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Request for Proposals (RFP) for

[bookmark: _Hlk224635621]Program Administrator for Charlotte Housing Prioritization and Local Preference Program


City of Charlotte
Housing & Neighborhood Services Department
600 East Trade Street
Charlotte, NC 28202 – 2859


Date Issued: March 20, 2026
Proposal Responses Due: April 24, 2026
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Section 1: Introduction
[bookmark: _Toc224635623]Summary
The City of Charlotte Housing & Neighborhood Services Department (HNS) is seeking proposals from qualified nonprofit organizations, mission-driven entities, or experienced housing service providers to administer the Charlotte Housing Prioritization and Local Preference Program. The selected program administrator will develop and deploy a secure technology platform and manage the ongoing operations of a centralized system designed to connect housing units in city-supported developments with eligible households referred through a coordinated network of service providers.
This Request for Proposals (RFP) seeks an organization capable of both establishing the program infrastructure and providing ongoing program administration. The program administrator will be responsible for receiving unit availability from participating property managers through an online portal, verifying household eligibility through a referral-based intake system, matching households to units based on program criteria, and reporting outcomes to the city.
The program is intended to ensure that public investments in affordable housing developments meaningfully serve residents facing the greatest barriers to housing access. The selected program administrator will play a critical role in ensuring the system is transparent, efficient, secure, and equitable.
The initial contract term will be one (1) year, with the option for two (2) one‑year extensions at the city’s discretion. For questions related to this RFP, contact:
Michael Englehart
City of Charlotte
Housing & Neighborhood Services
600 East Trade Street
Email: michael.englehart@charlottenc.gov
[bookmark: _Toc224635624]Background and Context
Charlotte continues to experience strong population growth, increasing housing demand, and rising housing costs. Although the city of Charlotte has made significant investments in affordable housing development, many residents with the greatest housing barriers continue to experience significant difficulty securing stable housing.
Households experiencing homelessness, survivors of domestic violence, individuals with housing vouchers, and residents displaced by redevelopment or housing loss often face prolonged delays in accessing available units. Even when affordable units are available, coordination gaps between housing providers, caseworkers, and eligible households can prevent timely placement.
To address these challenges, the city has adopted a policy requiring that a portion of units in city-supported residential developments be set aside for households experiencing significant housing barriers. These developments may include projects located on city-owned land or developments receiving financial support from the city through grants, loans, tax incentives, or other forms of public investment.
Under the city’s prioritization framework, a minimum percentage of units in qualifying developments must be reserved for households meeting designated eligibility criteria. These households may include individuals experiencing homelessness, survivors of domestic violence, households utilizing housing subsidies, individuals displaced from housing due to involuntary circumstances, or other populations identified through local housing policy.
To support the effective implementation of this policy, the city intends to partner with a qualified organization to administer a centralized prioritization system. This system will coordinate referrals from service providers, track available units, match eligible households with those units, and monitor program outcomes.
The program administrator will operate this system on behalf of the city and will coordinate closely with developers, property managers, service providers, and city staff to ensure the program functions effectively.
Desired Outcomes
The Charlotte Housing Prioritization and Local Preference Program is designed to achieve several key objectives.
The program seeks to ensure that affordable housing units supported by public investment reach households facing the greatest barriers to housing stability. By establishing a coordinated referral and matching system, the city intends to improve access to housing for vulnerable residents. The program will:
· reduce delays in housing placement by creating a streamlined process that connects available units with eligible households more quickly and efficiently.
· strengthen coordination between housing developers, property managers, service providers, and public agencies involved in housing stabilization efforts.
· improve transparency and accountability in the allocation of prioritized units by establishing consistent referral procedures, documentation requirements, and data reporting standards.
· provide the city with reliable program data that can inform future housing policy decisions and improve the effectiveness of public housing investments.
[bookmark: _Toc224635626]RFP Schedule
Provided below is the anticipated schedule of events. The city reserves the right to adjust the schedule and to add/remove specific events to meet the unique needs of the Project. Any changes will be reflected on the city’s Housing Website at City of Charlotte – Request for Proposals.

