8933 Interchange
Houston, Texas 77054
Tel: 713-578-2100
Fax: 713-669-4594

REQUEST FOR PROPOSALS (RFP) 17-03
PROPERTY MANAGEMENT SERVICES FOR SIERRA MEADOWS
A. Introduction/Background
Harris County Housing Authority (HCHA), referred to as the “Owner,” is requesting proposals
from property management companies, referred to as the “Offeror,” to provide Property
Management Services for Sierra Meadows, a 90-unit senior housing development for residents
ages 55 years and older.
It is the Owner’s intention to solicit proposals, evaluate the proposals, conduct oral presentations
with the Offerors in the competitive range, verify the information presented, and award a contract
to the responsible firm whose proposal is most advantageous to the Owner, with price and other
factors considered.
The Owner will enter into a two-year contract for property management services with an option to
renew the contract for an additional two years. The renewal period is subject to the Owner’s
approval. The property management services will include, but will not be limited to, the following
duties and responsibilities:
1. New tenant intake, including marketing, establishing and maintaining site based waiting
list, determination of applicant eligibility, applicant screening, and tenant selection;
2. Lease execution, including explaining the lease and all attachments;
3. Collection of rent and charges in addition to rent;
4. Lease enforcement;
5. Full maintenance repair of the development;
6. Full responsibility for hiring and firing of staff, and staff training;
7. Annual reexaminations of income and family composition;
8. Annual unit inspections;
9. Unit turnover, including preparing vacated units for leasing;
10. Capital improvements and repairs;
11. Purchase of all required supplies and services. Full fiscal management responsibilities
including preparing annual operating budgets, monthly financial reporting and keeping
expenses and income within approved budget amounts;
12. Providing weekly and monthly reports as specified by the Owner;
13. Signage packet, brochure design, and area market rent analysis.
B. Submission Package
Three (3) copies of the complete submission package must be received by HCHA (the Owner), by
3:00 p.m. on May 30, 2017. All copies of the submission package must be submitted in a sealed
envelope and labeled as follows:
RFP #17-03 - Property Management Sierra Meadows Apartments
Due Date and Time: May 30, 2017, 3:00 p.m.
Name of Offeror_______________________
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The submission package must be signed by an officer of the Offeror who is legally authorized to
enter into a contractual relationship in the name of the Offeror. RFP submissions may also be
emailed as a PDF attachment to Samson.Babalola@hchatexas.org.
C. Anticipated Schedule of Events
The anticipated schedule for the RFP and contract approval is as follows:
Public Posting
Last date for questions to HCHA
Closing Date
Interviewing Finalists
Contract drafted for Approval
HCHA Board Approval

May 14, 2017 and May 21, 2017
May 23, 2017
May 30, 2017
June 5, 2017
June 13, 2017
June 21, 2017

D. Expense of Submission Package
Expenses involved with the preparation and submission of the proposal, site visit, and all oral
interviews must be borne by the Offeror.
E. Overview – Development
1. Sierra Meadows Apartments
9835 N. Sam Houston Pkwy E, Humble, Texas 77396
2. Census Tract: 2322
3. Acreage: 9.7
4. Date of Initial Occupancy: June 2011
5. Current Occupancy: 98%
6. Building Type: The development is comprised of 90 units of affordable senior housing for
residents age 55 and older, comprising of 35 one-bedroom/one-bathroom units and 53
two-bedroom/two-bathroom units. The community design features a three-story L-shape
tower and nine one-story four-plex and five-plex villas. The site features a landscaped
18-hole putting golf course with a fountain, and sidewalk areas surrounding the landscaped
green space. The clubhouse features a spacious activity room, business center, fitness
center, hair salon, swimming pool and covered porch. The architectural design is of a
Mediterranean style with a stucco and stone exterior.
7. Rent restrictions:
1 bedroom
1 bedroom
1 bedroom
2 bedroom
2 bedroom
2 bedroom
2 bedroom

30% AMI or
below
20
50% AMI or
units
below
17
60% AMI or
units
below
5 units Unrestricted
30% AMI or
2 units
below
19
50% AMI or
units
below
24
60% AMI or
units
below
3 units

8. Area Resources: Shopping, restaurants and medical clinics available in the area.
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F. General Requirements
The selected Offeror must be prepared to assume management responsibilities beginning July 1,
2017.
