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I. GENERAL AND ADMINISTRATIVE 
INFORMATION 

A. Purpose   
  
This Request for Proposals (RFP) is being issued by the Louisiana Housing Corporation (hereinafter 
referred to as the “LHC” or the “Corporation”) seeking proposals from applicants to be placed into a pool 
of Market Analysts to provide individual market studies for projects to qualify for Low-Income Housing 
Tax Credits (LIHTC), HOME Investment Partnership Program (HOME) Funds, Community Development 
Block Grants (CDBG) Funds, and/or other funding administered by the LHC in the State of Louisiana.   In 
order to meet the objectives of LIHTC Program, Section 42(m)(1)(A)(iii) of the Internal Revenue Code of 
1986, as amended, (the “Code”), the Corporation plans to enter into agreements (“Contracts”) with said 
Market Analysts for the multi-family housing development and other affordable housing initiatives as 
determined by the Board of Directors of LHC.  These Contracts will be including but not necessarily limited 
to a series of multifamily rental market studies to be performed while the market analyst contract remains 
effective. 

B. RFP Coordinator   
 
Written requests and questions must be directed to the RFP Coordinator using the information listed below: 
    Louisiana Housing Corporation 
    ATTN: Louis Russell                                  

 2415 Quail Drive 
 Baton Rouge, Louisiana 70808 

    Email: lrussell@lhc.la.gov 
    Re: RFP for Market Analysts    
 
This RFP is available in electronic form at www.lhc.la.gov. The RFP is also available in printed form by 
submitting a written request to the RFP Coordinator. 

C. Process   
                          
The RFP process commences with the issuance of the RFP.  The steps involved in the process and the 
anticipated completion dates are set forth in the schedule below. The LHC has structured a procurement 
process that seeks to obtain the desired results described herein, while establishing a competitive 
environment to ensure that each proposer is provided an equal opportunity to submit a proposal in response 
to this RFP.   

Proposals will be reviewed and evaluated by an evaluation team, to be designated by the Executive Director, 
which will determine the proposal most advantageous to the LHC, taking into consideration price and the 
other evaluation factors set forth in the RFP.  Before being scored, each proposal will be reviewed to 
determine if the proposer has met the minimum criteria described in this RFP.   

http://www.lhc.la.gov/
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D. Important Dates and Deadlines 
 

RFP published and posted to LHC website Thursday, January 12, 2021 

Deadline for submitting written inquiries Thursday, January 21, 2021 at 4:00 pm CST 

Deadline for LHC to respond to written 
inquiries from proposers  

Thursday, January 28, 2021 

Deadline for submitting proposals Thursday, February 11, 2021 at 4:00 pm CST 

Formal announcement of selected proposer To be determined 

Contract Execution  To be determined 

 

NOTE:  The LHC reserves the right to revise this schedule.  Any such revision will be formalized 
by the issuance of an addendum to the RFP. 

E. Proposer Inquiries  
 
The Corporation will consider written inquiries from proposers regarding RFP requirements or Scope of 
Services. Inquiries will only be considered if they are submitted in writing to the RFP Coordinator by the 
deadline for submission of written inquiries set forth in Section I(D), above. Inquiries shall clearly reference 
the section of the Proposal about which the Proposer is inquiring or seeking clarification.  

The Corporation reserves the right to modify the RFP should a change be identified that is in the best interest 
of the Corporation.  It is the sole responsibility of the Proposer to inquire into and clarify any item of the 
RFP that is not understood.   

F. Blackout Period 
 
The blackout period is a specified period of time during a competitive procurement process in which any 
Proposer, bidder, or its agent or representative, is prohibited from communicating with any employee of 
the Louisiana Housing Corporation and/or any member of the LHC’s Board of Directors about the 
procurement. The blackout period applies not only to those referenced above, but also to any contractor of 
the LHC. The RFP identifies an RFP Coordinator (above). All communications to and from potential 
Proposers, bidders, vendors, and/or their representatives during the blackout period must be in accordance 
with this RFP’s defined method of communication with the designated RFP Coordinator. The blackout 
period will begin upon posting of the RFP. The blackout period will end when the contract is awarded.  

In those instances, in which a prospective Proposer is also an incumbent contractor, the LHC and the 
incumbent contractor may contact each other with respect to the existing contract only. Under no 
circumstances may the LHC and the incumbent contractor and/or its representative(s) discuss the blacked-
out procurement. 

Any violation of the foregoing will be considered as a basis for disqualification and any Proposer found to 
be in violation may be liable to the LHC in damages and/or subject to any other remedy allowed by law. 
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Notwithstanding the foregoing, the blackout period shall not apply to:  

• Duly noticed site visits and/or conferences for bidders or Proposers;  
• Written and/or oral discussion during the evaluation process;  
• Communications regarding the RFP between any person and the staff of the LHC, provided the 

communication is limited strictly to matters of procedure. Procedural matters include deadlines for 
decisions or submission of proposals and the proper means of communicating regarding the 
procurement, but shall not include any substantive matter related to the particular procurement or 
requirements of the RFP.  

G. Changes to the RFP 
 
In the event that the LHC determines, in its sole discretion, that it is necessary to revise any part of this 
RFP, an addendum, supplement, or amendment to this RFP will be posted at http://www.lhc.la.gov.  It is 
the responsibility of the proposer to check the website for any such addendums, supplements, or 
amendments made to the RFP.   

H. Definitions 
 

1. Contractor – Any individual or entity that is awarded or has a contract with the LHC. 
 

2. Corporation – Louisiana Housing Corporation, a public body corporate and politic constitute an 
instrumentality of the State of Louisiana, created pursuant to Chapter 3-G of Title 40 of the 
Louisiana Revised Statutes, and charged with the mission of providing affordable, accessible, 
decent, safe, and sanitary housing to the low- to moderate-income citizens of the State of 
Louisiana..  
 

3. Discussions -- For the purposes of this RFP, a formal structured means of conducting written or 
oral communications/presentations with Proposers who submit proposals in response to this RFP. 

