most responsible Respondent whose offer 

conforms to the solicitation and is most advantageous to the OPHA (i.e., that which 

represents the best value to the OPHA), cost or price and other factors considered. The 

combined relative merit of the technical evaluation factors listed below will be more 

significant than cost or price in the selection of the Selected Respondent. While cost or 
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price factor has no numerical weight, it is a criterion in the overall evaluation of 

proposals. Furthermore, the proposed cost or price must be considered reasonable and 

must reflect the proposed technical approach. 

 

The OPHA may award a contract to other than the lowest priced offer. In the event that 

two or more offers are considered technically equivalent, the evaluated cost or price will 

be of primary importance in determining the Proposal most advantageous to the OPHA. 

 

 
 

CRITERIA 

 
Evaluation Factors 

 

1. Demonstrated capability of the Respondent's team to operate Programs of the 

scope, complexity, and duration of the proposed project in accordance with 

the following: 

 

a) Specialized experience and successful past performance of the team 

applicable to administering the Programs. 

b) Experience applicable to conducting a program of outreach to proposed 

applicants, landlords, and other interested parties. 

c) Specialized experience in dealing with local government and other community- 

based groups, including knowledge and familiarity with Oak Park local 

government and community groups. 

d) Experience in delivering Resident Service Programs 

 
Scoring Weight 0-30 points 

 

2. Demonstrated capability of the Respondent to establish and maintain an effective 

management structure, information systems, internal controls, program and financial 

management for the proposed project. 

 

Scoring Weight 0-30 points 

 
3. Extent to which the Respondent's proposal demonstrates an understanding of the 

work function requirements, feasibility of approaches to identified functional 

areas in Section II(E), and an effective methodology for accomplishing 

preparatory, transitional, and operational work tasks in a timely and quality 

manner while meeting stated programmatic objectives. 

 

Scoring Weight 0-20 points 

 
4. Demonstrated experience, capability, and availability of the Respondent's key 

personnel, including any proposed consultants or subcontractors, to accomplish 

the contract objectives. 

 

Scoring Weight 0-20 points 
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Cost Factor 

 
The Respondent's proposed costs, while of secondary consideration to the above 

technical and management factors, will be evaluated in determining the Proposal most 

advantageous to the OPHA. 

 

The cost factor has no numerical weight; however, cost is a criterion in the evaluation 

of the Proposal. The proposed cost must be realistic in that it must reflect the 

proposed approach that is being evaluated under the technical and management 

factors. Cost realism is as important as total cost. Cost realism will be determined by 

the OPHA's estimate of probable cost of accomplishing the effort, giving 

consideration to the Respondent's methodology and understanding of the effort, 

proposed personnel, organizational capability, and probable effects of risks and 

uncertainties. Each Respondent must submit a total fixed cost for the specified 

Programs. Payments made by HUD to the OPHA for the specified Programs over the 

last three years are available for review from the OPHA. 

 

Evaluation and Selection 

 

A proposal must receive a minimum of seventy (70) points to be considered for 

contract award. Respondents must present their proposal as a firm offer which, if 

accepted by the OPHA in its entirety, shall be binding between the parties. All 

proposals must remain in effect for ninety (90) days from the RFP response due date 

of September 30, 2021. The OPHA reserves the right to award a contract with or 

without negotiations as to price or proposal content. The OPHA also reserves the 

right to reject any and all proposals. If after the solicitation it is determined that 

competition is inadequate, the OPHA reserves the right to seek procurement by 

means of non-competitive proposals/negotiation in accordance with 24 CFR 

85.36(d)(4). 

 

 

 
 

SECTION V. TERM OF THE CONTRACT 

 

The Contract will be for a five (5) year term. 

 

 
SECTION VI. SPECIAL PROVISIONS 

 
A. Regular Reports 

 

The Selected Respondent may be required, on a quarterly basis or when designated, 

to submit a report detailing the status of expenses, placements, and other pertinent 

information that may be required by HUD or the OPHA as it relates to the scope of 

services. 

 
B. Conflict of Interest 
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The Selected Respondent shall comply with the conflict-of-interest standards 

contained in the OPHA's Annual Contribution Contract with HUD and in 24 CFR 

85.36. The Selected Respondent will ensure that it and all persons working on its 

behalf do not undertake any work for other individuals or institutions that places the 

Selected Respondent or the OPHA in an actual or potential conflict of interest position 

with any other entity. The OPHA's consent and waiver to the conflict must be obtained 

in writing. The Selected Respondent will advise the OPHA in writing of any situation 

that constitutes or appears to constitute an actual or potential conflict of interest upon 

learning of such situation and will inform the OPHA of corrective action available. 

