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REQUEST FOR PROPOSALS 

RFP-2019-02 

HOUSING QUALITY STANDARDS (HQS) INSPECTION SERVICES 

 
The Pasco County Housing Authority is seeking to enter into a contract for the professional 
services of a highly qualified, knowledgeable, experienced, and insured firm, to provide 
inspections for the federal Housing Quality Standards (HQS) Housing Choice Voucher 
Program.  The selected firm shall provide a sufficient organization, personnel and 
management staff with the necessary skill and judgment to perform all the duties and 
responsibilities normally associated with the inspection function (including scheduling, 
notification, inspections, quality control, and reporting.) 
 
Selection may be based solely upon written responses, or if determined, interviews may be 
requested. 
 

       PROPOSED SCHEDULE 
 

 July 15, 2019  Advertise Request for Proposals 
    

 
 July 31, 2019  Question Deadline  
  
 August 16, 2019 Proposals are due by 2:00 p.m. EST  
 
The RFP package is available for download at the Pasco County Housing Authority website: 
pascocountyhousing.org. All interested in receiving the RFP package by email, please send 
your contact information to: Procurement@pascocountyhousing.org  
 
 PCHA reserves the right to request additional information concerning any and/or all 
Proposals submitted.    
 
PCHA RESERVES THE RIGHT TO REJECT ANY OR ALL PROPOSALS IF SUCH ACTION IS IN THE 
BEST INTEREST OF THE HOUSING AUTHORITY AND TO WAIVE ANY AND/OR ALL INFORMALITIES 
AND MINOR IRREGULARITIES.  PCHA RESERVES THE RIGHT TO CANCEL THIS SOLICITATION FOR 
ANY REASON IT DEEMS IS IN THE BEST INTEREST OF THE AGENCY. 
 

 
 
 
 
 
 
 

mailto:Procurement@pascocountyhousing.org
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PASCO COUNTY HOUSING AUTHORITY 

REQUEST FOR PROPOSALS FOR HQS INSPECTIONS 
 
I. PCHA MISSION AND DESCRIPTION 
 
The Pasco County Housing Authority, hereinafter referred to as PCHA, is a non-profit 
organization created by Pasco County in 1973 and released from the County as a separate 
entity in 1977. The Authority was established in accordance with Florida Statues to develop, 
manage, and maintain low income housing and housing assistance programs for low income 
families, disabled, elderly, and single citizens of Pasco County.  
 
The PCHA administers approximately 1,186 units of Section 8 Housing Choice Voucher 
Program, 30 HOPWA Vouchers, and 144 VASH Vouchers, 45 Mainstream Vouchers, 13 Shelter 
Plus Care Vouchers, 15 Youth & Family Alternatives Vouchers, 94 FSS Vouchers, and 25 
Homeless Assistance Vouchers. The approximate amount for vouchers is 1,600 units. 
 
II. TYPE OF CONTRACT 
 
PCHA intends to award a contract resulting from this solicitation.  The initial term of this 
contract shall be three (3) years with an option for two (2) additional one-year renewal terms 
under the same terms and agreements.  PCHA reserves the right not to exercise the option to 
extend the initial contract. 
 
III. SCOPE OF WORK 
 
The PCHA is seeking proposals from qualified, experienced firms to provide technical and 
professional services to provide Housing Quality Standards (HQS) inspections as required for 
the operation of the agency. 
The firm should at minimum be able to provide the following services to the Housing 
Authority: 
  

1. The firm shall have the capability to utilize tablets, or laptops to perform handheld 
inspection and synchronization with PCHA’s Lindsey software. 

2. The firm shall supply all labor, materials, and equipment necessary in order to 
satisfactorily conduct inspections in compliance with HQS protocol.   

3. Perform HQS Quality Control Inspections and enforcement as required by SEMAP 
along with completing any necessary documentation needed. Refer to the 
following regulations: (24 CFR 982.405(b) and 24 CFR 982.404).  

4. Firms shall have the capacity to complete approximately 1,183 HQS inspections in 
the first year (329 initials, 712 annuals & 142 interims & specials – 10% of 1,424) & 
1,154 for every year thereafter (300 initials, 712 annuals & 142 specials) under 
Section 220 of the 2014 Appropriations Act.  

5. Scheduling of Inspections: 
a.  Initial Inspections: 

i. The firm will make contact by telephone with landlords or their designee 
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within 48 hours of receipt of request to schedule.  If the firm is unable to 
make contact with the landlord after two documented unsuccessful 
attempts by phone, the firm will contact the Housing Choice Voucher 
Specialist at the PCHA who sent the request. 

ii. The firm will complete the initial inspection within 10 business days of 
receipt of scheduling information from the Housing Choice Voucher 
Specialist (excluding holidays). 

iii. Initial inspections and associated re-inspections must be scheduled by 
speaking to the landlord or their designee.  No initial inspection or re-
inspection may be scheduled by leaving messages on voice mail.  No 
initial inspection or re-inspections will be scheduled with the tenant. 