 
4. Proposal – A response to a Request for Proposals. 

 
5. Proposer – A firm or individual who responds to a Request for Proposals. 

 
6. RFP – Request for Proposals 

 
7. Shall, Must, Will – A requirement that must be met without alteration. 

 
8. Should, Can, May – Language denoting desirable, advisable or permissible action. 

 
9. State – The State of Louisiana. 

 
10. Subcontractor – A firm or individual entering into a contract with the Contractor. 

 

  

http://www.lhc.la.gov/
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II. Submission Requirements  
A. Submission Deadline and Method of Delivery  
 
Proposals must be delivered in hard copy (printed) to the RFP Coordinator designated in Section I(B), 
above, by no later than 4:00 p.m. CST on Thursday, February 11, 2021.  Proposers mailing their 
proposals should allow sufficient mail delivery time to ensure receipt of their proposals by the date and 
time specified above.  Fax or e-mail submissions are not acceptable and will be disqualified from 
consideration.   

Proposals may be mailed through the U. S. Postal Service or delivered by hand or courier to: 
 

   Louisiana Housing Corporation 
   2415 Quail Drive    
   Baton Rouge, LA 70808 
   (225)763-8700 
   Attn: LOUIS RUSSELL, RFP Coordinator  

Re: RFP for Market Analysts 
 

The outside of the envelope, box or package must be CLEARLY MARKED with the following 
information and format: 
 

Proposal Name: Market Analysts 
Proposal Submission Deadline: Thursday, February 11, 2021 at 4:00 pm CST 

 
Proposer is solely responsible for ensuring that its courier makes inside deliveries at the physical location. 
Proposer is solely responsible for the timely delivery of its proposal. Failure to meet the proposal 
submission deadline shall result in rejection of the proposal and disqualification from consideration.  

 
B. Number of Copies  
 
Each Proposer shall submit one (1) signed original Proposal which should be clearly marked or 
differentiated from copies.  The original will be retained for incorporation by reference into any contract 
that may result from this RFP.  Three (3) additional copies of the Proposal should be provided for the 
Evaluation Team, as well as one (1) redacted copy, if applicable (see Section II(H) -  Proprietary 
Information for details). 

C. Required Signatures  
 
The Proposal must be signed by the individual or a representative of the entity duly authorized to sign 
proposals or contracts on behalf of the entity or individual, such as: 

1. A current corporate officer, partnership member, or other individual specifically authorized to 
submit a proposal as reflected in the appropriate records on file with the Secretary of State; 

2. An individual authorized to bind the company as reflected by a corporate resolution, certificate or 
affidavit; or 

3. An individual identified in other documents conferring the appropriate authority which are 
acceptable to the LHC. 
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D. Validity 
 
All proposals shall be considered valid for acceptance for at least ninety (90) calendar days from the date 
of submission, unless the Proposer provides for a different time period for validity within its proposal.  
However, the Corporation reserves the right to reject a proposal if the Proposer’s period of validity is less 
than ninety (90) calendar days from the date of submission and the Proposer is unwilling to extend the 
validity of its proposal.   

E. Acceptance of Proposal Content 
 
All proposals will be reviewed to determine compliance with administrative and mandatory requirements 
as specified in the RFP. Proposals that are not in compliance will be rejected and disqualified from further 
consideration. Evaluation of proposals shall be based only on the material contained in this RFP, which 
may include official responses to questions, addenda, and other material provided by the Corporation 
pursuant to the RFP. 
 
Mandatory RFP requirements shall become contractual obligations should a contract be awarded to the 
Proposer.  

F. Clarity  
 

Each Proposer is responsible for the accuracy and completeness of its proposal. Proposals must demonstrate 
a clear understanding of the requirements of this RFP and present a clear description of proposed services 
and fee arrangements.  While Proposals prepared simply and economically are preferred, as much detail as 
possible should be provided while also providing straightforward, concise descriptions of the proposer’s 
ability to meet the requirements of the RFP.    

G. Proposal Material Ownership 
 
All material submitted regarding and in response to this RFP becomes the property of the State of Louisiana. 
Selection or rejection of a proposal does not affect this right.   

H. Proprietary Information 
 
Only information that is in the nature of legitimate trade secrets or non-published financial data may be 
deemed proprietary or confidential.  Any material within a proposal identified as such must be clearly 
marked in the proposal and will be handled in accordance with the Louisiana Public Records Act, La. R.S. 
44.1 et seq., and applicable rules and regulations.  Any proposal marked as confidential or proprietary in its 
entirety may be rejected without further consideration or recourse.   

Proposers must be prepared to defend the reasons the material should be held in confidence.  If a competing 
Proposer or other party seeks review or copies of a Proposer's confidential data, the Corporation will notify 
the Proposer of the request.  If the Proposer does not want the information disclosed, it must agree to 
indemnify and hold the Corporation harmless against all actions or court proceedings that may ensue 
(including attorney's fees) which seek to order the Corporation to disclose the information.  If the Proposer 
refuses to indemnify and hold the Corporation harmless, the Corporation may disclose the information. 

The Corporation reserves the right to make any proposal, including proprietary information contained 
therein, available to its personnel, the Office of the Governor or other State agencies or organizations, for 
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the sole purpose of assisting the Corporation in its evaluation of the proposal.  The Corporation shall require 
said individuals to protect the confidentiality of any specifically identified proprietary information or 
privileged business information obtained as a result of participation in these evaluations. 

I. Changes to Proposals 
 
If prior to the deadline for submitting proposal a Proposer needs to submit changes or addenda to its 
Proposal, such changes or addenda shall be submitted in writing to the Corporation, in a sealed envelope, 
clearly cross-referencing the relevant proposal section, and signed by an authorized representative of the 
Proposer.  Changes and/or addenda to Proposals shall meet all requirements for Proposals.  

J. Withdrawal of Proposal 
 
A Proposer may withdraw a proposal that has been submitted at any time up to the date and time the 
proposal is due.  To accomplish this, a written request to withdraw the proposal must be signed by the 
authorized representative of the Proposer and submitted to the RFP Coordinator.   