 
C. Disputes 

 
In the event of a dispute between the OPHA and the Selected Respondent involving 

the scope of services, the Contract, or other material issue, both parties will attempt to 

negotiate a resolution. If the parties cannot resolve the dispute through negotiation, 

the decision of the OPHA shall be final and binding. 

 

Provided the Selected Respondent has given notice within 30 days of the OPHA 

decision that it takes exception to this decision and has brought suit against the OPHA 

not later than one year after the Selected Respondent has received  notice of the 

decision, then the decision of the OPHA shall not be final and the dispute shall be 

resolved on the merits by a court of competent jurisdiction within the State of Illinois 

and County of Cook. 

 
D. Quality Control Plan 

The Selected Respondent will be expected to develop and implement Quality Control 

procedures for both Programs that are consistent with HUD requirements. 

 

E. Property Rights and Inventory 

 

The Selected Respondent shall be responsible for the proper care and accounting for 

any and all OPHA materials, equipment, and other property which is turned over to the 

Selected Respondent and any other property purchased or otherwise reimbursed by 

the OPHA as a direct item of cost during the term of the Contract for use by the 

Selected Respondent. Any property acquired by the Selected Respondent for use in 

fulfilling its responsibilities under the Contract for which reimbursement was received 

from the OPHA as direct item of cost shall always be and remain the property of the 

OPHA upon termination of the Contract. The Selected Respondent will be liable for 

any loss or damage to all such properties under its control, other than normal wear and 

tear. The Selected Respondent shall comply with the OPHA and HUD policies and 

procedures regarding the disposition of all property, including obtaining OPHA 

approval prior to disposing of any property purchased with OPHA funds. 

 
The Selected Respondent will maintain an inventory of all property, equipment, 

materials, supplies, and other goods, both expendable and non-expendable, for 

which reimbursement has been provided by the OPHA. The Selected Respondent will 

tag or label all furniture and equipment under its control using the capitalization 

policy of the OPHA. 
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F. Ownership of Documents and Records 

 
1. All documents, raw or non-compiled data, or other information encountered by or 

provided to the Selected Respondent, and any studies, reports, or findings 

prepared or assembled specifically for the OPHA by the Selected Respondent 

under the terms and conditions of this Contract are the property of the OPHA. 

During the performance of its Services, the Selected Respondent will be 

responsible for any loss or damage to such documents, data, studies, reports, 

findings, and information while in the Selected Respondent's possession and will 

be responsible for restoring this information at its own expense if it is lost or 

damaged. If the information is not restorable, the Selected Respondent will be 

responsible for any loss suffered by the OPHA because of such destruction. 

 

2. The Selected Respondent  will deliver or cause to be delivered all documents, 

data, studies, reports, findings, or information including, but not limited to, all 

Deliverables prepared for the OPHA under the Contract pursuant to this RFP, to 

the OPHA promptly in accordance with the time limits prescribed in the Contract 

to be negotiated, and if no time limit is specified, then upon reasonable demand 

therefore or upon termination or completion of the Services hereunder. In the 

event of the failure by the Selected Respondent to make such delivery upon 

demand, then and in that event, the Selected Respondent shall pay to the 

OPHA any damages the OPHA may sustain by reason thereof. The Selected 

Respondent shall maintain any such records and Deliverables not delivered to 

the OPHA or demanded by the OPHA for a period of five (5) years after the 

final payment made in connection with the Contract pursuant to this RFP. 

 

3. The Selected Respondent shall maintain its books, records, documents, and other 

evidence and shall adopt accounting procedures and practices sufficient to reflect 

properly all costs of whatever nature claimed to have been incurred and anticipated 

to be incurred for or in connection with the performance of the Contract pursuant 

to this RFP. This system of accounting shall be in accordance with generally 

accepted accounting principles and practices, consistently applied throughout. 

 

4. The Selected Respondent shall furnish the OPHA  with such information  as may 

be requested relative to the performance and cost of the Services. The Selected 

Respondent will maintain records showing actual time devoted and costs incurred. 

