
 
 

 

 

REQUEST FOR PROPOSAL  
RFP 18-09 

 

REQUEST FOR PROPOSAL 

The Akron Metropolitan Housing Authority ("AMHA") has issued this solicitation with the intent 
to establish a contract for a Project Manager to manage the Choice Neighborhood Planning Grant 
awarded to AMHA and the City of Akron, in accordance with the requirements and terms and 
conditions specified herein. 

Interested parties who wish to respond to this solicitation must submit the required documents in 
a sealed package or envelope to the below individual by 4 P.M., Eastern Standard Time (EST) 
April 26, 2021 to: 

Akron Metropolitan Housing Authority  
Attn: Erin Myers  

Subject: Choice Neighborhood Project Manager RFP  
100 West Cedar Street, Akron, Ohio 44307 

Proposals must be submitted and time-stamped received in the designated AMHA office by no 
later than the submittal deadline.  Proposals received after the published deadline will not be 
accepted.  As concerns about the COVID-19 pandemic continue, AMHA’s number one concern 
is protecting and preserving the health and safety of our residents, clients, employees, and 
communities.  During this time, AMHA is encouraging interested parties to submit their 
proposals via mail.  If utilizing this option, note the rules in Clause 6 of Attachment C - 
Instructions to Offerors regarding Late Submissions.  Proposals dropped off in person must be 
submitted either by appointment or on the date proposals are due between the hours of 3:30 p.m. 
to 4:00 p.m. and will be accepted at the rear employee entrance by an AMHA employee.  To 
schedule an appointment, interested parties must call 330-814-3780. 

Any questions about this solicitation should be sent via email to emyers@akronhousing.org with 
"Choice Neighborhoods Project Manager RFP" in the subject line, by 4:00 P.M. EST, April 14, 
2021.  Any changes to the requirements specified herein will be done via an amendment. 
 
AMHA is a public entity and is subject to the procurement requirements of the U.S. Department 
of Housing and Urban Development as published in the Federal Regulations at 2 CFR §200.317 
- §200.326.  All proposals submitted in response to this solicitation must conform to all of the 
requirements and specifications outlined within this document and any designated attachments in 
its entirety.  All proposals will be evaluated according to the criteria included herein. 



 
 

1. BACKGROUND & INTENT  
 
1.1 AMHA was founded in 1938 and is a large public housing agency operating 

approximately 10,000 housing units comprised of public housing units, housing choice voucher, 
tax credit and market rate housing.  AMHA has two successful HOPE VI projects and is also an 
experienced contract administrator for assisted housing units funded by the U.S. Department of 
Housing and Urban Development (“HUD”).  AMHA has been a high performing agency in both 
public housing and housing choice voucher programs.  The agency has experienced staff and 
significant operating experience in real estate development, property management, construction 
services and various educational and social service programs.   

 
1.2 On December 16, 2020, AMHA and the City of Akron, as co-grantee, were 

awarded a $450,000 FY 2020 Choice Neighborhoods Planning Grant (“Planning Grant”) for the 
distressed public housing development known as Summit Lake Apartments and the surrounding 
Summit Lake neighborhood.  Throughout the 2-year planning process, AMHA, the City, 
community residents, and local leaders will develop a comprehensive, resident-led plan 
(“Transformation Plan”) to revitalize and transform Summit Lake Apartments and the 
surrounding Summit Lake neighborhood. 

 
1.3 The Choice Neighborhoods program leverages significant public and private 

dollars to support locally driven strategies that address struggling neighborhoods with distressed 
HUD-assisted housing through a comprehensive approach to neighborhood transformation. 
Local leaders, residents, and stakeholders such as public housing authorities, cities, schools, 
police, business owners, nonprofits, and private developers come together to create and 
implement a plan that revitalizes distressed HUD housing and addresses the challenges in the 
surrounding neighborhood. The program helps communities transform neighborhoods by 
redeveloping severely distressed HUD-assisted housing and catalyzing critical improvements in 
the neighborhood, including vacant property, housing, businesses, services, and schools. To this 
end, Choice Neighborhoods is focused on three core goals: 

 
1.3.1 Housing: Replace distressed HUD-assisted housing with high-quality 

mixed-income housing that is well-managed and responsive to the needs of the 
surrounding neighborhood. 