K. Errors and Omissions in Proposals 
 
The Corporation will not be liable for any errors or omissions in proposals. The Corporation, at its option, 
has the right to request clarification or additional information from the proposer due to errors or omissions 
identified by the LHC. 

L. Proposal Rejection/RFP Cancellation 
 
Issuance of this RFP in no way constitutes a commitment by the LHC to award a contract.  The Corporation 
reserves the right to accept or reject, in whole or in part, all proposals submitted and/or to cancel this RFP 
if it is determined to be in the LHC’s best interest.   

M. Cost of Proposal Preparation  
 
Each Proposal and all information required to be submitted pursuant to the RFP shall be prepared at the 
sole cost and expense of the proposer.  There shall be no claims whatsoever against the LHC, its officers, 
officials, or employees for reimbursement for the payment of costs of expenses incurred in preparing and 
submitting a Proposal or for participating in this procurement process.  

N. Written or Oral Presentations/Discussions 
 
The Corporation reserves the right to enter into a contract without further discussion of proposals submitted. 
However, the Corporation, at its sole discretion, may require proposers reasonably susceptible of being 
selected for the award to provide a written or oral presentation of how they propose to meet the 
Corporation’s objectives. Any commitments or representations made during such presentations, if 
conducted, will be considered binding and included in the final contract.  Written and/or oral 
presentations/discussions for clarification may be conducted in order to enhance the Corporation’s 
understanding of any or all of the proposals submitted.  A contract may, however, be awarded without such 
discussions. 

The LHC reserves the right to adjust the original scores based upon information received in the 
presentations/discussions, using the original evaluation criteria.  
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O. References  
 
The LHC reserves the right to verify all information provided by a proposer via direct contact with the 
proposer’s clients and prior project personnel and proposers must agree to provide necessary authorizations 
for the LHC to verify any of the proposer’s previous work.  As described elsewhere in this RFP, each 
proposer will be required to submit a detailed résumé for all key personnel.  Misstatements of experience 
and scope of prior projects shall be grounds for disqualification of the proposer from further consideration.   

P. Other Rights Reserved by LHC 
 
LHC reserves the right to waive as informalities any irregularities in submittals and/or to reject any or all 
proposals.   

 

 

 

 

 

(Remainder of page left intentionally blank.) 
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III. SCOPE OF SERVICES 
A. Overview 
 
The Louisiana Housing Corporation (“LHC” or “Corporation”) hereby provides notice that it is inviting 
proposals from market analysts to create a pool of qualified market analyst to provide individual market 
studies that include a detailed assessment of the feasibility of proposed projects in their specific market 
area.  Any study submitted to the Corporation must at a minimum meet all of the requirements of the Market 
Study Requirements included in the applicable Qualified Allocation Plan for that funding period. Past 
Qualified Allocation Plans are available on the LHC website. This Request for Proposals is intended to 
qualify and approve market analysts to provide individual and possibly comprehensive market studies for 
projects applying for Low Income Housing Tax Credit (LIHTC), HOME and/or Community Development 
Block Grant (CDBG) Funds or other similar housing funds during the term of the contract. These market 
study evaluations will be utilized in making the final award decisions by the Corporation. 

B. Tasks and Services  
 
A firm(s) and/or individual(s) selected for the Market Analyst pool would work with LHC on a contractual 
basis, for a term of three (3) years, with the possibility of the term being extended for an additional two 
years for a period not to exceed five years.    
 
Market analysts will have approximately four (4) weeks to complete all assigned market studies during 
each funding round. For CDBG funds, applicants will be required to submit a pre-application submittal that 
will include project specific information needed to begin the market study. For Low Income Tax Credit 
funds, market studies will be assigned after applications are due for the funding round; there is no pre-
application. There will likely be 2 to 4 funding rounds per year, but could be more.  Typically, the 
Corporation receives applications from projects which range from 24-120 units in size with a regulated 
number of units reserved for accessibility by the disabled.  The applications usually include new 
construction, scattered site, rehabilitation, or acquisition/ rehabilitation and will be located in rural and 
urban areas throughout the state. The mix of applications may be substantially different from previous 
funding rounds. There may also be changes to the application requirements for submittals throughout the 
term of the market analyst contract. 

Market analyst proposals must include documentation that supports the firm’s ability to meet the following 
requirements: 

• Must be a member of the National Council of Affordable Housing Market Analyst (NCAHMA) or 
a similar national professional organization.  

• A minimum of three (3) years of experience as the primary author of market studies for LIHTC 
rental housing projects and/or other affordable housing programs. 

• Demonstrate experience in the area of market research in affordable housing transactions 
• Staff capacity to complete a minimum of 10 market studies within the allotted time frame. 
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IV. EVALUATION CRITERIA  
Each proposal will be preliminary reviewed for compliance with the qualifications and requirements set 
forth in this RFP.  Failure to meet these qualifications and requirements will cause the proposal to be 
rejected and disqualified from further consideration.   

Proposals will be evaluated by the Evaluation Team based on the criteria detailed in this section.  In 
preparing to submit a response, it is important for proposers to clearly demonstrate their expertise in the 
areas described in this RFP.    