	Advertisement of RFP
	March 20, 2026

	Due Date & Time for Proposals
	April 24, 2026

	Selection Announcement
	By June 2026



Submit all documents via email to michael.englehart@charlottenc.gov


[bookmark: _Toc224635627]Section 2: Scope of Work
The program administrator selected through this solicitation will serve as the primary contact and agent for the Charlotte Housing Prioritization and Local Preference Program. The program administrator will be responsible for establishing and operating a centralized system that receives unit availability from participating housing providers and connects those units to eligible households referred through approved service agencies.
The program will initially manage approximately 100 housing units during the first year of operation. As additional developments come online, the program is expected to expand by approximately 75 to 125 units annually. The selected program administrator must demonstrate the ability to scale program operations to accommodate this anticipated growth.
The program will operate across Mecklenburg County and will coordinate with housing providers participating in city-supported developments.
The program administrator will perform functions that include technology development or deployment, program intake and referral management, household eligibility verification, matching and referral coordination, compliance tracking, data reporting, and stakeholder training.
[bookmark: _Toc224635628]Program Administration
The program administrator will coordinate all operational activities associated with the system. Responsibilities will include day-to-day program oversight, coordination with the city, management of referrals and unit availability, monitoring program compliance, and reporting outcomes.
The program administrator will serve as the central coordinating entity between housing providers, referring agencies, and city staff.
[bookmark: _Toc224635629]Technology Platform Development
The program administrator must provide and maintain a secure web-based portal that supports program operations. The program administrator may develop a new platform or adapt an existing system provided it meets the operational requirements of the program.
The portal should include the following core functions:
· A developer and property manager interface allowing submission of available housing units
· A caseworker interface allowing authorized service providers to submit household referrals
· A centralized waiting list management system
· Matching functionality connecting eligible households to available units
· Role-based system access for property managers, caseworkers and program administrators
· Reporting dashboards accessible to city staff 
· Secure storage of participant and unit data
The system must comply with applicable data security standards and ensure the protection of sensitive household information.
While not required, the city prefers systems that support potential API integration with external platforms such as HMIS or related housing systems.
[bookmark: _Toc224635630]Unit Intake and Management
Property managers with requirements to place units into the preference program will use this system to meet compliance. Participating property managers and developers will submit unit availability through the portal. The program administrator will be responsible for reviewing submitted unit information, verifying accuracy, and maintaining records of all units designated for the prioritization program. The program administrator will track unit availability, ensure that designated units are referred through the prioritization system, and maintain documentation related to occupancy and placement outcomes.
[bookmark: _Toc224635631]Referral Intake and Eligibility Verification
Eligible households will be referred into the system by authorized caseworkers or service providers. The program administrator will review referral submissions, verify that the household meets eligibility criteria established by the city, and ensure that required documentation is provided. The program administrator will maintain the program’s prioritized waiting list and will ensure that referrals are processed in accordance with program policies and procedures.
[bookmark: _Toc224635632]Matching and Referral Coordination
The program administrator will operate the system responsible for matching available units with eligible households. Matching decisions will be guided by a prioritization framework developed collaboratively with community partners and approved by the city. Matching criteria may include factors such as household size, income eligibility, housing subsidy compatibility, accessibility requirements, and referral timing. The program administrator will issue referrals to property managers and track the outcome of each referral, including lease execution, rejection, or withdrawal.
[bookmark: _Toc224635633]Compliance Monitoring
The program administrator will support the city in monitoring compliance with the required unit set-aside policy. This will include tracking designated units, ensuring referrals are made when units become available, and maintaining records demonstrating compliance with the program requirements.
The program administrator will provide regular reports to the city documenting program activity and outcomes. Reports will include information such as the number of units submitted, referrals received, matches completed, leases executed, referral outcomes, and average time from referral to housing placement. Reports must be provided quarterly at minimum, with additional reporting as requested by the city.
[bookmark: _Toc224635634]Stakeholder Coordination, Training and Technical Assistance
The program administrator will coordinate with developers, property managers, service providers, and city staff participating in the program. The program administrator will maintain communication with program partners, provide support related to portal use and program procedures, and assist in resolving operational challenges that arise during program implementation.
The program administrator will develop and deliver training to program participants including property managers, service providers, and city staff. Training must address portal functionality, referral procedures, eligibility verification, matching protocols, and reporting expectations. Training materials should include written guidance and user resources. Collaborate with the city on approval decisions, following agreed-upon protocols.