 
1.3.2 People: Improve outcomes of households living in the target housing 

related to employment and income, health, and children’s education. 
 

1.3.3 Neighborhood: Create the conditions necessary for public and private 
reinvestment in distressed neighborhoods to offer the kinds of amenities and assets, 
including safety, good schools, and commercial activity, that are important to families’ 
choices about their community. 
 
AMHA is seeking a dedicated Project Manager who will be responsible for management 

of the Planning Grant.  The Project Manager position is an approximately 1 ½ year position ending 
on or shortly after the grant period expires in December 2022.  It is currently AMHA’s intent to 
apply for the Choice Neighborhoods Implementation Grant following completion of the Planning 



 
 

Grant.  The Implementation Grant is highly competitive and is for a period of approximately 5 
years.   

 
1.4 Broad civic engagement will be needed to successfully develop the Transformation 

Plan. The Project Manager will need to work with public and private agencies and organizations 
(including philanthropic and civic organizations) to build community support for and involvement 
in the development of the Transformation Plan that will provide the basis from which AMHA will 
compete for an Implementation Grant. 
 

2. SCOPE OF WORK 
 

2.1 The below statements are intended to describe the general nature and scope of 
work being performed by this position.  This is not a complete listing of all responsibilities, duties 
and/or skills required. Other duties may be assigned. 

 
2.2 The Project Manager shall be required to provide all the necessary labor, 

transportation, insurance, office equipment and any other item(s) or resource(s) needed to perform 
the following services/scope of work (“SOW”), which include, but are not limited to: 

 
2.2.1 Day-to-day project management of the Choice Neighborhoods planning 

effort: 
 Assist with data collection efforts 
 Assist with community engagement 
 Schedule and help facilitate meetings with key stakeholders 
 Provide information and reporting about Choice Neighborhoods 

activities as requested 
 Schedule and help facilitate regular Choice team calls on a bi-weekly 

basis and a minimum of weekly calls with AMHA (agenda, minutes, 
etc.) 

 
2.2.2 Administration and HUD Correspondence: 

 Prepare and submit quarterly reports to HUD and AMHA 
 Work with AMHA to monitor the Choice Neighborhoods budget 

including expenditures by line item 
 Monitor planning schedule and achievement of HUD milestones and 

deliverables to make sure everything is completed and delivered on a 
timely basis 

 Maintain a professional working relationship with HUD; prepare 
responses to HUD questions 

 Submit required deliverables to HUD according to the Grant Agreement 
(note: it is the responsibility of AMHA’s procured Planning 
Coordinator, EJP Consulting Group, to prepare the Transformation 
Plan) 

 Schedule and facilitate HUD monthly meetings (agendas, minutes, etc.) 
 



 
 

2.2.3 Steering Committee and Task Force Meetings.  There are three Task Forces: 
Housing, People, and Neighborhood. The Housing and People Task Forces will each meet 
approximately once every two months.  The Neighborhood Task Force is a joint task force 
with the City’s Land Use Plan and will meet approximately on a monthly basis.  The 
Steering Committee is the Akron Civic Commons Core Team, and the Choice 
Neighborhoods Planning Grant will be an agenda item on the ACC’s monthly meeting. 

 
 Set up and attend task force meetings 
 Correspond with task force members about meetings and confirm 

attendance 
 Package meeting materials (content may be provided by others), 

take meeting minutes, distribute minutes 
 Correspond with task force members about meetings and confirm 

attendance 
 Attend monthly Steering Committee meetings, correspond about the 

Choice Neighborhoods portion of agenda with the ACC contact in 
advance of the meetings 

 Publicize community meetings through all appropriate channels 
 

2.2.4 Communications:   
 Work with AMHA to update and publicize information about 

Choice Neighborhoods planning effort, including through electronic 
platforms such as Facebook, Twitter, project website, etc. 

 Assist with the creation and distribution of newsletters about the 
Choice Neighborhoods effort and progress 

 Assist with press releases as appropriate 
 Prepare project summaries and make public presentations to 

community organizations and other stakeholders to keep community 
informed of progress 

 Publicize community meetings through all appropriate channels 
 Attend Summit Lake community meetings and provide Choice 

Neighborhoods planning updates (Summit Lake Community 
Development Corporation, Summit Lake Community Council, 
Summit Lake Neighborhood Association, etc.) 