The Evaluation Team will generally use the following criteria to evaluate all acceptable proposals:  

An overview of your firm’s experience in providing the services set forth herein;  
 

• The qualifications and relevant experience of the proposer and relevant staff assigned to this 
activity;  
 

• The   proposed   fee   schedule,   payment   provisions   requested   and   estimated expenses; 
 

• A sample market study produced for a similar assignment within the past year.  Property, client 
name and any other proprietary information may be deleted or blacked out; 
 

• Biographical sketches of the principal(s) and staff who would be assigned to this activity; 
 

• A list of client references, especially those for housing finance agencies or doing substantially 
similar work; 

 
• Proof of liability insurance and amount; 

 
• Statement that the Market Analyst will disclose all relationships, either prior or present, with the 

applicants for any proposals to which the Market Analyst may be assigned, and that failure to fully 
disclose the nature of the relationship may jeopardize the assignment, payment for the assignment 
and ability to participate in similar assignments with the Corporation in the future; 

 
• Statement  that any market study submitted through a Contract will become the property of the 

Corporation; 
 

• A statement attesting that all information provided in your proposal to the LHC is true and 
accurate to the best of your knowledge;  

 
• Any guarantees offered by your firm; and 

 
• Ability to provide market studies for projects economically and by or before the deadline for 

completing the market studies. 
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Proposers are encouraged to identify and clearly label in their proposals how each qualification is being 
addressed.  Evaluation of responses to this RFP will be based on the information provided in the proposal, 
and if applicable, interviews and reference responses. LHC reserves the right to request additional 
information or documentation from the proposer regarding information including, but not limited to, its 
proposal, personnel, financial viability, or other items in order to complete the evaluation. If a Proposer 
chooses to provide additional materials in their proposal beyond those requested, those materials should be 
identified as such and included in a separate section of the proposal.  

The evaluation team will use a point system to create a list of Proposals in ranked order. Up to 80 points 
can be awarded to the proposal identifying company background and experience, approach/work plan, and 
proposed staff qualifications. Cost Proposals will be evaluated separately by the evaluation team and can 
be awarded up to 20 points. 

The evaluation team shall compile the scores and make recommendation to the Executive Director on the 
basis of the most responsive and responsible proposer(s) with the highest score(s) that is best suited to meet 
the Corporation’s requirements and needs.   
 
Proposals will only be evaluated based upon material and substantiating evidence presented to the 
Corporation and not on the basis of anything that may be inferred. Entities unable to demonstrate, to the 
satisfaction of the evaluation team, the necessary expertise and experience to complete the scope of services 
will not be considered. 

Each Proposal will be evaluated using the criteria detailed below.   

A. Company Background and Experience/Proposed Staff Qualifications (40 Points) 
• Proposal is complete and follows the outline in Section V. Proposal Response Format of this RFP. 
• Quality, extent and relevance of Proposer's experience. 

References support Proposer's claims of service capability, reputation, facilities, equipment and past 
performance. 

B. Approach and Methodology/Work Plan (40 Points)  
• Quality of approach and methodology for performing the services 
• The project/work plan provides detailed descriptions and indicates high quality and expertise in 

this area. 

C. Cost Proposal (20 Points)  
 
The cost proposal will be evaluated for reasonableness of cost for the total effort. It may also serve as the 
basis for subsequent negotiations of price if necessary. Cost proposals must be complete, accurate and well 
documented. Any pricing conditions or contingencies must be clearly stated.  

D. MBE/WBE 
 

MINORITY OWNED BUSINESS PARTICIPATION (MBE/WBE) LHC's policy is to ensure that it 
maximizes opportunities for Minority Business Enterprises and Women Business Enterprises (MBE/WBE) 
participation. To encourage participation, additional points will be awarded for proposers who either are or 
have partnered with MBEs or WBEs.  To achieve this goal, contractors are encouraged to engage in joint 
ventures with MBEs/WBEs, and to undertake other initiatives that enhance opportunities for MBEs/WBEs.  

DEFINITIONS: Minority Business Enterprise (MBE), Women Business Enterprise (WBE). 
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1.  Minority Business Enterprise (MBE). An MBE is defined as a business concern that is at least 51% 
owned by one or more individuals who are African American, Hispanic American, Native American, Asian-
Pacific American or Asian-Indian American; and whose management and daily business operations are 
controlled by one or more of these owners. Fifteen points are available for MBE’s or those who partner or 
subcontract with MBE’s. The minority-owned business enterprise certification is available through 
the Louisiana Minority Supplier Development Council at https://www.srmsdc.org/. See Louisiana 
Economic Development’s Grow a Business Page  at https://www.opportunitylouisiana.com/small-
business/grow-a-business for more information on this certification.  

2. Women Business Enterprise (WBE). A WBE is defined as a business concern that is at least 51% owned 
by one or more women and whose management and daily business operations are controlled by one or more 
of these owners. Fifteen points are available for WBE’s or those who partner or subcontract with WBE’s. 
The WBE certification is available through the Women Business Enterprise Council of the South at 
https://www.wbenc.org/. See Louisiana Economic Development’s Grow a Business Page at 
https://www.opportunitylouisiana.com/small-business/grow-a-business for more information on this 
certification. 

 

 

(Remainder of page left intentionally blank.) 

 

 

  

http://www.srmsdc.org/
https://www.opportunitylouisiana.com/small-business/grow-a-business
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V. PROPOSAL RESPONSE FORMAT 
A. Cover Letter 
 
A cover letter should be submitted on the Proposer’s official business letterhead explaining the intent of 
the Proposer. 
 
B. Executive Summary 

 
This section serves to introduce the scope of the proposal. It shall include administrative information 
including Proposer contact name and phone number and the stipulation that the proposal is valid for a period 
of time at least ninety (90) calendar days from the date of submission. This section should also include a 
summary of the proposer’s qualifications and ability to meet the LHC’s overall requirements. It must 
include specific authorization to contact all references, employers, or customers for whom the company or 
proposed staff referenced in the proposal have performed work. 

It should include a positive statement of agreement to comply with the contract terms and conditions.  If 
the proposer cannot comply with any of the contract terms, an explanation of each exception must be 
supplied. The Proposer should address the specific language to which it cannot comply and submit whatever 
exception or exact contract modifications that it may seek. While final wording will be resolved during 
contract negotiations, the intent of the provisions will not be substantially altered. 

C. Company Background and Experience 
 
The Proposer should give a brief description of its company including brief history, corporate or 
organization structure, number of years in business, and number of years performing market analyst 
services.  
 
The Proposer shall describe the organization’s qualifications that demonstrate its capacity to serve to 
provide the services requested herein.   
 
The Proposer shall provide a list of all relevant experience providing similar market studies with at least 
five (5) references from previous clients who have worked with it or its key personnel, including names 
and telephone numbers. 
 
 
The Proposer must give a brief description of any criminal proceedings or investigations involving the 
Proposer or any employees of the Proposer who may be involved in providing the services requested herein.  
 