[bookmark: _Toc224635635]Performance Metrics, Reporting, and Deliverables
As part of the city of Charlotte’s commitment to achieving measurable and impactful outcomes, the city seeks to actively collaborate with the selected program administrator to monitor program performance, improve operational efficiency, and strengthen outcomes for households served through the Charlotte Housing Prioritization and Local Preference Program. The city expects the program administrator to maintain reliable, accurate, and timely program data that supports transparent reporting, effective program oversight, and continuous improvement.
The program administrator must collect and maintain program data necessary to evaluate program performance, monitor compliance with the city’s prioritization policy, and assess the effectiveness of the centralized referral and matching system. Data reporting will enable the city to track program outcomes, identify operational challenges, and make informed adjustments to program policies or procedures as needed.
The city reserves the right to request additional performance metrics, reporting elements, or data extracts during the term of the contract in order to support program evaluation, policy development, or regulatory compliance.
Reporting Requirements
The selected program administrator must provide comprehensive monthly reports to the city that summarize program activity, system performance, and placement outcomes. Reports must ensure transparency and allow the city to effectively monitor program implementation and compliance with the prioritization framework.
Monthly reports shall include, but are not limited to, the following information:
Unit Intake and Availability
· Number of housing units submitted through the prioritization portal during the reporting period
· Number of units designated for prioritization within participating developments
· Unit characteristics including bedroom size, affordability level, accessibility features, and geographic location
· Total number of prioritized units currently under management through the system
[bookmark: _Toc224635636]Referral Intake
· Number of household referrals submitted by participating caseworkers or service providers
· Number of referrals determined eligible and placed on the waiting list
· Number of referrals determined ineligible and reason for ineligibility
· Average processing time for referral eligibility verification
[bookmark: _Toc224635637]Matching and Placement Activity
· Number of referrals issued to property managers
· Number of households successfully placed into housing units
· Number of referrals declined or rejected and reasons for denial
· Average time between unit submission and referral issuance
· Average time between referral issuance and lease execution
[bookmark: _Toc224635638]Program Participation
· Number of participating developers and property managers submitting units
· Number of referring agencies or service providers actively submitting referrals
· Distribution of placements across participating developments
[bookmark: _Toc224635639]Household Characteristics
· Demographic information of referred and placed households, including income level, household size, and other categories required by city reporting standards
· Referral category or eligibility classification based on the city’s prioritization criteria
Reports shall be submitted to the city no later than the 5th day of each month, covering program activity during the previous month. The city may request additional reporting summaries or data exports as needed to support program evaluation or policy analysis.
[bookmark: _Toc224635640]Deliverables
The selected program administrator will be responsible for providing the following deliverables throughout the duration of the contract.
Implementation Deliverables
Program Implementation Plan
Within thirty (30) days of contract execution, the program administrator must submit a detailed implementation plan outlining program startup activities, technology deployment, stakeholder onboarding, and operational procedures.
Technology Platform Deployment
The program administrator must develop or configure the online portal required to support program operations. The system must include functionality for developer unit submissions, caseworker referrals, waiting list management, matching workflows, and reporting dashboards.
Training Materials and Sessions
The program administrator must develop written training materials and provide onboarding training sessions for program participants including property managers, developers, referring agencies, and city staff.
Operational Deliverables
Monthly Activity Reports
The program administrator must submit monthly reports summarizing program operations, referral activity, unit intake, and housing placements as described in the reporting requirements above.
Program Data Management
The program administrator must maintain accurate records of all unit submissions, household referrals, matches, placements, and referral outcomes within the portal system. Data must be stored securely and made accessible to the city through reporting dashboards or data exports.
Program Compliance Monitoring
The program administrator must track designated units participating in the prioritization program and monitor occupancy of those units to ensure compliance with the city’s set-aside requirements. Documentation supporting unit placement and program participation must be maintained and made available to the city upon request.
Referral Documentation
The program administrator must maintain records documenting household eligibility verification, referral submissions, and outcomes associated with each referral.
Annual Deliverables
Annual Program Review
At the end of each contract year, the program administrator must submit a comprehensive program summary report. The report must include:
· Total units submitted and units placed through the program
· Number of referrals received, and households served
· Placement success rates
· Average timelines from referral to housing placement
· Program participation by housing providers and service agencies
· Identification of operational challenges or barriers
· Recommendations for program improvements and best practices
The annual report will assist the city in evaluating the effectiveness of the prioritization program and identifying opportunities to improve program operations in future years.