iv. If the unit does not pass at the second scheduled attempt, the firm will 
contact the Housing Choice Voucher Specialist.  The Firm will complete all 
initial re-inspections within 3 business days of notification by the landlord 
(who has 30 days to correct outstanding issues).  The Firm will be 
responsible for documenting all information utilizing Lindsey software. 

b. Notifications (Pertains to all inspection types) must contain the Following: 
i. Date notification was printed 
ii. Name and complete mailing address of landlord/agent 
iii. Name and complete mailing address of client 
iv. Type of inspection/re-inspection 
v. Date of inspection/re-inspection 
vi. Scheduling timeframe of inspection/re-inspection 
vii. If this is a “deficiency notification,” provide a complete detailed listing of 

all deficiencies identified during the inspection 
viii. Name of inspector 
ix. Contact telephone number 

c. Annual Inspections: 
i. Mail all notices by U.S. first class mail no less than 21 days prior to the 

scheduled inspection date. 
d. Special Inspections: (Includes inspections in response to complaints registered 

with the PCHA concerning a covered unit’s condition, quality control 
inspections, or any other inspection the PCHA may deem appropriate to 
conduct.) 
i. The firm will make contact by telephone with landlords or their designee 

within 48 hours of receipt of the special inspection request from PCHA to 
schedule the inspection.  If the firm is unable to make contact with the 
landlord after two documented unsuccessful attempts by phone, the firm 
will contact the Housing Choice Voucher Specialist. 

ii. The firm will complete the first attempt to complete each special 
inspection within 15 business days of receipt of scheduling information 
from PCHA. **Life-threatening conditions requiring inspection must be 
completed within 24 hours. 

iii. Special inspections and associated re-inspections must be scheduled by 
speaking to the landlord or their designee.  No inspection or re-
inspection may be scheduled by leaving messages on voice mail.  No 
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inspections or re-inspections will be scheduled with the tenant. 
iv. If the unit does not pass at the second scheduled attempt, the firm will 

contact PCHA.  The firm will complete all initial re-inspections within 3 
business days of notification by PCHA that the unit is ready for re-
inspection. 

e. Re-inspections: 
i. Complete all initial re-inspections within 3 business days of notification 

by the landlord or their designee that the unit is ready for re-inspection. 
ii. Complete all non-emergency annual re-inspections within 5 days from the 

last passing date from the previous year, unless authorized by the PCHA. 
iii. Complete re-inspections of all life threatening “fail” items with 24 hours 

of first inspection. 
f. All Inspections: 

i. All physical inspections will be conducted in accordance with HUD 
Housing Quality Standards regulations at 24 CFR 982.401; the Lead Safe 
Housing Regulations at 24 CFR Part 35, Subparts, A, B, M, and R; the 
Housing Choice Voucher Program Guidebook 7420.10G (HQS Chapter 
10), the Housing Inspection Manuel, Section 8 Existing Housing Program 
HUD 605-H, and the PCHA’s Administrative Plan. The inspections will be 
recorded remotely utilizing Lindsey software. 

ii. The Firm will use HUD approved inspection reports to complete unit 
inspections. Inspection reports will be completed and entered into the 
Lindsey Software System by 12PM the following business day. 

iii. Schedule inspections and prepare and issue all inspection appointment 
notification letters in accordance with the HQS procedures. 

iv. Schedule all inspections, regardless of type, with an inspection 
appointment window time of no more than 4 hours.  No inspection shall 
be performed outside of the scheduled appointment window.  Any 
inspection attempt outside the designated 4-hour time frame will be done 
at contractor’s own risk. 

v. Assess who is responsible for damages (tenant responsibility or landlord 
responsibility) for every failed item listed on all deficiency reports or 
correspondences. 

vi. Send all notifications and related follow-up correspondence, to both 
landlord and tenant and no-show notifications.  Include re-inspection 
dates and times in all inspection results correspondence. 

vii. Complete one attempt for each no-show inspection prior to issuance of 
abatement notification to the owner. 

viii. Complete one attempt for each non-emergency “fail” inspection prior to 
issuance of abatement notification to the owner. 

ix. Forward a copy of all abatement notifications issued to the PCHA. 
x. Firm will provide PCHA with an electronic copy of scheduled inspection 

date and times.  
xi. Submit inspection performance summary reports on a monthly basis in 

format agreed to by the PCHA.   
xii. Perform daily electronic “back-up” of all inspection data from the 
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beginning of contract performance period to “present” to prevent loss of 
data. 

xiii. Develop and implement a quality control program that exceeds the 
minimum standards required under 24 CFR 985.2, 24 CFR 985.3(f) for all 
inspections conducted on a monthly basis. 

xiv. Provide all required reporting in a mutually agreed upon format. 
 

IV. PERFORMANCE STANDARDS AND MEASURES 
1. The Contractor will redo any inspection determined by the Authority to be 

incomplete or not done in accordance with the applicable inspection standard(s). 
These incomplete or improperly completed inspections to include additional effort 
will not be paid for by the Pasco County Housing Authority. Those inspections and 
re-inspections directed by the PCHA and properly inspected units as determined by 
PCHA will result in payment in accordance with the contract terms. The PCHA will 
not pay for any inspection not performed.  