 
2.2.5 Build and maintain effective relationships with various AMHA staff, the 

Planning Coordinator, the Choice Neighborhoods team, community residents, community 
partners and the HUD team; interact with a variety of stakeholders from diverse 
backgrounds; provide important feedback on regular meetings with partners and interaction 
with HUD. 

 
2.2.6 Work with AMHA and the Planning Coordinator to help identify, develop, 

and carry out resident engagement strategies and obtain community input regarding Choice 
Neighborhoods efforts. Project Manager will also assist with, attend, and provide logistics 
support for community engagement activities (surveys, focus groups, stakeholder 
interviews, public workshops and meetings, secure meeting space, order food, etc.). 



 
 

 
 

2.2.7 The Project Manager must be willing to work flexible hours as may be 
needed due to the scheduling of community events, community meetings, deadline 
requirements, etc.  The expectation is that the Project Manager will work an average of 30-
40 hours/week over the term of the contract.  However, the number of hours worked in any 
given week will vary. 
 

2.2.8 It is expected that the Project Manager is one individual who is dedicated to 
the position in order to build relationships, learn about the Choice Neighborhoods process, 
and provide consistency in the planning process. 
 

2.2.9 To be successful, the Project Manager must be deadline oriented, flexible, 
willing and eager to learn, have excellent written and oral communication skills, be able to 
build and maintain a good rapport with diverse stakeholders, be organized and a team 
player. 

3. PROCUREMENT SCHEDULE  
 

3.1 The following is the anticipated procurement schedule for this solicitation: 
 

EVENT DATE 

Deadline for the submittal of written   questions to 
emyers@akronhousing.org 

         4:00 p.m. April 14, 2021 

Deadline for Responses           4:00 p.m. April 26, 2021 

 
 

4.  SELECTION CRITERIA 
 

4.1  Interested parties that submit the required information by the specified due date and 
time will have their responses evaluated by an AMHA evaluation committee, who will utilize the 
evaluation criteria in Exhibit A to evaluate and score all responses. 

 
4.2  AMHA reserves the right to reject responses at its discretion, request additional 

information from proposers, select the successful proposer(s) at its sole discretion, and conduct 
negotiations to establish a contract that is advantageous and beneficial to AMHA. 

 
4.3  Interested parties are responsible for ensuring they have all documents referenced 

and incorporated in this solicitation, and are familiar with the contents of those documents. Failure 
to do so shall be at the sole risk of the proposer and no relief shall be given for errors or omissions 
by the proposer. 

 
5.  SUBMITTALS  



 
 

 
5.1  All responses must conform to the requirements specified herein. Non-conforming 

responses may be considered non-responsive by AMHA. 
 

5.1.1  AMHA is not responsible for any costs that may be incurred in the 
development and submittal of any responses to this solicitation. 

 
5.1.2  All submissions become the property of AMHA and will not be returned.  

 
5.1.3  AMHA reserves the right to retain all proposals submitted and not permit 

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

5.1.4  Responses received after the specified date and time will be considered non-
responsive. 
 
5.2  Submission Requirements: 

 
5.2.1  A total of one original signature copy (marked “ORIGINAL”) and three 

exact copies of the proposal submittal shall be placed unfolded in a sealed package and 
addressed to the contact person listed on page one of this RFP.  The package exterior must 
clearly denote the above noted RFP title and must have the proposer’s name and return 
address.  No electronic copies or fax transmission will be accepted.   

 
5.2.2  Each response must contain all of the information requested in Exhibit B. 

 
6.  CONTRACT 
 

6.1  AMHA and the proposer(s) selected by AMHA will enter into a contract similar to 
Attachment D to this RFP.   

 
7.  AMHA’S RESERVATION OF RIGHTS 
 

7.1  AMHA reserves the right to waive any informality in the RFP process or to 
terminate the RFP process at any time if deemed by AMHA to be in its best interest. 

 
7.2  AMHA reserves the right to issue modifications to this RFP at any time. 
 
7.3  AMHA reserves the right not to award a contract pursuant to this RFP. 
 
7.4  AMHA reserves the right to terminate a contract awarded pursuant to this RFP at 

any time for its convenience upon 10 days written notice to the successful proposer(s). 
 
7.5  AMHA reserves the right to determine the days, hours, and locations that the 

successful proposer(s) shall provide the services called for in the RFP. 
 