Proposers should clearly describe their ability to exceed the expectations of the LHC as set forth in this 
RFP.  
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D. Approach and Methodology/Work Plan 
 
This section must summarize the proposer’s plan and approach to providing the services, including a 
statement of how the work would be organized, managed, and implemented, and a timetable, if appropriate.  
The proposer must indicate how the quality and availability of personnel assigned to this work would be 
maintained over the term of the contract.   

Proposals should include enough information to satisfy evaluators that the Proposer has the appropriate 
experience, and staffing to perform the scope of services as described herein. Proposers should response to 
all requested areas.  

The Proposer should: 

• Provide Proposer’s understanding of the work to be performed and how its proposal will best meet 
the needs of the LHC 

• Define its approach in providing the services and the tasks necessary to meet requirements 
• Describe the approach to project management and quality assurance  
• Provide a proposed Project Work Plan that reflects the tasks and services to be performed, 

timetables, and staffing.  

 
E. Supplementary and Miscellaneous Information 

The Proposer may include in this section any appropriate information necessary to demonstrate the 
Proposer’s qualifications and experience, including business and/or personal references, and any other 
information deemed pertinent by the Proposer, including terms and conditions which the Proposer wishes 
the Corporation to consider.  
 
The LHC reserves the right to request any additional information pertaining to the Proposer’s ability, 
qualifications, and procedures used to accomplish all work under the contract as it deems necessary to 
ensure safe and satisfactory work.  
 
F. Cost Proposal 

The cost proposal should state assumptions on which the firm’s fee would be predicated and any factors 
that would change the actual fee.  The Proposer should state what it considers to be the most appropriate 
method for determining a reasonable fee for this representation, and state the rationale for this 
determination.   

The cost proposal shall also include any and all costs the Proposer desires to have considered in any contract 
entered into with the LHC.  

 
Taxes. Any taxes other than State and Local Sales and Use Taxes, from which the State is exempt, shall be 
assumed to be included in the Proposer’s costs.  

  
Other. -- Potential costs and/or charges, if any, for any and all proposed services associated with the 
implementation and administration of this RFP which should be considered by the Corporation shall be 
submitted in the proposal.  
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Each Cost Proposal must also include a detailed listing of all expenses or fees that the Proposer deems as 
Additional Services which are to be paid directly to a subcontractor.  These expenses shall be based on the 
actual costs incurred with no mark-up for overhead and/or profit allowed. Any expenses not specifically 
included will not be eligible for reimbursement and must be absorbed by the Contractor.  
 
G. Certification Statement 
 
The Proposer must sign and submit Attachment A, the Certification Statement.  

 

 

 

(Remainder of page left intentionally blank.) 
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VI. CONTRACT TERMS AND REQUIREMENTS 
A. Contract Award and Execution  

  
The LHC reserves the right to enter into a contract based on the initial offers received without further 
discussion of the proposals submitted. The LHC also reserves the right to contract for all or a partial list of 
services offered in the proposals.  

The RFP, including any addenda added, and the selected proposal shall become part of the contract initiated 
by the LHC.  

The selected Proposer shall be expected to enter into a contract that includes substantially the same terms 
and conditions included herein. A Proposer shall not submit its own standard contract terms and conditions 
as a response to this RFP. The Proposer should submit in its proposal any exceptions or contract deviations 
that its wishes to negotiate. Negotiations may coincide with the announcement of the selected Proposer.  

The contract will be awarded to the Proposer whose proposal is most advantageous to the LHC based on 
the proposal submitted. The formal announcement of the selected consultant will occur on or about the date 
indicated in the Important Dates and Deadlines, Section I(D). Negotiations may begin with the 
announcement of the successful Proposer.  

If the contract negotiation period exceeds thirty (30) days or if the selected Proposer fails to sign the final 
contract within five (5) business days of delivery, the LHC may elect to cancel the award and award the 
contract to the next highest ranked proposer. 

If, for any reason, the Proposer most responsive to the Corporation’s needs, price and other evaluation 
factors set forth in the RFP considered, does not agree to a contract, that proposal shall be rejected, and the 
Corporation may negotiate with the next most responsive Proposer. Negotiation may include revision of 
non-mandatory terms, conditions, and requirements.   

B. Notice of Intent to Award 
 
The evaluation team shall compile the scores and make a recommendation to the Executive Director on the 
basis of the responsive and responsible proposer(s) with the highest score(s).  
 
The LHC reserves the right to make multiple awards.  
 
The LHC will notify the successful Proposer(s) and proceed to negotiate terms for final contract(s). 
Unsuccessful proposers will be notified in writing accordingly.  
 
Any person aggrieved by the proposed award has the right to file a protest with the LHC Executive Counsel 
no later than seven (7) calendar days after the issuance of the notification of award. The LHC Executive 
Director and two additional members of the LHC staff, as appointed by the Executive Director (collectively 
referred to as the “Dispute Review Panel”) are authorized to resolve any protests arising after the notice of 
a proposed award. 
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The Dispute Review Panel shall render a written decision regarding a protest within fourteen (14) calendar 
days after receipt of the protest and any subsequently submitted information. A written decision shall be 
furnished to the aggrieved party and other interested parties.  

In the event of a timely protest relating to the award of a contract, the LHC shall not proceed with the award 
of a contract unless the Dispute Review Panel makes a written determination that the award of the contract 
without delay is necessary to protect substantial interests of the LHC.  

The decision of the Dispute Review Panel is final and conclusive except when the decision is fraudulent or 
the person or entity adversely affected has timely appealed as provided herein.  

Any person or entity adversely affected regarding the awarding of a contact may appeal the decision to the 
Executive Director within seven (7) days of receipt of the written decision. Review by the Executive 
Director of the decision of the Dispute Review Panel shall be based on documents submitted by the Dispute 
Review Panel and the person or entity adversely affected by the decision. The decision of the Executive 
Director shall constitute the final administrative determination regarding the protest or contract controversy.  