The Selected Respondent shall keep books, documents, papers, records, and 

accounts in connection with the Services open to an independent audit to be 

conducted by the OPHA or a third party and shall make these records available to 

the OPHA and any other interested governmental agency, at reasonable times 

during the performance of the Services. In addition, the Selected Respondent will 

retain all records in a secure place and make them available for an independent 

audit to be conducted by the OPHA or a third party for at least five (5) years after 

the final payment made in connection with the Contract pursuant to this RFP. 
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G. Reports and Reporting Requirements 

 
1. The Selected Respondent will prepare on behalf of the OPHA and transmit to 

HUD all applicable HUD financial and program reports for which the Selected 

Respondent is responsible under the Contract. The financial reports shall be 

submitted to the OPHA, for review and approval, thirty days prior to the date 

required for submittal to HUD 

 
2. The Selected Respondent will prepare other monthly and quarterly reports on the 

Programs as required by the Contract. Such reports are to include, but may not be 

limited to, the following: 

 
Public Housing Program 

• Occupancy data; 

• Leasing activity; 

• Waiting list information; 

• Repairs and maintenance information; 

• Budget reports; and 

• PHAS reports. 

 
Housing Choice Voucher Program 

• Utilization statistics; 

• Waiting list information; 

• Portability data; 

• HQS inspection data; 

• Eligibility and re-certification data; 

• HAP data; 

• Owner outreach data; 

• Budget reports; and 

• SEMAP reports. 

 
H. Examination of Records 

 
The Selected Respondent will cooperate with the OPHA's independent auditor to 

annually audit all operations under the Contract pursuant to this RFP. The OPHA and 

HUD retain an irrevocable right to independently audit the Selected Respondent's books 

and records pertaining to the Contract and disallow any billing unallowable under the 

Contract. The OPHA reserves the right to set-off any overbilling determined by an audit 

against any funds which are due or become due to the Selected Respondent, provided, 

however, that this set-off provision is subject to the Disputes provision of this RFP. 

 

I. Management Information Systems 

 
The OPHA currently leases its Management Information Systems from the private 

contractor that provides management and administrative services. Upon execution of the 
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Contract, the OPHA shall procure MIS hardware for use by the Selected Respondent. 

 
The OPHA currently utilizes software licensed from Yardi for the operation of its Housing 

Choice Voucher Program and its Public Housing Program. All software licenses are the 

property of the OPHA and may only be used by its authorized agents. To the extent that 

the Selected Respondent licenses new software, the Selected Respondent will secure a 

perpetual and irrevocable license on behalf of the OPHA to allow the OPHA to use such 

software. 

 

Additionally, the Selected Respondent shall grant the OPHA an exclusive, perpetual, 

irrevocable, transferable, and paid-up license to use and make derivative work from all 

software, reports, documentation, manuals, or related materials developed by the 

Selected Respondent or obtained in the course of performing under the Contract. The 

Selected Respondent shall provide the OPHA with any and all computer source and/or 

access codes to the extent provided to the Selected Respondent at no additional cost. 

 
J. Procurement 

 
In all procurement actions, the Selected Respondent will follow the Procurement Policy 

of the OPHA which is available for download from the OPHA website 

(www.oakparkha.org) and the procurement standards of 24 CFR 85.36. The Selected 

Respondent will be expected to use its best efforts to increase the participation of 

Minority Business Enterprises (MBE) and Women Business Enterprises (WBE) in 

procurement actions related to the performance of the Contract pursuant to this RFP. 

 

K. Office Space 

 

The OPHA provides office space for the administrative staff of the Public Housing 

Program at Mills Park Tower; 1025 Pleasant Place, Oak Park. The OPHA will make this 

space available to the Selected Respondent at no charge for its Public Housing Program 

staff during the term of the Contract. 

 

During the term of the Contract, the OPHA will make available office space in the 

Village of Oak Park at no charge to the Selected Respondent sufficient to support the 

administration of the Housing Choice Voucher Program. 

 
L. Termination for Cause and for Convenience 

 

The OPHA may terminate the Contract resulting from this RFP in whole or in part for 

cause based upon the Selected Respondent's violation of any of the terms and conditions 

of the Contract. Additionally, if the OPHA determines that a termination of the Contract 

is in the best interest of the OPHA, it may terminate the Contract upon delivery to the 

Selected Respondent of a Notice of Termination specifying that the termination is for the 

convenience of the OPHA and also specifying the termination date. OPHA shall pay all 

undisputed compensation earned by the Selected Respondent as of the termination date. 