[bookmark: _Toc224635641]Section 3: Submission Instructions
Respondents must include the following components to demonstrate organizational capacity, technical expertise, and ability to successfully administer the Charlotte Housing Prioritization and Local Preference Program.
[bookmark: _Toc224635642]Organizational Capacity and Experience
Provide an overview of the organization that includes its mission statement, years of operation, and experience administering housing programs, referral-based systems, coordinated entry systems, or similar initiatives. Respondents should also describe their experience managing technology platforms, data systems, or program administration tools, and include a summary of past projects or programs of similar scope, highlighting outcomes, scale, and overall impact.
Organizational Chart
Include an organizational chart identifying key personnel assigned to this program and illustrating reporting relationships.
Resumés
Provide resumés or CVs for key staff, including the Program Manager and any staff responsible for system operations, referral management, or data reporting. Highlight relevant experience, qualifications, and roles on similar projects.
[bookmark: _Toc224635643]Narrative 
[bookmark: _Toc224635644]Proposed Program Approach
Respondents must provide a detailed narrative demonstrating their ability to successfully implement and administer the Charlotte Housing Prioritization and Local Preference Program. The narrative should describe the proposed approach for administering the program, including how the respondent will receive, verify, and manage unit availability submitted by developers and property managers; processes for receiving referrals from caseworkers, verifying eligibility, and maintaining the waiting list; and the methodology for matching eligible households to available units based on household characteristics, unit requirements, and program priorities. The narrative must also explain how the respondent will track referral outcomes, including placements, denials, and time-to-placement metrics, as well as the approach to ensuring program compliance, maintaining accurate documentation, and supporting city oversight.
[bookmark: _Toc224635645]Technology Approach
Describe the proposed technology solution, including:
· Whether the respondent will build a new system or adapt an existing platform
· Key system features and functionality
· User experience for developers, caseworkers, and administrators
· Data security and privacy protections
· Ability to scale as the program grows
· Potential for API integration with external systems (if applicable)
[bookmark: _Toc224635646]Collaboration 
Describe how the respondent will coordinate with the city, developers, property managers, and service providers to ensure successful program implementation. Highlight strategies for communication, problem-solving, and continuous improvement.
[bookmark: _Toc224635647]Implementation Plan and Timeline
Provide a clear implementation plan and timeline that includes:
· System development or configuration
· Partner onboarding (developers and service providers)
· Training delivery
· Testing and launch of the portal
· Transition to full program operations
[bookmark: _Toc224635648]Required Forms
In addition to the proposal content requirements outlined above, all forms provided with this RFP must be completed and submitted as part of the proposal package.
· Form 1 – Execution of Proposal
· Form 2 – Commercial Non-Discrimination Certification
· Form 3 – Staffing 
· Form 4 – Budget Breakdown
· Form 990 (nonprofit agencies only)
[bookmark: _Toc224635649]Timeline and Contract Terms
· Initial Contract Term - The initial contract term will be one (1) year, with the option for two (2) one‑year extensions at the city’s discretion
· Project Start Date – July 1, 2026
All deliverables must adhere to the reporting schedule specified by the city.



