
REQUEST FOR PROPOSALS (RFP)  
HOUSING OCCUPANCY SPECIALIST TRAINING
HOUSING CHOICE VOUCHER PROGRAM
Overview
The New Jersey Department of Community Affairs, Division of Housing and Community Resources (DCA-DHCR) requests proposals from qualified entities to provide training services for the Housing Choice Voucher Program (HCVP). The successful applicant shall furnish all materials, labor, and services necessary in the performance of this RFP.  
Proposals will be received by close of business (4:30 p.m.) on March 24, 2017.  Proposals shall be submitted via mail or hand delivery.  Fax or electronically submitted proposals will be accepted, but not as the formal bid. Late proposals will not be considered or returned. 
Each bidder shall be thoroughly familiar with all existing conditions, including all laws, rules and regulations, which will affect the work prior to submitting a proposal. Please note that HCVP is a federally-funded initiative administered at the state level by the DCA-DHCR. Accordingly, federal program guidelines as well as state fiscal and procurement guidelines shall apply as appropriate. 
Proposal documents and specifications are available at the DCA-DHCR’s website address at bids/announcements.
This document is a Request for Proposals. Competitive proposals will be evaluated based upon criteria formulated around the most important features of a service or product, of which quality, testing, references, availability or capability may be overriding factors, and the lowest cost submitted may not be definitive in the issuance of a contract or award. The proposal evaluation criteria should be viewed as the standard which measures how well a vendor’s approach meets the desired requirements and needs of the DCA-DHCR. The DCA-DHCR will thoroughly review all proposals received. The DCA-DHCR reserves the right to select, and subsequently recommend for award, the proposal which best meets its required needs, quality levels, and budget constraints. The DCA-DHCR also reserves the right to negotiate with the highest-ranked vendor relative to scope and cost adjustments based upon program budget constraints.  
                                          

Scope of Service: Ensure that all employees working for HCVP (a minimum of 110 employees) receive professional training on the rules and regulations of the U.S. Department of Housing and Urban Development’s (HUD) Housing Choice Voucher Program.  Training must include an examination for Housing Occupancy Specialist Certification.  Training must also include all requirements dictated by the DCA-DHCR Administrative Plan.  The proposer must be able to provide multiple training sessions to ensure that all employees are trained. Training will take place at the DCA building in Trenton NJ.
The DCA-DHCR is the state agency responsible for the HCVP program administration.

The intent of the Request for Proposal is to obtain competitive responses from qualified entities to provide training consultant services.
The selected firm must be able to carry out all initial implementation activities within 60 days of the award of the contract. 

The proposal must include the following categories:

· Overall and recent experience on projects of similar nature and complexity to the proposed project 
· List of specific staff assigned to the proposed project, including their qualifications, similar experience and percentage of time allotted for the assignment 
· Accessibility to client references 
· Availability and time schedule for performing the services
· Five-day training agenda 
Pricing: Pricing must be based on a five-day training program for a minimum 110 employees (approximately 35 employees per session).  Training must be provided in a five-day series with examination to accommodate one-quarter of the employees in each series. Pricing shall include all charges that may be incurred in fulfilling the terms of this RFP. Pricing may be submitted as stated on the price sheet (see attached): Lump sum for trainer cost, travel cost, reimbursable costs, and class supplies.  Broken out for price per employee and exam; price ceiling not to exceed $17,499 per training session. 
Submission: The applicant should provide one (1) original and two (2) copies of the proposal and all supporting documentation (signed DPA forms). The envelope must be marked “Sealed Bid, Do Not Open” with the RFP number clearly marked on the outside of the envelope and received in the DCA-DHCR office no later than the close of business (4:30 p.m.) on March 24, 2017. 
Please mail the proposal to:

Steven Durham, Assistant Director
New Jersey Department of Community Affairs

Division of Housing and Community Resources

101 South Broad St., P.O., Box 806
Trenton, NJ 08625-0806
In addition to the signed DPA forms, please submit a copy of the following:

Valid NJBRC (Business Registration Certificate)

Valid AAEEO (Affirmative Action Equal Employment Certificate)

Accord Insurance Form (certificate of liability with DCA named as the certificate holder)