 

M. Suspension 
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The OPHA may at any time request that the Selected Respondent suspend its services, or 

any part thereof, in the event of an emergency by giving reasonable written notice to the 

Selected Respondent. No costs incurred after the effective date of such suspension shall 

be allowed. The Selected Respondent shall promptly resume performance of such 

Services under the same terms and conditions as stated in the Contract upon written 

notice by the OPHA. 

 

N. Availability of Funds 

 

Funding for the Contract to be negotiated will be subject to 1) the availability of Federal 

funds from HUD, and 2) the approval of funding by the OPHA's Board of 

Commissioners and 3) changes in the law made by Congress applicable to the Programs. 

In the event that no funds or insufficient funds are appropriated by Congress and 

budgeted in any fiscal period for payments to be made under the Contract, then the 

OPHA will immediately notify the Selected Respondent upon the actual receipt of notice 

by the OPHA of such occurrence and this Contract shall terminate on the earlier of the 

last day of the fiscal period for which sufficient appropriation was made or whenever the 

funds appropriated for payment under the Contract are exhausted. No payments shall be 

made or due to the Selected Respondent beyond those amounts appropriated and 

budgeted by the OPHA to fund payments. 

 

0. Non-Assignment 

 
The Selected Respondent shall not assign or transfer any interest in the Contract without 

prior written approval of the OPHA. If the Selected Respondent is a partnership, the 

Contract shall inure to the benefit of the surviving or remaining members of such 

partnership. 

 

P. Drug-Free Workplace 

 
The Selected Respondent must certify that it agrees to provide a drug-free workplace for 

its employees. 

 

Q. Insurance 

 
The Selected Respondent agrees to procure and maintain at all times during the term of 

the Contract the types of insurance specified below in order to protect the OPHA from 

the acts, omissions, and negligence of the Selected Respondent, its officers, officials, 

subcontractors, joint venture partners, agents, or employees. The cost of this insurance 

shall be a reimbursable expense. The insurance carriers used by the Selected Respondent 

must be authorized to conduct business in the State of Illinois and shall have a BEST 

Rating of not less than "A". The insurance provided shall cover all operations under the 

Agreement, whether performed by the Selected Respondent or by its subcontractors. The 

following are types and minimum amounts of insurance coverage to be provided under 

the Contract: 

 
1. Workers Compensation 
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Workers Compensation and Occupational Disease Insurance in accordance with the 

statutory limits pursuant to the laws of the State of Illinois, including: 

 

Employers Liability 

Bodily Injury by Accident ($500,000 per accident) 

Bodily Injury by Disease ($500,000 policy limit) 

Bodily Injury by Disease ($500,000 each employee) 

 

2. General Liability 

 

General Liability ($1,000,000 per occurrence/$2,000,000 aggregate) 

Products-Completed/Operations Aggregate ($2,000,000) 

Personal & Advertising Injury ($1,000,000) Fire Damage Legal 

Liability ($100,000) Medical Payments ($10,000 per person) 

Employee Benefits ($1,000,000/$2,000,000) 

 
3. Umbrella/Excess Liability ($3,000,000) 

 
4. Automobile Liability 

 
Combined Single Limit ($1,000,000) 

Hired and Non-Owned Auto Liability 

 
5. Crime Insurance 

 
Employee Dishonesty Coverage ($500,000 Part A) 

Forgery or Alteration ($500,000 Part B) 

Theft Disappearance & Destruction ($50,000 Part C) 

 
The Selected Respondent shall furnish the OPHA original Certificates of Insurance, 

evidencing the required coverage to be in force on the Effective Date of the Contract. The 

OPHA is to be endorsed as an additional named insured on all policies. Renewal 

Certificates of Insurance or such similar evidence is to be received by the OPHA prior to 

the expiration of insurance coverage. The receipt of any certificate does not constitute 

agreement by the OPHA that the insurance requirements in the Contract have been met or 

that the insurance policies indicated on the certificate are in compliance with the 

requirements of the Contract. The insurance policies shall provide for ninety (90) days 

written notice to be given to the OPHA in the event that coverage is substantially changed, 

canceled, or non-renewed. 