[bookmark: _Toc224635650]PROPOSAL CHECKLIST
--- Cover Letter
--- Proposal Submission (Includes the following sections)
Organizational Capacity and Experience
Organizational Chart
Resumes 
Narrative
--- Form 1 – Execution of Proposal
--- Form 2 – Commercial Non-Discrimination Certification
--- Form 3 - Staffing
--- Form 4 – Budget Breakdown
--- Respondent Audit / Financial Statements 
--- Form 990 (nonprofits only)



[bookmark: _Toc224635651]Section 4: Evaluation Criteria
Proposals received by the submission deadline will be evaluated based on the respondent’s qualifications, demonstrated experience, technical capacity, and responsiveness to the requirements outlined in this RFP. The city will select the respondent whose proposal is determined to provide the best overall value and whose expertise and approach most closely align with the city’s program objectives.
Following selection, the city reserves the right to negotiate final scope, deliverables, implementation schedule, and compensation with the selected respondent prior to contract execution. Proposals will be evaluated based on, but not limited to, the following criteria:
· Relevant Program Experience
Demonstrated experience administering housing-related programs, including housing placement systems, coordinated entry, referral-based programs, or initiatives focused on housing stability and access.
· Technology and System Capacity
Demonstrated ability to develop, implement, or manage a secure web-based platform capable of supporting unit intake, referral management, waitlist administration, matching workflows, and reporting functions.
· Experience Serving Vulnerable Populations
Proven track record working with populations experiencing housing instability, including individuals experiencing homelessness, survivors of domestic violence, households utilizing rental assistance, or other priority populations.
· Program Management and Coordination Experience
Experience coordinating across multiple stakeholders, including property managers, housing providers, service agencies, and public sector partners.
· Implementation Approach and Timeline
Quality, feasibility, and clarity of the proposed implementation plan, including system deployment, partner onboarding, and program launch.
· Staffing and Organizational Capacity
Demonstrated ability to provide sufficient staffing and operational infrastructure to support program startup and ongoing administration.
· Data Management and Reporting Capacity
Experience collecting, managing, and reporting program data, including the ability to track outcomes, ensure data quality, and support performance monitoring.
· Cost Effectiveness
Reasonableness and competitiveness of the proposed budget, including both one-time setup costs and ongoing annual program costs.
The city will appoint an evaluation committee whose responsibilities will include performing independent technical evaluations. These evaluations will focus on identifying the relative strengths, weaknesses, deficiencies, and risks associated with each Proposal. The city reserves the right to obtain clarification or additional information with any Respondent in regard to its Proposal.
Agencies who submit proposals will be notified of the selection results. Final recommendation of any selected Respondent is subject to the approval of city Council or city officials.
Deadline to Submit:
5:00 PM on April 24, 2026
Proposals received after this time will not be considered.




