


	BID SOLICITATION

Rural Affordable Workforce Housing Pilot Facilitation and Coaching

THIS IS NOT AN ORDER
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Bids Due Date

Submit Questions by 5:00 pm CT August 12th, 2022
Submit Bid by 5:00 pm CT August 19th, 2022 

	All questions relating to this Bid Solicitation must be submitted via email to:
Rebecca Giroux 
611 West National Avenue, Suite 110
Milwaukee, WI 53204
Rebecca.giroux@wheda.com


	Bidder Name, Address, and Contact Information (must be completed)







	Check all boxes at left that apply below for minority-owned, disabled veteran-owned and woman-owned businesses designations for Bidder. For more information see https://wisdp.wi.gov/.

	CERTIFIED MINORITY-OWNED BUSINESS ENTERPRISE (MBE). 
|_|	Certified MBE under Chapter 16, WI Statutes.                               |_| Over 50% minority ownership and not DOA certified.

	CERTIFIED DISABLED VETERAN-OWNED BUSINESS (DVB). 
|_|	Certified DVB under Chapter 16, WI Statutes.                               |_| Over 50% disabled-veteran ownership and not DOA certified.

	CERTIFIED WOMAN-OWNED BUSINESS ENTERPRISE (WBE). 
|_|	Certified WBE under Chapter 16, WI Statutes.                              |_| Over 50% woman ownership and not DOA certified.

	ACKNOWLEDGEMENT OF ANY ADDENDA and/or REVISIONS: In signing this document, Bidder acknowledges and affirms that its Bid complies with all terms, conditions and specifications of this Solicitation and any addenda, appendices or revisions thereto. If awarded a Contract, Bidder will comply with all terms of its Bid and all terms, conditions and specifications of this Solicitation and any addenda or revisions thereto.

DEBARMENT AND SUSPENSION: In signing this document, Bidder acknowledges it has not been suspended, debarred, declared ineligible or voluntarily excluded from eligibility by any federal or state department or agency.

NON-COLLUSION: In signing this document, Bidder certifies it has not, either directly or indirectly, entered into any agreement or participated in any collusion or otherwise taken any action in restraint of free competition; that no attempt has been made to induce any other person or firm to submit or not to submit a Bid; that this Bid has been independently arrived at without collusion with any other Bidder, competitor or potential competitor; that the above statement is true and accurate. 


	Name of Authorized Company Representative (Type or Print)





	Title
	Date

	Signature of Authorized Company Representative Named Above





	Phone
	Fax
	Email
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[bookmark: _Toc129597628]CHECKLIST FOR SUBMITTING A BID

Understanding the Solicitation

· Thoroughly read and review this Solicitation and all attachments, appendices, addenda, and/or revisions.
· Submit any written questions to Rebecca.giroux@wheda.com prior to the deadline provided on page 1.
· Know when and where the Bid is to be delivered and the due date and time for submission.

Completing Your Bid

· Complete the narrative information required to respond to Section 5.1 of the Solicitation 
· Complete all attachments as required in the remainder of Section 5.
· Provide a comprehensive Cost Sheet as discussed in Section 6 for all consultation and services necessary to produce the documentation and output required by this project.  Make sure your prices and calculations are accurate. 
· Complete and sign the Bid Solicitation sheet provided as the cover page of this document.
· This checklist is provided for the Bidder’s convenience only and is not required to be submitted with the Bid package.

Submitting Your Bid

· Prepare your files in the following order.
1. Signed Bid Solicitation Intake Form (Solicitation cover page as a scanned PDF)
2. Bidder Information Form (Attachment 1)
3. Bidder Reference Form (Attachment 2)
4. Narrative Response to Section 5.1
5. Additional Forms required in Section 5
6. Cost Sheet from Section 6 (Attachment 3) with proposed Total Costs no greater than $50,000

· Provide reference examples of previous research work undertaken and associated products and output.  