 

R. Indemnification 

 
To the fullest extent permitted by law, the Selected Respondent agrees to protect, defend, 

indemnify, keep, save, and hold the OPHA, its officers, officials, employees, and agents 

free and harmless from and against any and all liabilities, losses, penalties, damages, 

settlements, environmental  liability, costs, charges,  professional  fees (including 

attorney's fees) or other expenses or liabilities of every kind, nature, character arising out 

of or relating to any and all claims, liens, demands, obligations, actions, suits, judgments, 
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or settlements, proceedings or causes of action of every kind, nature, and character 

(collectively "Claims") in connection with or arising directly or indirectly out of the 

Contract and/or the acts and omissions of the Selected Respondent, its officers, officials, 

agents, employees, and subcontractors including but not limited to, the enforcement of 

this indemnification provision. 

 

 

 

SECTIONVII. GENERAL INSTRUCTIONS 

 
1. Time for Receiving Proposals 

 
Proposals received prior to the due date and time will be securely kept, unopened. The 

officer whose duty it is to open them will decide when the specified time has arrived, and 

no proposal received thereafter will be considered. Proposals will not be publicly opened. 

Proposals once submitted become the property of the OPHA. 

 
2. Withdrawal of Proposals 

 
Proposals may be withdrawn on written or telegraphic (faxed) request dispatched by the 

respondent in time for delivery in the normal course of business prior to the time fixed 

for receipt. Provided that written confirmation of any telegraphic withdrawal over the 

signature of the respondent is placed in the mail and postmarked prior to the time set for 

opening of the Proposals. 

 

3. Award of Contract 

 
The OPHA will award a Contract in accordance with the Evaluation Criteria contained 

herein, provided the Proposal is in the best interest of the OPHA. The respondent to 

whom the award is made will be notified at the earliest practical date. The award may be 

subject to HUD approval. No award may be made to a contractor or firm, which is on the 

list of contractors ineligible to receive awards from the OPHA or the United States, as 

determined by HUD from time to time. 

 
4. Preparatory Costs 

 
All costs incurred in the preparation and presentation of Proposals shall be wholly borne 

by each Respondent. All supporting documentation submitted with each Proposal will 

become the property of the OPHA. The OPHA is not liable for any costs incurred by any 

Respondent prior to the issuance of a Notice to Proceed. 

 
5. Confidentiality 

 
The Selected Respondent agrees that all documents provided to, prepared, or assembled 

by the Selected Respondent pursuant to the Contract are to remain confidential. Further, 

the Selected Respondent agrees that the reports and documents shall not be made 

available to any individual or organization other than the OPHA and/or HUD, courts of 

competent jurisdiction, or administrative agencies pursuant to a subpoena or any agency 
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of the Federal or State Government without prior written approval of the OPHA. Any 

materials submitted by a respondent that is to be considered confidential must be clearly 

marked as such. 

 

6. Oral Presentation 

 
After a preliminary review of the Proposals, the OPHA may request any or all of the 

respondents to make oral presentations and/or demonstrations concerning their proposed 

products and services. The presentations will be scheduled by the OPHA's representative 

on an individual basis. 

 

7. Contracting Obligations 

 
All subcontractors whom the Selected Respondent plans on using in performance of the 

Contract must be identified in the Proposal. If the proposed services include the use of 

products or services of another company, the OPHA will hold the prime Selected 

Respondent responsible for the proposed products and services. 

 
8. Subcontracting 

 
All subcontracts awarded by the Selected Respondent as a result of the award of the 

Contract shall contain all of the clauses contained  in this contract as flow-down  clauses 

to all subcontractors in any tier. All subcontracts utilized by the Selected Respondent and 

not so identified at the time of the Proposal submission, must receive approval in writing 

from the OPHA prior to the utilization of any subcontractors on the Contract. 

 

 

SECTION VIII. ADDENDA TO THE REQUEST FOR PROPOSAL 

 
If the OPHA determines that this RFP should be modified before the date set for receipt of 

Proposals, it will so inform all prospective respondents by distributing addenda to this 

RFP. 

 

SECTION IX. QUESTIONS 

 
Questions regarding the Scope of Services should be directed to Phillip H. Snelling, 

Outside General Counsel to the OPHA, at 312-578-8100 or at psnelling@jjsgd.com.  These 

questions will be answered individually. If the OPHA determines that the question is 

relevant to all prospective respondents, it may issue Addenda to this RFP. 

mailto:psnelling@jjsgd.com
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EXHIBIT A 

 

JOB DESCRIPTION - EXECUTIVE DIRECTOR 

HOUSING AUTHORITY OF THE VILLAGE OF OAK PARK 

 

 
 