HCHA (the Owner) may utilize a two-stage selection process. The Owner will rate and rank written
proposals based on the selection criteria contained herein. The Offerors who fall in the most
competitive range will be invited to an interview, if necessary, and may also be asked to provide
best and final offers. Selection will be made based on those who score the highest in qualifications,
price and other factors considered, and the results of the interviews as stated in the evaluation and
selection criteria.
The Owner is looking for competitive pricing from Offerors with demonstrated and successful
property management experience and with knowledge of managing senior developments.
Although all federal, state, and local regulations must be followed in providing management
services, there are some matters for the Offerors to consider, however, when submitting their
proposal package, these special considerations include but are not limited to the following:
1. The successful Offeror will be responsible for marketing, screening of applicants, and
leasing units.
2. The selected Offeror will be required to create and maintain a process of procurement that
encourages competitive prices.
3. The operating budget does not include the real estate taxes. Offerors should be aware that
the Owner does not pay real estate taxes, but instead, makes a payment in lieu of taxes. It is
the Owner’s position that the revenue available to manage these properties is sufficient for
effective professional management. Offerors must be fully confident that they can provide
the services they claim they can provide, given the “total revenue” assigned to the
development.
4. For financial reporting, Offerors should anticipate that they will be using their own
financial management computer systems and either submits data electronically or via hard
copy.
5. The successful Offeror shall be required to comply with certain services, reporting,
compliance and eligibility requirements that are unique to low income housing tax credit
developments.
G. HCHA Options
1. HCHA (the Owner) may, at its sole and absolute discretion for any reason, reject any and
all proposals; re-advertise this RFP; postpone or cancel, at any time, this RFP process; or
waive any irregularities in this RFP or in the proposals received as a result of this RFP. Any
decision as to who shall receive a contract award, or whether or not an award shall ever be
made as a result of this RFP, shall be at the sole and absolute discretion of the Owner.
2. In no event will the Owner permit modifications to a response statement after the
submission deadline, unless such modification is of a non-substantive nature.
H. Qualification Statements Open to Public
Prospective Offerors are hereby notified that all information submitted as part of, or in support of
this RFP may be subject to public disclosure in compliance with state and federal laws.
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MINIMUM REQUIREMENTS
The Offeror will be deemed unresponsive to this RFP if it does not meet the following minimum criteria:
1. Currently manages a portfolio in excess of 500 units
2. Possesses a Certified Property Management certificate.
3. Has current or previous experience directly managing low income tax credit
developments.
4. Complies with all of the submission requirements.
If the Offeror does not meet the above minimum requirements, its proposal may
not be evaluated.

TERMS AND CONDITIONS
Rules, Regulations, and Licensing Requirements
A. Rules, Regulations, and Licensing Requirements
The Offeror and staff must possess all necessary required license(s) to do business in Harris County
and the State of Texas. Additionally, the Offeror shall comply with all laws, ordinances, and
regulations applicable to the services contemplated herein. Offerors are presumed to be familiar
with all federal, state, and local laws, ordinances, codes, rules, and regulations that may in any way
affect the services.
B. Term of Management Agreement
The successful Offeror shall enter into a management agreement. The term of the management
agreements to be awarded shall be for two (2) years with a two (2) year renewal option. The
renewal option is subject to HCHA’s (the Owner’s) approval. The management agreement includes
a provision for termination for convenience by Offeror or owner with a 30-day written notice. The
agreement will also outline situations where the successful Offeror can be terminated immediately
“for cause.”
C. Performance Standards
1. Vacancy Turnaround.
The Owner’s monthly standard for vacancy turnaround time is 30 days. This includes make
ready and lease-up time. The monthly report must include the following for each vacated
unit:
i. The date the unit was vacated.
ii. The name of the former resident who vacated.
iii. The unit number of the vacated unit.
iv. The size of the vacated unit.
v. Reason tenant vacated unit.
vi. The date maintenance began to “make ready” the unit.
vii. The date maintenance completed all “make ready” repairs.
viii. The date the unit was re-leased.
2. Work Orders
i. Emergency.