 
 

7.6  AMHA reserves the right, at any time during the RFP or contract process, to 
prohibit any further participation by a proposer or reject any proposal submitted that does not 
conform to any of the requirements detailed herein.  By responding to this RFP, each prospective 
proposer is thereby agreeing to abide by all terms and conditions listed within this document and 
further agrees that he/she will inform AMHA in writing within five days of the discovery of any 
item listed herein or of any item that is issued thereafter by AMHA that he/she feels needs to be 
addressed.  Failure to abide by this time frame shall relieve AMHA, but not the prospective 
proposer, of any responsibility pertaining to such issue. 

 
7.7  AMHA shall retain the right to negotiate the amount of fees that are paid to the 

successful proposer, meaning the fees proposed by the top-rated proposer may be the basis for the 
beginning of negotiations.  Such negotiations shall begin after AMHA has chosen a top-rated 
proposer.  If such negotiations are not, in the opinion of AMHA, successfully concluded within 
five business days, AMHA shall retain the right to end such negotiations and begin negotiations 
with the next-rated proposer.  AMHA shall also retain the right to negotiate with the proposers, as 
long as such negotiation(s) and/or award(s) are addressed in the above manner (i.e. top-rated first, 
then next-rated and so on until a successful negotiation is reached). 

 
8.  SUPPLEMENTS   
 

8.1  The following documents are incorporated by reference into this solicitation: 
 

8.1.1 EXHIBITS 
 

 Exhibit A: Evaluation Criteria 
 Exhibit B:  Submission Requirements  

 
8.1.2  ATTACHMENTS 

 
 Attachment A: HUD form 5369-C (Certifications and Representations of 

Offerors, Non-Construction Contract) 
 Attachment B: Section 3 Requirements and Commitment 
 Attachment C: HUD form 5369-B (Instructions to Offerors, Non-

Construction) 
 Attachment C1: AMHA’s Supplement to HUD form 5369-B 
 Attachment D: Sample Contract Form 
 Attachment E: HUD form 5370-C1 (General Conditions for Non-

Construction Contracts) 
 Attachment E1: AMHA’s Supplement to HUD form 5370-C1 
 Attachment F: Affidavit 
 Attachment G: Subgrantee and Contractor Certifications and Assurances 

(This must be signed by the successful Project Manager prior to 
commencing the SOW) 
 



 
 

EXHIBIT A 
 EVALUATION CRITERIA 

 

ITEM CRITERIA 
MAXIMUM  

POINTS 

1 

Project Management Knowledge and Experience 

Demonstrate a minimum of 5 years of project management skills 
managing complex, multifaceted projects.  Demonstrate ability to work on 
multiple tasks and set priorities under a challenging workload.  
Demonstrate ability to meet deadlines and work as a member of a team. 

20 

2 
Community Planning Knowledge and Experience  

Describe relevant experience with community planning efforts, 
including role played; resident engagement; working and 
communicating with diverse stakeholders.  Describe outcome of the 
planning efforts including any implementation activities.  

 

20 

3 

HUD Knowledge and Experience 

Describe any relevant experience with HUD programs, which may include 
CDBG, HOME, ESG, HOPE VI, Choice Neighborhoods, NSP, etc. including 
your role and responsibility. 

10 

4 

Proficiency with Microsoft Office plus other On-line Collaboration Tools 

Describe your ability to utilize the full suite of Microsoft Office tools (i.e. 
Word Excel, PowerPoint) and on-line collaboration tools (i.e. Google Drive, 
Dropbox, etc.). 

5 

5 

Website Management, Social Media and/or Design Software Knowledge 
and Experience 

Describe your ability and experience with managing website content, utilizing 
social media as an engagement/outreach tool and/or using design software 
(i.e. Adobe InDesign, Adobe Illustrator, etc.) for the production of 
newsletters, flyers, etc.  

5 



 
 

 

 

 

 

 

 

 

 

 

6 
 Service Approach/Methodology 

Describe your intended approach to this position and Scope of Work.  Identify 
who will be working on this effort and detail their experience. 

20 

7 Proposed fees 10 

8 Compliance with Section 3 Requirements 5 

9 

MBE/WBE Certification 

To claim these points, provide proof of certification by the State of Ohio’s 
Minority Business Enterprise (“MBE”) Program and/or Women Business 
Enterprise Program. 