JOB DESCRIPTION: Executive Director of the Housing Authority of the 

Village of Oak Park 

 
PRIMARY RESPONSIBILITY: Chief Executive Officer of the Oak Park 

Housing Authority 

 
SUPERVISORY RELATIONSHIP: Reports to the Board of Commissioners of the 

Oak Park Housing Authority 

 
DISTINGUISHING FEATURES OF THE WORK: 

 
The Executive Director of the Oak Park Housing Authority directs the administration of 

federally financed rental assistance programs and management of public housing for 

eligible families, elderly, and persons with disabilities. The work encompasses planning, 

implementation and administration of other such programs as may, from time to time, be 

approved by the Board of Commissioners. All such work enhances community efforts 

toward cultural and racial diversity. The work involves maintaining liaison with local, 

state and federal governments; quasi-public and private agencies; and citizens' groups. 

Direction and supervision are exercised over staff in the employ of the Authority. The 

Executive Director works under the direction and supervision of, and in accordance with 

the policies established by, the Board of Commissioners. 

 

GENERAL QUALIFICATIONS: 

 
He/she will be knowledgeable about the professional field of assisted housing and 

understand its role in the development and preservation of a stable urban/suburban 

community. He/she will possess an appreciation of and commitment to the maintenance 

and enhancement of Oak Park's cultural and racial diversity. 

 
The position requires an innovative thinker who can generate ideas with the potential of 

developing new programs/activities in conjunction with the availability of decent, safe 

and sanitary assisted housing. The Executive Director must have the skills to promote 

the programs of the Authority through cooperative, constructive relationships with 

federal, state and local governments, other public and private agencies, and through the 

media to the community at large. 

 
A thorough knowledge of assisting housing development, redevelopment and 

management is critical to this position. A knowledge of public financing is desirable. 
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SPECIFIC RESPONSIBILITIES: 

► Acts as chief executive officer of the Authority. 
► Executes the policies established by the Board of Commissioners. 
► Prepares agendas and attends meetings of the Board. 

► Presents proposals and makes recommendations to the Board for new or revised 
administrative and operational policies/activities. 

► Develops and proposes long and short-term strategic planning strategies for the 
continued operation and development of assisted housing. 

► Keeps the Board advised of activities under his/her direction and other/future 
developments which may affect the Authority's functions or decisions. 

► Keeps self and Board apprised of pertinent federal, state and local government 
activities relating to policies/activities/functions. 

► Maintains liaison and cooperation with representatives of the Village of Oak Park. 
► Maintains liaison and cooperation with the Department of Housing and Urban 

Development, state and local governments; quasi-public and private agencies; 
professional associations; and citizens' groups. 

► Serves as chief spokesperson for the Authority in media and public relations. 
► Directs the administration of the Housing Choice Voucher (Section 8) Programs. 

► Directs the management and operations of Mills Park Tower, the Authority's 198 unit 
low-rent housing facility. 

 

► Prepares, or directs preparation of, applications for federal, state or local funding for 
existing or new assisted housing programs. 

► Oversees preparation of annual budgets for the Authority's programs and projects. 
► Prepares, or directs the preparation of, financial, operational and other management 

reports for presentation to the Board. 

► Hires, directs, guides, supervises, and terminates staff in the employ of the Authority. 

► Acts in accordance with the Authority’s strategic plan and collaborates with the Board of 
Commissioners to achieve strategic goals and objectives. 

► Performs related work as directed by the Board of Commissioners. 



 

 

Required Attachment A 

COST WORKSHEET 

 
ESTIMATED PERSONNEL COSTS FOR YEARS 2022-2026 

(Include all direct and indirect personnel costs) 

 
 2022 2023 2024 2025 2026 

PERSONNEL                

 
ESTIMATED LEASE COSTS 

  

Sub-lease at 21 South Boulevard, Oak Park 
  

1) Do you wish to sublease office space at 21 South Boulevard? 

 
2) If answer to #1 is "yes", how many square feet do you need? 

(Y or N)    

 
   

 
3) Offered rent expressed in $ per square foot, per year as follows: 

 
2022 2023 2024 2025 2026 

 

 

 
4) Total rent cost per year (Multiply line 2 by line 3): 

 
2022 2023 2024 2025 2026 

 

 

 
Lease Costs at Another Facility 

 
5) Indicate the number of square feet needed:    

 

6) Indicate the estimated rent in$ per square foot, per year as follows: 

 
2022 2023 2024 2025 2026 

 

 

 
7) Total rent cost per year (multiply line 5 by line 6): 

 
2022 2023 2024 2025 2026 

 

 