Emergency work orders are those that address an immediate threat to life, health,
safety to property or to the resident or are related to fire safety. The Owner’s
standard for completion of an emergency work order is for all orders to be
completed or abated within 24 hours.
ii. Non-Emergency.
Non-emergency work orders are those that address conditions that do not pose an
immediate threat to life, health, safety to property or to the resident and not related
to fire safety. The Owner’s standard for the completion of non-emergency work
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orders is within four (4) days.
iii. Inspections.
The Owner’s annual standard for inspections is for all Housing Quality Standards
(HQS) inspections to be conducted each year. Further, all units must be inspected
the property manager within 12 months of the previous HQS inspection.
3. Re-certifications.
The Owner’s annual standard for re-certifications as applicable is that each tenant
household must be recertified no more than 90 days and no less than 30 days prior to the
tenant’s lease expiration. Tenants may be contacted regarding recertification no earlier
than 120 days prior to the tenant household’s lease expiration. The monthly report must
indicate for each tenant whose lease expired during the preceding month the date the tenant
was contacted regarding recertification and the date recertification was completed.
4. Resolving Conflicts and Ambiguities
All of the remaining provisions in the Management Agreement shall remain in full force
and effect. In the event that any of the provisions herein conflict or create ambiguities with
the Agreement, the resolution of such conflict or ambiguity shall be that which most
benefits the Owner.
D. Retention of Management Fee
For each performance standard that is not met monthly by the Offeror, the Owner may retain a portion
of the monthly base fee to be paid to the Offeror. The terms defining the amount of retention by Owner
and the opportunity for cure by Manager are set forth below:
1. 10% Retention.
The Owner may retain up to 10% of the monthly base fee if the Offeror fails to meet the
required performance standards in any of the following areas in a given month: Tenant
Accounts Receivable, Vacancy rate, Vacant Unit Turn-around, and Work Order
completion time. The 10% retention shall apply to each performance standard separately.
For example, if the Offeror fails to meet three performance standards in a month, the
retention for that month would be 30%.
The Offeror may cure any monthly deficiency for the above performance areas by bringing
the cumulative average for all completed months in the previous quarter into compliance
with the performance standard, which will entitle the Offeror to payment of any fee
retained for that performance standard.
2. Unit-based Retention.
For the Inspection and Recertification performance measures, the Owner may retain an
amount equal to the annual fee per unit (i.e. the monthly per unit fee multiplied by 12) if the
Offeror fails to meet the required performance standard for any unit during the calendar
year. See the following examples:
i. Example 1: The Offeror fails to meet the inspection standard for three (3) units in
a given month. The Owner may retain an amount equal to the annual fee per unit
multiplied by 3.
ii. Example 2: The Offeror fails to meet the performance standard for recertification
for 2 units and inspection for two (2) units. The Owner may retain an amount equal
to the annual fee per unit multiplied by 4.
iii. Example 3: The Offeror fails to meet both the inspection and recertification
performance for the same unit. The Owner may retain an amount equal to the
annual fee per unit multiplied by 2.
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For the retention based on annual fee per unit under this section, the Manager
cannot cure any failure to meet the required performance standard.
Manager may submit, as part of its regular monthly report, an explanation for any
failure to meet a performance standard; and, the Owner shall determine in its sole
discretion whether an explanation is sufficient to avoid retention by Owner. The
Owner shall notify Manager in writing within 15 days of the receipt of any
monthly report if the Owner decides to retain any portion of the management fee.
3. Appealing The Owner’s Retention of Management Fee
The Offeror may appeal the Owner’s decision to retain a percentage of the management
fee. Appeals must be submitted in writing to the Owner to the attention of the Chief
Executive Officer of HCHA (the Owner). Appeals must contain as attachments any
evidence necessary to support any assertion made in the appeal. The Owner shall respond
to a properly submitted appeal within 15 days of its receipt and shall state its decision
regarding the appeal. Decisions regarding any appeal shall be made in the sole discretion of
the Owner and shall be final.
E. Assignment
The successful Offeror shall not enter into any subcontract, retain consultants, or assign, transfer,
convey, sublet, or otherwise dispose of this contract, or any or all of its rights, title, or interest
therein, or its power to execute such contract, to any person, company or corporation without the
prior written consent of the Owner and HUD. In the event of a change of control of the successful
Offeror, the Owner will have the option to either continue the Property Management Agreement in
effect or immediately terminate the Property Management Agreement upon written notice of such
termination to the successful Offeror.