[bookmark: _Toc224635652]Section 5: Representations, Conditions, and Other Requirements
[bookmark: _Toc224635653]Communications
All communication of any nature with respect to this RFP shall be addressed to the city staff identified in Section 1.1 this RFP. With the exception of communications with the designated city staff for this RFP, prospective agencies and their staffs are prohibited from communicating with elected city officials, city staff and any selection committee member regarding this RFP or submittals from the time the RFP was released until the selection results are publicly announced.  Violation of this provision may lead to disqualification of the respondent’s proposal for consideration.   
Duties and Obligations of Agencies in the RFP Process
Interested agencies are expected to fully inform themselves as to all conditions, requirements, and specifications of this RFP before submitting a proposal.  Agencies must perform its own evaluation and due diligence verification of all information and data provided by the city.  The city makes no representations or warranties regarding any information or data provided by the city.  Agencies are expected to promptly notify the city in writing to report any ambiguity, inconsistency, or error in this RFP.  Failure to notify the city accordingly will constitute a waiver of claim of ambiguity, inconsistency, or error.
[bookmark: _Toc224635654]Addenda
In order to clarify or modify any part of this RFP, addenda may be issued and posted at the city’s official website at https://www.charlottenc.gov/Streets-and-Neighborhoods/Housing/Resources-for-Developers-and-Program administrators/Request-for-Proposals. Any requests for information or clarification shall be submitted in writing to the city staff identified in Section 1.1 this RFP by the deadline for questions.
[bookmark: _Toc224635655]No Collusion, Bribery, Lobbying, or Conflict of Interest
By responding to this RFP, the respondent shall be deemed to have represented and warranted that the proposal is not made in connection with any competing respondent submitting a separate response to this RFP and is in all respects fair and without collusion or fraud.  Furthermore, the respondent certifies that neither it, any of its affiliates or subcontractors, nor any employees of any of the foregoing has bribed or lobbied, or attempted to bribe or lobby, an officer or employee of the city in connection with this RFP.
[bookmark: _Toc224635656]Public Records
Upon receipt by the city, each proposal becomes the property of the city and is considered a public record except for material that qualifies as “Trade Secret” information under North Carolina General Statute 66-152 et seq.  Proposals will be reviewed by the city’s evaluation committee, as well as other city staff and members of the general public who submit public record requests after a selection result has been announced to the public.  To properly designate material as a trade secret under these circumstances, each respondent must take the following precautions:  (a) any trade secrets submitted by the respondent should be submitted in a separate, sealed envelope marked “Trade Secret – Confidential and Proprietary Information – Do Not Disclose Except for the Purpose of Evaluating this Proposal,” and (b) the same trade secret/confidentiality designation should be stamped on each page of the trade secret materials contained in the envelope.
In submitting a proposal, each respondent agrees that the city may reveal any trade secret materials contained in such response to all city staff and city officials involved in the evaluation process and to any outside consultant or other third parties who serve on the evaluation committee or who are hired by the city to assist in the evaluation process.  Furthermore, each respondent agrees to indemnify and hold harmless the city and each of its officers, employees and agents from all costs, damages and expenses incurred in connection with refusing to disclose any material that the respondent has designated as a trade secret.  Any respondent that designates its entire proposal as a trade secret may be disqualified from consideration.
[bookmark: _Toc224635657]Cost of Proposal Preparation
The city shall not be liable for any expenses incurred by any respondent responding to this RFP.  Agencies submitting a proposal in response to this RFP agree that the materials and submittals are prepared at the respondent’s own expense with the express understanding that the respondent cannot make any claims whatsoever for reimbursement from the city for the costs and expense associated with preparing and submitting a proposal.  Each respondent shall hold the city harmless and free from any and all liability, costs, claims, or expenses incurred by, or on behalf of, any person or respondent responding to this RFP.
[bookmark: _Toc224635658]Advertising
In submitting an RFP, proposer agrees not to use the results therefrom as part of any commercial advertising without prior written approval of the city of Charlotte.
[bookmark: _Toc224635659]Vendor Registration with the city of Charlotte
The selected respondent and subcontractors must be registered in the city’s Vendor Registration System to receive payment for services and/or supplies provided under any city contract.
[bookmark: _Toc224635660]Financial Capacity & Insurance Requirements
The selected respondent must have the financial capacity to undertake the work and assume associated liability. The selected respondent will be required to provide certificates of insurance evidencing coverage for automobile liability in the minimum amount of $1,000,000; commercial general liability in the minimum amount of $1,000,000; a fidelity bond of $50,000; and workers’ compensation insurance as required by North Carolina statutes.
[bookmark: _Toc224635661]Ownership of Work Products
The city shall have exclusive ownership of all intellectual property rights in all documents and other work product prepared by, for, or under the direction of the selected respondent pursuant to any contract under this RFP (collectively, the “Intellectual Property”), including without limitation the right to copy, use, disclose, distribute, and make derivations of the Intellectual Property for any purpose or to assign such rights to any third party.  The Intellectual Property shall be prepared in the city’s name and shall be the sole and exclusive property of the city, whether or not the work contemplated therein is performed.  The city will grant the respondent a royalty-free, non-exclusive license to use and copy the Intellectual Property to the extent necessary to perform the contract.   
[bookmark: _Toc224635662]City Rights and Reservations
The city expects to select one or more agencies but reserves the right to request substitutions of any key team member, including staff and subcontractors.  The city reserves the right to contact any respondent/team for any additional information including but not limited to experience, qualifications, abilities, equipment, facilities, and financial standing.  The city reserves the right to modify any part of this RFP as issued with an addendum.  The city, at its sole discretion, reserves the right to reject any or all responses to the RFP, to cancel the RFP, to re-advertise for new RFP responses either with identical or revised specifications, or to accept any RFP response, in whole or part, deemed to be in the best interest of the city.  The city reserves the right to waive technicalities and informalities. 
A response to this RFP shall not be construed as a contract, nor indicate a commitment of any kind.   
The city of Charlotte reserves the sole right to award a contract or contracts to the most qualified respondent(s) on the basis of best overall proposal most advantageous to the city.  The city of Charlotte is therefore not bound to accept a proposal on the basis of lowest price.  The city of Charlotte also reserves the right to make multiple awards, based on experience and qualifications if it is deemed in the city’s best interest.
[bookmark: _Toc224635663]Contract