If Your Bid is Chosen for a Contract Award:

· Be prepared to provide any documents—such as certificates of insurance, licenses, credentials, or IRS Form W-9 (Request for Taxpayer Identification Number) —as required by the Authority.
· Be prepared to negotiate the form of contract with the Authority, subject to the requirements herein and Section 4.7.
· 

[bookmark: _Toc215452002][bookmark: _Toc227555879][bookmark: _Toc227988279]INTRODUCTION

1.1 Scope
The purpose of this Solicitation is to provide interested parties with information needed to prepare and submit a Bid for the following:

A detailed project scope is submitted as an appendix to this document. (Attachment 6)

The Authority intends to use the results of this process to award one or more Contracts to provide the products and/or services described in this Solicitation.  The Authority’s preference is to award one contract to one provider who proposes a complete solution; however, providers are not precluded from partnering to provide a comprehensive Bid should their team be unable to provide a comprehensive solution alone.

1.2 Wisconsin Housing and Economic Development Authority
The Wisconsin Housing and Economic Development Authority is a public body corporate and politic governed by Chapter 234 of the Wisconsin Statutes. The Authority is governed by a twelve-member Board of Directors. The Authority’s Executive Director, appointed by the Governor, acts as its Chief Executive Officer. The Authority offers financial products and services to Wisconsin citizens, housing developers, business owners and farmers for affordable housing and economic development opportunities.

For more information about the Authority, including the Authority’s 2021 audited financial statements please visit www.wheda.com.


[bookmark: _Toc215452010][bookmark: _Toc227988287][bookmark: _Toc129597635][bookmark: _Toc215452013][bookmark: _Toc227988284]1.3	Definitions
[bookmark: _Toc129597636]Words and terms in this Solicitation shall be given their ordinary and usual meanings, and all meanings shall be applicable to the singular and plural forms of the words and terms. For the purposes of this Solicitation, the following words and terms shall have the meanings indicated:

A. “Authority” means the Wisconsin Housing and Economic Development Authority.
B.  “Calendar of Events” means the official schedule of events, and deadlines shown on the cover page of this Solicitation. 
C. [bookmark: _Hlk8224714]“Contract” means a contract entered into between the Authority and a successful Bidder resulting from the selection of its Bid. 
D. [bookmark: _Hlk8224699]“Contractor” means a Bidder that is awarded a Contract under this Solicitation. 
E. “DVB” means a Disabled Veteran-Owned Business (DVB) certified by the Department of Administration under Chapter 16, Wisconsin Statutes. 
F. “Highest Scoring Bidder” means the Bidder that meets the conditions and specifications of this Solicitation and whose Bid receives the highest number of points through the evaluation process described in this Solicitation.
G.  “Interested Bidder” means any individual, company, corporation or other entity identified by the Procurement Manager as potentially interested in this Solicitation or that notifies the Procurement Manager of its interest in or intent to respond to this Solicitation.
H. “MBE” means a Minority-Owned Business Enterprise (MBE) certified by the Department of Administration under Chapter 16, Wisconsin Statutes.
I. “Procurement Manager” means the person who has been designated by the Authority to manage this Solicitation. All communications with the Procurement Manager shall be through electronic mail addressed to Rebecca.giroux@wheda.com.
J. “Bid” means the complete response from a Bidder, including all required documentation described in this Solicitation.
K. “Bidder” means the individual, company, corporation or other entity that responds to this Solicitation. 
L.  “Bid Solicitation” or “Solicitation” means this document including appendices, addenda, revisions and/or attachments.
M. [bookmark: _Toc215452008][bookmark: _Toc227555880][bookmark: _Toc227988286]“WBE” means a Woman-Owned Business Enterprise (WBE) certified by the Department of Administration under Chapter 16, Wisconsin Statutes.


CONTRACT INFORMATION

2.1	Contract Term
[bookmark: _Hlk39224988][bookmark: _Hlk39224966][bookmark: _Hlk39225091]The Contract will be in effect for the period necessary to complete the work contracted for or six months, whichever duration is shorter.  The Contract may be renewed for up to two one-year periods by mutual consent before the expiration of the initial term.