Any person or entity adversely affected by the final administrative determination regarding a protest or 
contract controversy may seek judicial review of the administrative determination in the 19th Judicial 
District Court in East Baton Rouge Parish, which review shall be based on the record compiled at the 
administrative level.  

C. Term of Contract 
 
The initial term of the contract shall be for three (3) years from the effective date of the contract, but may 
be extended for a period not to exceed five (5) years. All proposals should reflect services in anticipation 
of a maximum contract term. 

D. Insurance Requirements 
 
During the term of the contract, the Contractor shall at its own cost and expense, procure and maintain the 
types of insurance listed below, as applicable. The proposer’s inability or unwillingness to meet these 
requirements as a condition of award, may, at the sole discretion of the Corporation, be rejected and returned 
as nonresponsive without review.  

1. Workers’ Compensation 
 
Workers’ Compensation insurance shall be in compliance with the Workers’ Compensation law of 
the State of the Contractor’s headquarters. Employers’ Liability is included with a minimum of 
$1,000,000 per accident/per disease/per employee. If work is to be performed over water and 
involves maritime exposure, applicable LHWCA, Jones Act, or other maritime law coverage shall 
be included. A.M. Best’s insurance company rating may be waived for workers’ compensation 
coverage only.  
 

2. Commercial General Liability 
 
Commercial General Liability insurance, including Personal and Advertising Injury Liability and 
Products and Completed Operations, shall have a minimum per limit occurrence of $1,000,000 and 
a minimum general aggregate of $2,000,000. The Insurance Services Office (ISO) Commercial 
General Liability occurrence coverage form CG 00 01 (current form approved in Louisiana), or 
equivalent, is to be used in the policy. Claims-made form is unacceptable.  
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3. Professional Liability (Errors and Omissions) 
 
Professional Liability (Errors and Omissions) insurance, which covers the professional errors, acts, 
or omissions of the Contractor, shall have a minimum limit of $1,000,000. Claims-made coverage 
is acceptable. The date of the inception of the policy must be no later than the first date of the 
anticipated work under the contract. It shall provide coverage for the duration of the contract and 
shall have an expiration date no earlier than 30 days after the anticipated completion of the contract. 
The policy shall provide an extended reporting period of not less than 36 months from the expiration 
date of the policy, if the policy is not renewed.  
 

4. Automobile Liability  
 
Automobile Liability Insurance shall have a minimum coverage single limit per accident of 
$1,000,000. ISO form number CA 00 01 (current form approved for use in Louisiana), or 
equivalent, is to be used in the policy. This insurance shall include third-party bodily injury and 
property damage liability for owned, hired, and non-owned automobiles.  
 
 

5. Deductibles and Self-Insured Retentions 
 
Any deductibles or self-insured retentions must be declared to and accepted by the LHC. The 
Contractor shall be responsible for all deductibles and self-insured retentions.  
 

6. Other Insurance Provisions 
 
The policies are to contain, or be endorsed to contain, the following provisions: 
 
a. Commercial General Liability, Automobile Liability, and Cyber Liability Coverages. The 

LHC, its officers, directors, agents, employees and volunteers shall be named as an additional 
insured as regards negligence by the Contractor. ISO Forms CG 20 10 (for ongoing work) AND 
CG 20 37 (for completed work) (current form approved for use in Louisiana), or equivalents, 
are to be used when applicable. The coverage shall contain no special limitations on the scope 
of protection afforded to the LHC.  
 
The Contractor’s insurance shall be primary as respects the LHC, its officers, agents, 
employees, and volunteers for any and all losses that occur under the contract. Any insurance 
or self-insurance maintained by the Corporation shall be excess and non-contributory of the 
Contractor’s insurance.  
  

b. Workers’ Compensation and Employers’ Liability Coverage. To the fullest extent allowed by 
law, the insurer shall agree to waive all rights of subrogation against the Corporation, its 
officers, directors, agents, employees, and volunteers, for losses arising from work performed 
by the Contractor for the Corporation.  
 

c. All Coverages. All policies must be endorsed to require thirty (30) days written notice of 
cancellation to the Corporation. Ten (10) day written notice of cancellation is acceptable for 
non-payment of premium. Notifications shall comply with the standard cancellation provisions 
in the Contractor’s policy. In addition, Contractor is required to notify the Corporation of policy 
cancellations or reductions in limits.  
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The acceptance of completed work, payment, failure of the LHC to require proof of 
compliance, or the LHC’s acceptance of a non-compliant certificate of insurance shall not 
release the Contractor from the obligations of the insurance requirements or indemnification 
agreement.  
 
The insurance companies issuing the policies shall have no recourse against the LHC for 
payment of premiums or for assessments under any form of the policies.  
 
Any failure of the Contractor to comply with reporting provisions of the policy shall not affect 
coverage provided to the Corporation, its officers, directors, agents, employees and volunteers.  

 
E. Acceptability of Insurers 
 
All required insurance shall be provided by a company or companies lawfully authorized to do business in 
the jurisdiction in which the Property is located. Insurance shall be placed with insurers with an A.M. Best’s 
rating of A-:VI or higher. This rating requirement may be waived for workers’ compensation coverage 
only.  
 
If at any time an insurer issuing any such policy does not meet the minimum A.M. Best rating, the 
Contractor shall obtain a policy with an insurer that meets the A.M. Best rating and shall submit another 
Certificate of Insurance within thirty (30) days.  
 
F. Verification of Coverage 
 
Contractor shall furnish the Corporation with Certificates of Insurance reflecting proof of coverage. The 
certificates for each insurance policy are to be signed by a person authorized by that insurer to bind coverage 
on its behalf. The certificates are to be received and approved by the Corporation before work commences 
and upon any contract renewal or insurance policy renewal thereafter.  
 
The Certificate Holder shall be listed as follows: 
 
State of Louisiana 
Louisiana Housing Corporation, Its Officers, Agents, Employees and Volunteers 
2415 Quail Drive Baton Rouge, LA 70808 
Project Name: 
 
In addition to the Certificates, Contractor shall submit the declarations page and the cancellation provision 
for each insurance policy. The Corporation reserves the right to request complete certified copies of all 
required insurance policies at any time.  
 