F. Pertinent Federal Regulations with Regard to Nondiscrimination and Equal Opportunity
The requirements of Title VIII of the Civil Rights Act of 1968 and Title VI of the Civil Rights Act
of 1964, relating to prohibitions against discrimination in housing and the benefits of federally
funded programs because of race, color, religion, sex or national origin must be met by the Offeror.
The Offeror must adhere to federal regulations prohibiting discrimination on the basis of age under
the Age Discrimination Act of 1975, and prohibit discrimination against individuals with
disabilities under Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities
Act of 1990.
The requirements of Executive Order 11246, relating to equal employment opportunity in
connection with federally funded programs must be met by the Offeror and as amended by
executive Order No. 11375, as supplemented by the Department of Labor Regulations (41 CFR,
Part 60).
The Offeror must meet the requirements of Executive Orders 11625, 12432, and 12138 relating to
the use of minority and women’s business enterprises in connection with federally funded
programs.
G. Personnel
In submitting their proposals, Offerors are representing that the personnel described in their
proposals shall be available to perform the services described, barring illness, accident, or other
unforeseeable events of a similar nature, in which case the Offeror must be able to provide a
qualified replacement. Furthermore, all personnel shall be considered to be, at all times, the sole
employees of the Offeror under its sole direction, and not employees or agents of the Owner.
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H. Availability of Records
The U. S. Department of Housing and Urban Development, the Inspector General of the United
States, HCHA, Harris County Community Services Department, Texas Department of Housing
and Community Affairs and any duly authorized representatives of each, shall have access to, and
the right to examine any and all pertinent books, records, documents, invoices, papers, and the like,
of the firm(s) office or firm, which shall relate to the performance of the services to be provided.
I. Conflict of Interest
No employee, officer or agent of the HCHA shall participate directly or indirectly in the selection
or in the award of any contract if a conflict, real or apparent, would be involved. Such conflict
would arise when a financial or other interest in an agency selected for award is held by the
following:
An employee, officer, or agent involved in making the award; or his/her relative including father,
mother, son, daughter, brother, sister, uncle, aunt, first cousin, nephew, niece, husband, wife,
domestic partner, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law,
sister-in-law, step father, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother,
half-sister, or professional business partner, or organization that employs or negotiates to employ
concerning prospective or has an arrangement for employment of any of the above.
J. Conditions and Limitations
This RFP does not represent a commitment or offer by HCHA (the Owner) to enter into a contract,
or other agreement with an Offeror. All costs incurred in the preparation of this proposal are to be
borne by the Offeror. The proposal and any information made a part of the proposal will become a
part of the Owner official files without any obligation on the Owner part to return it to the
individual offeror. This RFP and the selected Offeror’s proposal will, by reference, become a part
of any formal agreement between the Offeror and the Owner resulting from this solicitation.
The Owner reserves the right to waive any irregularities or informalities in any or all proposals or
any part thereof. Failure to furnish all information requested may disqualify an Offeror.
The Owner reserves the right to request clarification of proposal data without changing the terms of
the proposal.
The Offeror shall not offer any gratuities, favors, or anything of monetary value to any official or
employee of the Owner for the purpose of influencing consideration of a proposal.
The Offeror shall not collude in any manner or engage in any practices with any other Offeror(s),
which may restrict or eliminate competition or otherwise restrain trade. Violation of this instruction
will cause the proposal to be rejected. This prohibition is not intended to preclude joint ventures or
subcontracts.
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SUBMISSION REQUIREMENTS
Document Requirements
Offerors are requested to submit proposals based on the exact requirements specified in this RFP.
The following is a description of the minimum information, which must be supplied by Offerors in their
proposals. It is open to all Offerors to give such supplementary facts or materials that they consider may be
of assistance in the evaluation of the proposal submitted. Proposals that omit critical elements may be
considered non-responsive. Each proposal shall include a Table of Contents listing the proposal contents.
Proposal packages must contain, at a minimum, the following information and materials:
A. Letter of Transmittal
Signed by the person authorized to commit the organization to perform the services in the proposal.