5 

  TOTAL POINTS 100 



 
 

EXHIBIT B 

SUBMISSION REQUIREMENTS 

Each submission must contain the following: 

1. Letter of Transmittal/Cover Letter 
a. Acknowledge the receipt and review of this solicitation, and any amendments 

issued by AMHA. 
b. This document must be on company letterhead if applicable, manually signed by 

the individual who can negotiate and contractually bind the individual/company to 
perform the services specified herein and must include their title if applicable, 
phone number, and e-mail address. 

2. Table of Contents 
3. Executive Summary/Introduction 

a. Provide an executive summary/introduction to include: name of person/entity, tax 
identification number, address, website if applicable and general telephone number;  

b. Provide the name of the primary contact for this project, their telephone number 
and email address. 

c. Provide a brief description of the understanding of the SOW and the 
individual/entity’s ability to perform the work. 

4. Experience 
a. Provide evidence that you have the knowledge and experience to perform the 

services specified herein. Specifically: 
 Project Management Knowledge and Experience. 

 This information will be used by AMHA’s evaluation committee to 
assess a score relative to Item 1 per Exhibit A evaluation criteria.  

 Community Planning Knowledge and Experience. 
 This information will be used by AMHA’s evaluation committee to 

assess a score relative to Item 2 per Exhibit A evaluation criteria. 
 HUD Knowledge and Experience. 

 This information will be used by AMHA’s Evaluation Committee to 
assess a score relative to Item 3 per Exhibit A evaluation criteria. 

  Proficiency with Microsoft Office and Other On-line Collaboration Tools 
 This information will be used by AMHA’s evaluation committee to 

assess a score relative to Item 4 per Exhibit A evaluation criteria. 
 Knowledge and Experience with Website Management, Social Media 

and/or Design Software.  
 This information will be used by AMHA’s evaluation committee to 

assess a score relative to Item 5 per Exhibit A evaluation criteria. 
5. Personnel Qualifications 

a. Provide an organizational chart, if applicable; and, 
b. The name(s), resume(s), education, and background information of key personnel 

that will be providing AMHA with the services specified herein. 



 
 

6. Service Approach/Methodology 
a. Provide an overview of the intended approach that will be used to perform the 

SOW. 
b. Identify who will be working on this effort and ensure their experience is detailed 

in the Personnel Qualifications section. 
c. Provide any assumptions associated with your proposed approach. 

 This information will be used by AMHA’s evaluation committee to assess a 
score relative to Item 6 per Exhibit A evaluation criteria. 

7. Reference List 
a. Provide three professional references to whom you provided the type of services 

described herein.  Include the contact name, email address and telephone number 
and briefly describe the project and your role therein. 

8. Fees 
a. Provide a detailed/itemized fee schedule associated with the work specified herein.  

The fee schedule should tie into the service approach/methodology and give costs 
for the SOW. 

b. Any prices/fees mutually agreed upon shall include all costs necessary to provide 
the labor, transportation, insurance, office equipment, and any other item(s) or 
resource(s) needed to perform the SOW.  AMHA will not issue any reimbursements 
for travel, lodging, meals, or other miscellaneous or ancillary expenses, unless it is 
defined in the final contract. 

c. Provide a plan/methodology that will be used to control costs. 
 This information will be used by AMHA’s evaluation committee to assess a 

score relative to Item 7 per Exhibit A evaluation criteria. 
9. Attachment A HUD form 5369-C (Certifications and Representations of Offerors, 

Non-Construction) 
10. Attachment B Section 3 Requirements and Commitment, IF APPLICABLE 

a. If the proposer is claiming a Section 3 business preference, the proposal must state 
which preference is being claimed and provide a completed Section 3 Business 
Preference Certification form (Attachment B) with the proposal – and any 
documentation required by that form. 

 This information will be used by AMHA’s evaluation committee to assess a 
score relative to Item 8 per Exhibit A evaluation criteria. 

11. MBE/WBE Certification 
a. If the proposer is claiming to be an MBE/WBE, provide proof of certification by 

the State of Ohio’s MBE Program and/or Women Business Enterprise Program. 
 This information will be used by AMHA’s evaluation committee to assess a 

score relative to Item 9 per Exhibit A evaluation criteria 
12. Attachment F Affidavit 

 






































