Upon failure of the Contractor to furnish, deliver and maintain required insurance, the contract, at the 
election of the Corporation, may be suspended, discontinued or terminated. Failure of the Contractor to 
purchase and/or maintain any required insurance shall not relieve the Contractor from any liability or 
indemnification under the contract.  
 
G. Subcontractors 
 
Contractor shall include all subcontractors as insureds under its policies OR shall be responsible for 
verifying and maintaining the certificates provided by each subcontractor. Subcontractors shall be subject 
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to all of the requirements stated herein. The Corporation reserves the right to request copies of 
subcontractors’ certificates at any time.  
 
H. Workers’ Compensation Indemnity 
 
In the event Contractor is not required to provide or elects not to provide workers’ compensation coverage, 
the parties hereby agree that Contractor, its owners, agents and employees will have no cause of action 
against, and will not assert a claim against, the Louisiana Housing Corporation, its officers, agents, and 
employees as an employer, whether pursuant to the Louisiana Workers’ Compensation Act or otherwise, 
under any circumstance. The parties also hereby agree that the Louisiana Housing Corporation, its officers, 
agents, and employees shall in no circumstance be, or considered as, the employer or statutory employer of 
the Contractor, its owners, agents, and employees. The parties further agree that Contractor is a wholly 
independent contractor and is exclusively responsible for its employees, owners, and agents. Contractor 
hereby agrees to protect, defend, indemnify and hold harmless the Louisiana Housing Corporation, its 
officers, agents, and employees harmless from any such assertion or claim that may arise from the 
performance of this contract.  
 
I. Indemnification and Limitation of Liability 
 
Neither party shall be liable for any delay or failure in performance beyond its control resulting from acts 
of God or force majeure. The parties shall use reasonable efforts to eliminate or minimize the effect of such 
events upon performance of their respective duties under Contract.  
 
Contractor shall be fully liable for the actions of its agents, employees, partners or subcontractors and shall 
fully indemnify and hold harmless the Louisiana Housing Corporation and its Authorized Users from suits, 
actions, damages and costs of every name and description relating to personal injury and damage to real or 
personal tangible property caused by Contractor, its agents, employees, partners or subcontractors, without 
limitation; provided, however, that the Contractor shall not indemnify for that portion of any claim, loss or 
damage arising hereunder due to the negligent act or failure to act of the Louisiana Housing Corporation. 
If applicable, Contractor will indemnify, defend and hold the Louisiana Housing Corporation and its 
Authorized Users harmless, without limitation, from and against any and all damages, expenses (including 
reasonable attorneys’ fees), claims, judgments, liabilities and costs which may be finally assessed against 
the Louisiana Housing Corporation in any action for infringement of a United States Letter Patent with 
respect to the Products furnished, or of any copyright, trademark, trade secret or intellectual property right, 
provided that the Louisiana Housing Corporation shall give the Contractor: (i) prompt written notice of any 
action, claim or threat of infringement suit, or other suit, (ii) the opportunity to take over, settle or defend 
such action, claim or suit at Contractor’s sole expense, and (iii) assistance in the defense of any such action 
at the expense of Contractor. Where a dispute or claim arises relative to a real or anticipated infringement, 
the Louisiana Housing Corporation or its Authorized Users may require Contractor, at its sole expense, to 
submit such information and documentation, including formal patent attorney opinions, as may be required.  
 
The Contractor shall not be obligated to indemnify that portion of a claim or dispute based upon: i) 
Authorized User’s unauthorized modification or alteration of a Product, Material, or Service; ii) Authorized 
User’s use of the Product in combination with other products not furnished by Contractor; iii) Authorized 
User’s use in other than the specified operating conditions and environment.  
 
In addition to the foregoing, if the use of any item(s) or part(s) thereof shall be enjoined for any reason or 
if Contractor believes that it may be enjoined, Contractor shall have the right, at its own expense and sole 
discretion as the Authorized User’s exclusive remedy to take action in the following order of precedence: 
(i) to procure for the Louisiana Housing Corporation the right to continue using such item(s) or part(s) 
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thereof, as applicable; (ii) to modify the component so that it becomes non-infringing equipment of at least 
equal quality and performance; or (iii) to replace said item(s) or part(s) thereof, as applicable, with non-
infringing components of at least equal quality and performance, or (iv) if none of the foregoing is 
commercially reasonable, then provide monetary compensation to the Louisiana Housing Corporation up 
to the dollar amount of the Contract.  
 
For all other claims against the Contractor where liability is not otherwise set forth in the Contract as being 
“without limitation”, and regardless of the basis on which the claim is made, Contractor’s liability for direct 
damages, shall be the greater of $100,000, the dollar amount of the Contractor, or two (2) times the charges 
rendered by the Contractor under the Contract. Unless otherwise specifically enumerated herein or in the 
work order mutually agreed between the parties, neither party shall be liable to the other for special, indirect 
or consequential damages, including lost data or records (unless the Contractor is required to back-up the 
data or records as part of the work plan), even if the party has been advised of the possibility of such 
damages. Neither party shall be liable for lost profits, lost revenue, or lost institutional operating savings.  
 
The Louisiana Housing Corporation and Authorized User may, in addition to other remedies available to 
them at law or equity and upon notice to the Contractor, retain such monies from amounts due Contractor, 
or may proceed against the performance and payment bond, if any, as may be necessary to satisfy any claim 
for damages, penalties, costs and the like asserted by or against them.  
 
J. Payment 
 
Payment terms shall be negotiated with the successful Proposer.  
 
K. Termination 
 
The Corporation may terminate the Contract at any time without penalty by giving thirty (30) calendar 
days’ written notice to the Contractor of such termination or negotiating with the Contractor an effective 
date. Contractor shall be entitled to payment for deliverables in progress, to the extent work has been 
performed satisfactorily.  
 