2. Personnel conducting inspections or accompanying inspector must have complete 
knowledge of local building code, rent reasonableness and HUD HQS rules and 
regulations.  

3. The firm’s personnel must conduct themselves in a professional manner. 
Employees should wear photo ID badges identifying them by name and firm.   

6. Firm shall provide a monthly report providing documentation for all categories of 
inspections completed and the current inspection status. 

7. Firm shall provide proof all inspectors assigned to PCHA properties have no 
criminal history. 

8. All work must be performed by the firm submitting the proposal.  No sub-
contracting will be permitted.  

9. The firm shall be solely responsible for any damage to real or personal property 
resulting from the execution of their work.   

 
 

V. INSTRUCTIONS TO PROPOSERS 
 
See HUD Form 5369-B, Instructions to Offerors, Non-Construction.  PCHA hereby excludes 
Item 6, Late Submissions, Modifications, and Withdrawal of Offers, of HUD Form 5369-B, 
Instructions to Offerors, Non-Construction. 
 
 
VI. REQUIRED CERTIFICATIONS 
  
 1. HUD 5369-B/C- Certifications and Representations of Offerors 
 2. Non-Collusive Affidavit 
 3. Sworn Statement on Public Entity Crimes 
 4. Section 3 Certificate of Compliance 
 5. Certification for Business Concerns Seeking Section 3 Business Preference 
 6. Limited Denial Participation (LDP)/Suspension or Debarment Certification 
 7. Provider’s Certification of Authorization to Execute/Bid on Behalf of Company 
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 8. Schedule of Addenda 
 9. Insurance Coverage Checklist 

10. Reference Form 
 

VII.  FORM OF PROPOSAL 
 
Each potential proposer should submit one (1) unbound original (indicate which is the 
original) and four (4) exact copies addressed as follows: 
  Pasco County Housing Authority 
  Attn: RFP-2019-02 Housing Quality Standards (HQS) Inspection Services 
  36739 S.R. 52, Suite 108 
  Dade City, Florida 33525 
  Attention: Procurement  
   
 

All submissions must be received by 2:00 p.m. on Tuesday, August 6 2019 
 

Any proposals received after the specified time and date will not be considered.  All 
proposals must be received and time-date stamped by the PCHA receptionist at the address 
listed above, on or before the above specified time and date.  If you choose to mail in your 
proposal, it must arrive by the specified time, regardless of the postmark date.  THERE 
WILL BE NO EXCEPTIONS. 
 
Each proposal should include: 
 

1. Statement of Proposer’s Qualifications and Experience 
 
The proposal should supply the following information (not all inclusive): 

 
● Qualifications/Experience of the firm. 
● Qualifications/Experience of the individual(s) performing the services. 
● A listing of Housing Authorities currently under contract with the firm with their 
    contact information (see attached reference form). 
● Cost for Services. 
● Cost for Additional Related Services (if applicable). 
● Payment Schedule (Recommend fee schedule for: initial inspection and all 
associated correspondence and records, annual inspection and all associated 
correspondence and records, complaint inspection and all associated correspondence 
and records, and re-inspection and all associated correspondence and records). 
● Completed HUD Form 5369-C “Certifications and Representations of Offerors.” 
● Executed Non-Collusive Affidavit.  
● Completed Sworn Statement Pursuant to Section 287.133(a)(a), Florida Statures, on   
Public Entity Crimes. 
● Completed Section 3 Certificate of Compliance 
● Limited Denial Participation (LDP)/Suspension or Debarment Certification 
● Executed Contractors Certification of Authorization to Execute/bid  
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● Evidence of professional insurance policies carried by the firm (see attached form) 
● Schedule of Addenda 
● Insurance Coverage Checklist 
● Completed Reference Form 

2. Other 
 

At the proposer’s option, any relevant background data not specifically referenced 
above may be included to enhance the proposal submission. 
 
 

VIII.  CRITERIA FOR SELECTION 
 
Proposers must meet the minimum qualifications set forth in paragraph III above. 
 
PCHA reserves the right to accept or reject in part, or reject all proposals and to re‐solicit new 
proposals. PCHA may also reject any proposals that are incomplete or non‐responsive and 
any proposals that are submitted after the deadline. 
 
IX.  EVALUATION CRITERIA 

 
PCHA will assess the aspects of the proposals in the following manner: 
 

1. Professional qualifications, relevant experience and evidence of the proposer’s 
ability to perform the work….35% 

 
2. Demonstrated knowledge of Housing Authority needs and relevant HUD 

requirements….20% 
 

3. Capability to provide services in a timely manner….15% 
 

4. Cost for monthly services….30% 
 

Each of the above aspects will be carefully evaluated to ensure that the finalists have the 
experience and capability to handle the variety of issues the PCHA may encounter.   

 
Any questions concerning the Request for Proposal should be directed to 
procurement@pascocountyhousing.org  
 
 
 
 
 
 
 
 
 

mailto:procurement@pascocountyhousing.org
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