2.2	Terms and Conditions
In addition to the terms, conditions and specifications contained in this Solicitation, this Solicitation and any resulting Contract(s) shall be governed by the Authority’s Standard Terms and Conditions for Contractual Services 
(Attachment 4) (the “Terms and Conditions”), which includes the Authority’s Code of Ethics for Consultants and Travel Policy for Consultants.  This Solicitation and the awarded Bidder’s Bid may, at the Authority’s option, be incorporated into the Contract.

Bidders must accept the terms and conditions referenced above in their entirety or submit point-by-point exceptions along with proposed alternative or additional language for each exception. The Authority may reject a Bid if it deems the proposed alternative or additional language to be unacceptable. Submission of the Bidder’s own terms and conditions as a substitute for language in the Terms and Conditions is not a sufficient response to this requirement and may result in rejection of the Bid. Failure of a successful Bidder to accept the Authority’s Terms and Conditions as part of the contract or to propose alternative or additional language in its Bid that is acceptable to the Authority, will result in cancellation of the award.


[bookmark: _Toc129597638][bookmark: _Ref214855421][bookmark: _Toc215452015][bookmark: _Toc227555881][bookmark: _Toc227988289]PROCEDURES AND INSTRUCTIONS

[bookmark: _Toc129597630][bookmark: _Toc215452005][bookmark: _Toc227988282][bookmark: _Toc129597639][bookmark: _Ref188324055][bookmark: _Toc215452016][bookmark: _Toc227988290]3.1	Reasonable Accommodations
Upon request, the Authority will provide reasonable accommodations, including the provision of informational material in an alternative format, for individuals with disabilities.

3.2	Bid Contents and Delivery Requirements
Bidders shall submit in PDF Format: 
· Bid Solicitation Intake Form 
· Completed attachments 1-3 & 5
· Resume (maximum 3 submissions per organization) for proposed consultant
representatives outlining their experience and training.
· 2-3 examples of relevant work


by the Bids Due Date in the Calendar of Events to:  Rebecca.giroux@wheda.com

All Bids must include the following information in the subject of the email:
· Bid Solicitation title (See upper left-hand box of Solicitation cover page)
· Bidder’s Company Name


Bids shall be submitted via email only.  Physical copies of Bids are not required and shall not be accepted by the Authority.

Received Bids must be date-and-time-stamped by the Authority’s email system at the email address indicated above on or before the Bids Due Date.  Late Bids will be rejected.  Bids received physically or by any other email address will be rejected. 

[bookmark: _Toc129597640][bookmark: _Toc215452017][bookmark: _Toc227988291]3.3	Calendar of Events
The Calendar of Events is set forth on the cover page provides important dates and times by which actions related to this Solicitation shall be completed. In the event that the Authority finds it necessary to change any of these dates and/or times, it will provide written notification of such changes per Section 3.4, Communication with Bidders.

3.4	Communication with Bidders
In the event it becomes necessary to make changes to the Calendar of Events, provide additional clarifying data or information, revise any part of this Solicitation, or provide a record of questions and answers, the Procurement Manager will send written notification, via email, in the Authority’s discretion, to all Interested Bidders.

[bookmark: _Toc129597641][bookmark: _Toc215452018][bookmark: _Toc227988292]3.5	Format of Bid
Bidders responding to this Solicitation must submit the following materials.

A. Signed Bid Solicitation Intake:  The Bid must include the signed Bid Solicitation sheet provided as the cover page of this Solicitation package. A Bid submitted in response to this Solicitation must be signed by the person in the Bidder's organization who is responsible for pricing decisions for the services offered in the Bid or by a person who has been authorized in writing to act as such person’s agent.

B. Bidder Information Form (Attachment 1)

C. Bidder Reference Form (Attachment 2)

D. Cost Sheet (Attachment 3):  Provide the original copy Cost Sheet as a separate PDF file and as a separate Excel file. The layout of the Cost Sheet is at the discretion of the Bidder.  All costs for furnishing the services requested under this Solicitation must be included on the Cost Sheet. Please refer to Section 6, Cost, for information on Bid pricing and price adjustments

E.	Narrative Responses and Additional Information:  Please refer to Sections 5 and 6 and Attachments 1 through 9 which are referred to in Sections 5 and 6.  