B. Proposal Table of Contents
C. Offeror Experience
Offerors shall provide the following as evidence of Offeror’s experience in the order listed:
1. Provide a description of the firm including a list of the principals and their resumes and
joint venture partnerships in response to this RFP.
2. A listing of all public, low income housing tax credit and private housing currently
managed by Offeror, with the name and contract representative of the property owners
(who may be contacted as references), the length of the contract, address of the property,
form of subsidy (if applicable), type of property (elderly, family, mixed), number of units,
and whether the property is an assisted housing or tax credit development.
3. Evidence of the firm’s experience managing low-income housing and/or assisted housing
projects, and that the firm currently manages a portfolio in excess of 500 units.
4. Evidence of experience in management and lease-up, including experience in screening a
high volume of tenant candidates.
5. Evidence of experience in resident participation initiatives and the delivery of resident
social supportive services.
6. Demonstration of knowledge of the management in the Houston rental market.
7. Evidence of the ability to develop and implement an effective marketing and pre-leasing
plan.
8. Resumes and position descriptions of senior management members who would be assigned
to oversee the project (for example, the regional property manager). Show an organization
chart of your staffing structure, including regional office locations.
9. An actual or prototypical budget and income and expense report for a property managed by
the Offeror as evidence of the Offeror’s financial reporting systems and expertise in
operating matters.
10. Year-end financial statements for the past three completed fiscal years for the Offeror.
D. Company’s Affirmative Action Policy and Accomplishments
Provide a description of the Offeror’s accomplishments related to ownership, personnel, and
purchase of goods and services to this end.
E. Certifications and Affidavits
Offerors shall submit the following certifications and affidavits:
1. Complete Attachments A through K. All forms after page 9 of the document.
2. A copy of the Offeror’s applicable license to operate in the State of Texas or Corporate
Property Management Certification.
3. Insurance certification showing minimum limitation required in the management
agreement.
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F. Management Fee
Offeror shall state its proposed management fee. See Attachment A.
G. References
The Offeror shall submit five (5) references. Three of the five references should be owners of
properties which are currently being managed by the Offeror and one of the five references should
be a financial institution doing business with the Offeror.
IV. GENERAL REQUIREMENTS OF MANAGEMENT AGREEMENT
Offerors will be responsible for the full range of services customary of a property management company.
In the performance of these duties, the Offeror must comply with all applicable federal, state, and local
laws.
V. EVALUATION/SELECTION PROCESS AND SELECTION CRITERIA
Proposals will be evaluated by an Evaluation/Selection Committee comprised of the appropriate HCHA
staff with the appropriate experience and/or knowledge.
The Committee will present its recommendations to the Board of Commissioners of HCHA. Offerors will
be evaluated on the following five factors. After the initial scoring of proposals, those deemed by the
Committee to be within the competitive range will become finalists and be asked to appear for an oral
interview to clarify issues and, if necessary following the interview, to submit “best and final” offers.
After interviews, if elected by HCHA, the receipt of best and final offers from each of those Offerors
will be re-evaluated and rescored using six factors. The Offeror with the highest overall score will be
selected as the property manager of choice. Prior to final selection of the Property Manager, HCHA (the
Owner) will undertake due diligence of the Property Manager including, but not limited to reference
checks, affirmation of financial condition, etc. Any material discrepancies found as a result of due
diligence may cause the Owner to eliminate the Offeror from further consideration. The Owner, in its
sole discretion, may then undertake due diligence on the Offeror with the next highest score from among
those Offerors in the competitive range or undertake a new procurement.
1. Experience in operations and maintenance of low income housing tax credit senior
communities. (25 points)
2. Experience in the administration of the delivery of resident social supportive services. (15
points)
3. Experience in maintenance of extensive green space. (15 points)
4. Extensive and established financial management system and tenant database capability. (25
points)
5. Site visit and management of Offeror’s properties (10 points - after interviews)
6. Fee for management services. (10 points)
TOTAL - 100 points

VII. DISCLAIMER
The Owner reserves the right to refuse and reject all proposals and not award any contract. Further,
except for the date of acknowledgement and date of proposal as due, the Owner is not obligated to meet
the schedules contained in their solicitation, but fully intends to do so.
I.

Attachments
All attachments of this RFP are incorporated herein, as if fully copied verbatim and made part of
this RFP.
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