L. Assignment 
 
The Contractor shall not assign any interest in this Contract and shall not transfer any interest in same 
(whether by assignment or novation), without prior written consent of the Corporation, provided however, 
that claims for money due or to become due to the Contractor from the Corporation may be assigned to a 
bank, trust company, or other financial institution without such prior written consent.  Notice of any such 
assignment or transfer shall be furnished promptly to the Corporation. 

M. Right to Audit 
 
The State Legislative Auditor, internal auditors of the Division of Administration, auditors of the LHC, and 
if applicable, federal auditors, shall be entitled to audit the books and records of a contractor or any 
subcontractor under any negotiated contract or subcontract to the extent that such books and records relate 
to the performance of such contract or subcontract. Such books and records shall be maintained by the 
contractor for a period of five (5) years from the date of final payment under the prime contract and by the 
subcontractor for a period of five (5) years from the date of final payment under the subcontract.  
 
N. Civil Rights Compliance 
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The Contractor agrees to abide by the requirements of the following as applicable: Title VI and VII of the 
Civil Rights Act of 1964, as amended by the Equal Opportunity Act of 1972, Federal Executive Order 
11246 as amended, the Rehabilitation Act of 1973, as amended, the Vietnam Era Veteran's Readjustment 
Assistance Act of 1974, Title IX of the Education Amendments of 1972, the Age Discrimination Act of 
1975, the Fair Housing Act of 1968 as amended, and Contractor agrees to abide by the requirements of the 
Americans with Disabilities Act of 1990.   

Contractor further agrees not to discriminate in its employment practices, and shall render services under 
this contract without regard to race, color, religion, sex, sexual orientation, national origin, veteran status, 
political affiliation, disability, or age in any matter relating to employment.  Any act of discrimination 
committed by the Contractor, or failure to comply with these statutory obligations when applicable, shall 
be grounds for termination of this contract. 
 
O. Entire Agreement/Order of Precedence 
 
This contract, together with the RFP and addenda issued thereto by the State, the proposal submitted by the 
Contractor in response to the State’s RFP, and any exhibits specifically incorporated herein by reference, 
shall constitute the entire agreement between the parties with respect to the subject matter.  

In the event of any inconsistent or incompatible provisions, this signed agreement (excluding the RFP and 
the Contractor’s proposal) shall take precedence, followed by the provisions of the RFP, and then by the 
terms of the Contractor’s proposal. 
 
P. Contract Modifications 
 
No amendment or variation of the terms of this contract shall be valid unless made in writing, signed by the 
parties and approved as required by law.  No oral understanding or agreement not incorporated in the 
contract shall be binding on any of the parties. 
 
 
Q. Governing Law 
 
This contract shall be governed by and interpreted in accordance with the laws of the State of Louisiana. 
Venue of any action brought with regard to this contract shall be in the 19th Judicial District Court, Parish 
of East Baton Rouge, State of Louisiana.  
 
R. Code of Ethics 
 
Proposers shall be responsible for determining that there will be no conflict or violation of the Louisiana 
Ethics Code if their company is awarded the contract. The Louisiana Board of Ethics shall be the only entity 
which can officially rule on ethics issues.  
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S. Corporate Requirements 
 

The LHC will not contract with an entity not properly authorized to do business in the State of Louisiana. 
If the Proposer is a corporation not incorporated under the laws of the State of Louisiana, the proposer shall 
have obtained a certificate of authority pursuant to La. R.S. 12:301-302 from the Louisiana Secretary of 
State prior to entering into a contract with LHC. If the proposer is a for-profit corporation whose stock is 
not publicly traded, the contractor shall ensure that a disclosure of ownership form has been properly filed 
with the Louisiana Secretary of State. 
 
T. Prohibited Activity  
 
Contractors are prohibited from using funds provided herein or personnel employed in the administration 
of this program for political activities, inherently religious activities, lobbying, political patronage, and/or 
nepotism.  The Contractor will comply with the prohibitions from using funds provided herein or personnel 
employed in the administration of the program for political activities, inherently religious activities, 
lobbying, political patronage, and/or nepotism. 
 
 
 
 
 
 
 

(Remainder of page left intentionally blank.) 
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Attachment A – Certification 
The undersigned hereby acknowledges that he/she has read and understands all requirements and 
specifications of the Request for Proposals (RFP). 

OFFICIAL CONTACT. The Louisiana Housing Corporation requests that the Proposer designate one 
person to receive all documents and the method by which the documents are best delivered. The Proposer 
should identify the Contact name and fill in the information below: (Print Clearly) 

A. Official Contact Name: _________________________________________________________ 
 

B. Email Address: ________________________________________________________________ 
 

C. Phone Number with area code: ____________________________________________________ 
 

D. U.S. Mailing Address: _________________________________________________________ 
 

_________________________________________________________ 

Proposer shall certify that the above information is true and shall grant permission to the Louisiana Housing 
Corporation to contact the above-named person or otherwise verify the information provided.  

By its submission of this proposal and authorized signature below, Proposer shall certify that: 

1. The information contained in the Proposal in response to this RFP is accurate;  
 

2. Proposer shall comply with each of the mandatory requirements listed in the RFP and will meet or 
exceed the functional and technical requirements specified therein;  
 

3. Proposer shall accept the procedures, evaluation criteria, mandatory contract terms and conditions, 
and all other administrative requirements set forth in this RFP;  
 

4. Proposer’s proposal shall be valid for at least ninety (90) calendar days from the date of the 
signature below;  
 

5. Proposer understands that if selected as the successful Proposer, he/she will have five (5) days from 
the date of delivery of final contract to execute the final contract document;  
 

6. Proposers shall certify, by signing and submitting a proposal, that their company, any 
subcontractors, or principals, are not suspended or debarred by the General Services Administration 
(GSA) in accordance with the requirements in OMB Uniform Guidance (2 CFR 200). A list of 
suspended or debarred parties can be viewed via the internet at http://www.sam.gov. 

Signature of Proposer/Authorized Representative:_________________________________________ 

Typed or Printed Name and Title:_______________________________________________________ 

Company Name:_____________________________________________ Date: _____________ 

http://www.sam.gov/
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