[bookmark: _Toc129597644][bookmark: _Toc215452021][bookmark: _Toc227988295][bookmark: _Toc129597642][bookmark: _Toc215452019][bookmark: _Toc227988293]
3.6	Questions
Questions concerning this Solicitation must be submitted in writing via email sent to Rebecca.giroux@wheda.com on or before the Bid Due Date provided in the cover page of this document. Bidders are expected to raise any questions, exceptions or additions concerning the Solicitation prior to this deadline. If a Bidder discovers any significant ambiguity, error, conflict, discrepancy, omission or other deficiency in this Solicitation, the Bidder must immediately notify the Procurement Manager via email sent to Rebecca.giroux@wheda.com and request clarification and/or modification of the Solicitation. All questions and answers will be provided to all Bidders in accordance with Section 3.4, Communication with Bidders.

[bookmark: _Toc129597643][bookmark: _Toc215452020][bookmark: _Toc227988294]3.7	Incurring Costs
The Authority is not liable for any cost incurred by a Bidder in responding to this Solicitation or for the subsequent software demonstrations, if scheduled.

[bookmark: _Toc129597645][bookmark: _Toc215452022][bookmark: _Toc227988296]3.8	Contact with the Authority
From the date of issuance of this Solicitation until a letter of intent to award a Contract is issued, all contacts with the Authority regarding this Solicitation shall be made only through the Procurement Manager at Rebecca.giroux@wheda.com. Any information provided by a source other than the Procurement Manager shall be deemed unofficial and nonbinding on the Authority. Violation of this condition may be considered sufficient cause for rejection of a Bid, irrespective of any other considerations.

3.9	News Releases
News releases pertaining to the Solicitation or to the acceptance, rejection or evaluation of a Bid shall not be made without the prior written approval of the Authority.


[bookmark: _Toc129597647][bookmark: _Toc215452026][bookmark: _Toc227555882][bookmark: _Toc227988299]BID ACCEPTANCE, VERIFICATION AND AWARD

4.1	Bid Confidentiality
Bids, as with all communication shared with the Authority, are considered Public Records under Wisconsin Statutes.  More information can be found on our website: https://www.wheda.com/Access-to-Public-Records/.

Bids are treated as confidential until the conclusion of the Solicitation, whereupon they may be available for public request.

4.2	Bids Review, Verification and Acceptance
The Authority shall review each Bid to verify that it meets all specified requirements in this Solicitation. Bids that do not comply with instructions contained in this Solicitation may be rejected by the Authority. The Authority reserves the right to waive a particular specification if no Bidder meets that specification. The Authority may request reports on a Bidder’s financial stability. The Authority may reject a Bid if the Bidder is determined to have inadequate financial, capability, or organizational means to provide the required service. The Authority retains the right to accept or reject any or all Bids or accept or reject any part of a Bid if doing so is in the best interest of the Authority. The Authority shall be the sole judge as to compliance with the instructions contained in this Solicitation. A Bid shall be deemed to be firm for acceptance for ninety (90) days from date of the Bids opening unless otherwise noted. A Bidder may not modify its Bid after the Bids opening except to correct minor omissions or miscalculations as directed in writing by the Procurement Manager.

4.3	Minority-Owned, Disabled Veteran-Owned, and Women-Owned Business Enterprises
The Authority, in its sole discretion, may provide up to a five percent (5%) point preference to Bidders who are certified MBEs, certified DVBs and/or certified WBEs, as certified by the Department of Administration under Chapter 16 of the Wisconsin Statutes and listed under https://wisdp.wi.gov/. Bidders who have MBE, DVB and/or WBE certification(s) must check the corresponding box(es) on the Solicitation cover page.  The Authority, in its sole discretion, may also provide up to a five percent (5%) point preference to Bidders who hire, as part of their Bid, Subcontractors who are material participants in the provision of products and/or services to be provided under the Bid, and are certified MBEs, certified DVBs and/or certified WBEs.