[image: ]

The contents of this RFP and all provisions of the successful proposal deemed responsive by the city of Charlotte may be incorporated, either in whole or in part, into a contract and become legally binding when approved and executed by both parties.  Contents of the contract may contain changes from the city of Charlotte’s perspective as a result of the RFP process and proposal(s) received.  The final negotiated contract may include the scope of work as outlined in this RFP along with the successful respondent’s submittal and any additions or deletions made at the discretion of the city as a result of the RFP process.   

program administrator for Charlotte Housing Prioritization and Local Preference Program                                                                    Page | 2 
[bookmark: _Toc224635664]Form 1 – Execution of Proposal
The person executing the Proposal, on behalf of the Company, being duly sworn, solemnly swears (or affirms) that neither he, nor any official, agent or employee of the Company has entered into any agreement, participated in any collusion, or otherwise taken any action which is in restraint of full and open competition in connection with any proposal or contract, that the Company has not been convicted of violating North Carolina General Statute 133-24 within the last three years, and that the Company intends to do the work with its own bona fide employees or subcontractors and is not proposing for the benefit of another company. 
 
Submission of a response to this RFP constitutes certification that the Company and all proposed team members are not currently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this Project by any State or Federal department or respondent.  Submission is also agreement that the city will be notified of any change in this status.   
NC General Statute 133-32 and city Policy prohibit any gift from anyone with a contract with the city, or from any person seeking to do business with the city.  By execution of this Proposal, you attest, for your organization and its employees or agents, that you are not aware that any such gift has been offered, accepted, or promised by any employees of your organization. 
 
The information contained in this Proposal, including its forms and other documents, delivered or to be delivered to the city, is true, accurate, and complete. This Proposal includes all information necessary to ensure that the statements therein do not in whole or in part mislead the city as to any material facts. 

Type of Company:		☐ Sole Proprietor	☐ Partnership	☐ Joint Venture
    (Check 1 Box)		☐ Corporation _________________________________ (identify the State of Incorporation)
(if joint venture, complete this “Proposal Submission” sheet for each joint venture company and identify the “Name of Joint Venture” on each sheet)

NAME OF JOINT VENTURE: __________________________________________________________

city of Charlotte Vendor Number: ____________________________________________________

ACKNOWLEDGEMENT OF ADDENDA:
The undersigned acknowledges receipt of the following addenda:

	No:
	
	Date:
	
	
	No:
	
	Date:
	
	
	No:
	
	Date:
	



	Company Legal Name:
	

	Mailing Address:
	

	city/State/Zip:
	

	Phone:
	

	Email:
	





	Signature of Authorized Representative (or Designee)

	Print Name

	Title

	Date



[bookmark: _Toc224635665]Form 2 – Commercial Non-Discrimination Certification
	[bookmark: _Hlk185332456]COMPANY NAME:
	

	RFP NAME:
	

	RFP NUMBER:
	



The undersigned Company hereby certifies and agrees that the following information is correct: 
1. In preparing its bid/proposal, the Company has considered all bids/proposals submitted from qualified, potential subcontractors and suppliers and has not engaged in discrimination as defined in Section 2 below. 
2. For purposes of this section, discrimination means discrimination in the solicitation, selection, or treatment of any subprogram administrator, vendor, supplier or commercial customer on the basis of race, ethnicity, gender, age, religion, national origin, disability or other unlawful form of discrimination. Without limiting the foregoing, discrimination also includes retaliating against any person or other entity for reporting any incident of discrimination. 
3. Without limiting any other remedies that the city may have for a false certification, it is understood and agreed that, if this certification is false, such false certification will constitute grounds for the city to reject the bid/proposal submitted with this certification and terminate any contract awarded based on such bid/proposal. It shall also constitute a violation of the city’s Commercial Non-Discrimination Ordinance and shall subject the Company to any remedies allowed thereunder, including possible disqualification from participating in city contracts for up to two years. 
4. As a condition of contracting with the city, the Company agrees to promptly provide to the city all information and documentation that may be requested by the city from time to time regarding the solicitation and selection of subcontractors and suppliers. Failure to maintain or failure to provide such information shall constitute grounds for the city to reject the bid/proposal and to terminate any contract awarded on such bid/proposal. It shall also constitute a violation of the city’s Commercial Non-Discrimination Ordinance and shall subject the Company to any remedies that are allowed thereunder. 
5. As part of its bid/proposal, the Company shall provide to the city a list of all instances within the past ten years where a complaint was filed or pending against the Company in a legal or administrative proceeding alleging that the Company discriminated against its subprogram administrator, vendors, suppliers, or commercial customers, and a description of the status or resolution of that complaint, including any remedial action taken. 
6. As a condition of submitting a bid/proposal to the city, the Company agrees to comply with the city’s Commercial Non-Discrimination Policy as described in Section 2, Article V of the Charlotte city Code, and consents to be bound by the award of any arbitration conducted thereunder. 

	Signature of Authorized Representative (or Designee)

	Print Name

	Title

	Date
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[bookmark: _Toc224635666]Form 3 – Staffing
	COMPANY NAME:
	
	

	RFP NAME:
	
	Program Administrator for Charlotte Housing Prioritization



List the full names of all employees whom you intend to assign to this program/ project. Describe their specific role/responsibility and availability. Add additional pages with résumés as necessary.
	Employee Name & Title
	Project Role
	Availability
	Education / Experience

	John Smith, Coordinator
	eligibility services & intake
	Full time staff assigned 50% to this program
	BA, Finance
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[bookmark: _Toc224635667]Form 4 – Budget Breakdown
	COMPANY NAME:
	

	RFP NAME:
	Program Administrator for Charlotte Housing Prioritization



Please provide the total costs to develop and implement the program, as well as the annual cost to administer and operate the program. Costs should reflect program operations beginning with approximately 150 units in Year 1, with anticipated growth of 75–125 additional units annually. Include all relevant costs (e.g., staffing, technology development or licensing, system maintenance, training, program administration, and overhead) in your totals. Use the description column to provide brief explanations of what is included in each cost category. If additional context is needed, provide details on a separate page.
	Category
	Description
	Cost ($)

	
	
	

	
	
	

	
	
	

	Total Costs for Program
	Sum of all categories above	
	$




If additional context or clarifications are needed regarding your cost estimates, please provide them below or on a separate page.
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