4.4	Bids Scoring
Bids shall be reviewed by an evaluation committee and scored against the stated Evaluation Criteria. The committee may review references, require oral interviews/presentations and use the results of reference checks, interviews and presentations in scoring the Bids.

4.5	Evaluation Criteria
The Bids shall be scored using the following criteria 

A. Mandatory Requirements (Section 5.1)			n/a
B. Corporate Assessment (Section 5.2)			30
C. Business Requirements / Scope of Work (Section 5.3)     	60
D. Bid Pricing / Cost Sheet (Section 6.1)			10
E. TOTAL							100

Bids will also be evaluated in a holistic, non-quantitative manner for the Completeness of the Solution proposed.
Although not a specific scoring criterion, the Authority shall consider the costs associated with any Bid when making its final selection, in any manner as determined in its sole discretion.  Any Bids provided with costs tallying more than $50,000 will not be considered.

4.6	Best and Final Offer
The Authority shall compile the final scores (Organizational Capabilities, Purchaser Experience, Technical Requirements, Business Requirements / Scope of Work, and Completeness of Solution) for each Bidder. The award may be made in one of two ways:
A. To the highest scoring responsive and responsible Bidder based upon original Bids; or

B. The highest scoring Bidder or Bidders may be requested to submit best and final offers. Best and final offers will be evaluated against the stated criteria, scored and ranked. The award shall then be made to the highest scoring Bidder. However, a Bidder should not expect that the Authority will request a best and final offer.

[bookmark: _Hlk8224584]4.7	Right to Reject Bids and Negotiate Contract Terms
The Authority reserves the right to reject any and all Bids. The Authority may negotiate the terms of the Contract, including the award amount, with the selected Bidder prior to entering into the Contract. If contract negotiations cannot be concluded successfully with the highest scoring Bidder, the Authority may negotiate a Contract with the next highest scoring Bidder.

4.8	Notification of Intent to Award
All Bidders who respond to this Solicitation shall be notified in writing of the Authority's intent to award the Contract as a result of this Solicitation.


MANDATORY, GENERAL AND TECHNICAL REQUIREMENTS 
The Bidder must provide answers to all the following information requests and questions.

5.1.	Mandatory Requirements 
The Bidder must be capable of conducting independent, comprehensive, and unbiased research meeting the Scope of Work outlined for this Bid.  The Bidder must identify any conflicts of interest that may impact the Bidder’s ability to engage with the organizations identified in the Business Requirements / Scope of Work.  

5.2	Corporate Assessment
[bookmark: _Hlk7708276]The Bidder must complete the Authority Corporate Assessment form (Attachment 5) following the instructions provided within the Authority Corporate Assessment. Failure to submit this information as instructed in the Authority Corporate Assessment may result in rejection of the Bid.

5.3	Business Requirements / Scope of Work
The Bidder must provide a narrative addressing their capability to meet the Business Requirements / Scope of Work (Attachment 6). Failure to submit this information may result in rejection of the Bid.

5.4	Completeness of Solution
After all Bids have been scored for the corporate assessment, technical requirements, business requirements, the Authority will perform an analysis of the finalists, which will include an assessment of the following:
A. Quality of Bid
B. Demonstrated ability to execute the Scope of Work
C. Bidder Capabilities and Capacity
D. Cost


COST

6.1	Bids Pricing
The Bidder must follow the instructions provided in the Cost Sheet (Attachment 3). Failure to submit pricing as instructed in the Cost Sheet shall result in rejection of the Bid. 
Unless documented in its Cost Sheet, a Bidder may not request a price increase during the duration of the Contract. The Bidder may lower a price at any time due to general market conditions or other considerations.  
Proposed costs must be guaranteed for at least 120 days to allow time for thorough evaluation of the Bid by the Authority.

6.2	Price Adjustments
The Bidder may lower a price at any time due to general market conditions or other considerations. The Bidder may not request a price increase during the initial or extension terms of the Contract. 
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