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RESPONSE FORM

DATE:

Jacksonville Housing Finance Authority

BID NO. RFP 2024-02

THIS FORM MUST BE SIGNED AND INCLUDED IN RESPONSE SUBMISSION

CONTRACTOR NAME AND
ADDRESS:

FID/SSN
#

Bid to be submitted before 2:00 P.M. to 1404 Alban Avenue, Tallahassee, Florida 32301
This proposal will be opened Tuesday, September 10, 2024 at 2:00 P.M.
1404 Alban Avenue, Tallahassee, Florida 32301

Responses to the RFP must be typewritten and must also include a PDF of the proposal.

Buyer: Mark Hendrickson Phone: (850)671-5601

RESPONSE SECURITY
REQUIREMENTS:

None Required

AGREEMENT TERM/RENEWALS:

The initial term of agreement will commence upon execution of the Contract and will
continue for two (2) years, with three (3) one-year options to renew. The Contract may be
subject to early termination as set forth elsewhere in this RFP

SAMPLE REQUIREMENTS:

None Required

PERFORMANCE BOND:

None Required

QUANTITIES:

None listed

FOR TECHNICAL INQUIRIES, CONTACT:

All questions are to be submitted to the Acting Administrator in writing at:

mark@thehendricksoncompany.com

Department: Jacksonville Housing Finance Authority

Scope: Furnish all labor, materials, and equipment necessary as described by the Terms & Conditions, Special Conditions, & Specifications

herein.

Proposers Certification

Handwritten Signature of Authorized Officer of Firm Date

Print Individual’s Name & Title

Phone Number Email Address

Proposers are to submit One signed original AND Three copies of the entire response and labeled
accordingly. Proposers are also required to submit a PDF of the response via email or on a thumb drive or

other storage device.




GENERAL CONDITIONS

1. RESERVATIONS: The Jacksonville Housing Finance Authority (“JHFA” “Authority” or “Board”)
reserves the right to reject any or all proposals or any part thereof and/or to waive information if such action
is deemed to be in the best interest of the JHFA.

The JHFA reserves the right to cancel any contract, if in its opinion, there be a failure at any time to perform
adequately the stipulations of this request for proposal (‘RFP”), and the general conditions and
specifications which are attached and made part of this RFP, or in any case of any attempt to willfully
impose upon the JHFA materials or products or workmanship which is, in the opinion of the JHFA, of an
unacceptable quality. Any action taken in pursuance of this latter stipulation will not affect or impair any
rights or claim of the JHFA for damages for the breach of any covenants of the contract by the contractor.
The JHFA also reserves the right to reject the proposal of any proposer who has previously failed to
perform adequately after having once been awarded a prior RFP for furnishing materials similar in nature to
those materials mentioned in this RFP.

Should the contractor fail to comply with the conditions of this contract or fail to complete the required work
or furnish the required materials within the time stipulated in the contract, the JHFA reserves the right to
purchase in the open market, or to complete the required work, at the expense of the contractor or by
recourse to provisions of the faithful performance bond if such bond is required under the conditions of this
RFP.

Should the contractor fail to furnish any item or items, or to complete the required work included in this
contract, the JHFA reserves the right to withdraw such items or required work from the operation of this
contract without incurring further liabilities on the part of the JHFA thereby.

SHOULD ANY PROPOSER HAVE ANY QUESTIONS AS TO THE INTENT OR MEANING OF ANY PART
OF THIS RFP THEY SHOULD CONTACT THE JHFA IN TIME TO RECEIVE A WRITTEN REPLY
BEFORE SUBMITTING ITS RESPONSE.

JHFA reserves the right to terminate the Contract or Purchase Oder at any time and for any reason by
giving written notice to Contractor unless otherwise specified within the solicitation documents. If the
Contract or Purchase Order is terminated for convenience as provided herein, JHFA will be relieved of all
further obligations other than payment for that amount of Goods or Services actually provided to the date of
termination.

2. QUOTATIONS: No proposer will be allowed to offer more than one price on each item even though
he/she may feel that he/she has two or more types or styles that will meet specifications. Proposers must
determine for themselves which to offer. IF SAID THE PROPOSER SHOULD SUBMIT MORE THAN ONE
PRICE ON ANY ITEM ALL PRICES FOR THAT ITEM WILL BE REJECTED AT THE DISCRETION OF
THE JHFA ACTING ADMINISTRATOR.

3. COLLUSION: THE PROPOSER, BY AFFIXING HIS/HER SIGNATURE TO THIS PROPOSAL
AGREES TO THE FOLLOWING: "PROPOSER CERTIFIES THAT THIS BID IS MADE WITHOUT ANY
PREVIOUS UNDERSTANDING, AGREEMENT OR CONNECTION WITH ANY PERSON, FIRM, OR
CORPORATION MAKING A BID FOR THE SAME ITEMS; AND IS IN ALL RESPECTS FAIR, WITHOUT
OUTSIDE CONTROL, COLLUSION, FRAUD OR OTHERWISE ILLEGAL ACTION."

4. ERRORS IN BIDS: Proposers or their authorized representatives are expected to fully inform
themselves as to the conditions, requirements, and specifications before submitting proposals; failure to do
so will be at the proposer's own risk and he/she cannot secure relief on the plea of error. Neither law nor
regulations make allowance for errors either of omission or commission on the part of proposers. In case
of error in extension of prices in the proposal, the unit price will govern.

5. OFFICE OF INSPECTOR GENERAL: The City of Jacksonville has established an Office of Inspector
General, Section 602.310, Part 3, Chapter 602, Ordinance Code, as may be amended. The Inspector
General’s authority includes but is not limited to the power to: review past, present, and proposed City
contracts, transactions, accounts, and records; require the production of records; and, audit, investigate,
monitor, and inspect the activities of the City, its officials, employees, contractors, their subcontractors and
lower tier subcontractors, and other parties doing business with the City and/or receiving City funds in order
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to ensure compliance with contract requirements and detect corruption and fraud. Failure to cooperate with
the Inspector General or interfering with or impeding any investigation shall be a violation of Section
602.309, Ordinance Code.

6. ETHICS PROVISION FOR VENDORS/SUPPLIERS: The proposer, by affixing its signature to the
proposal form, and/or the acceptance of a purchase order, represents that it has reviewed the provisions of
the Jacksonville Ethics Code contained in chapter 602, Jacksonville Ordinance Code and the provisions of
the Purchasing code contained in chapter 126, Jacksonville Ordinance Code.

7. NONDISCRIMINATION PROVISIONS: As required by Section 126.404, Jacksonville Ordinance Code,
contractor represents that it has adopted and will maintain throughout the term of this contract a policy of
nondiscrimination or harassment against any person with regard to race, color, sex (including pregnancy),
sexual orientation, gender identity or expression, religion, political affiliation, national origin, disability, age,
marital status, veteran status, or any other impermissible factor in recruitment, hiring, compensation,
training, placement, promotion, discipline, demotion, transfers, layoff, recall, termination, working conditions
and related terms and conditions of employment. Contractor agrees that, on written request, it will permit
reasonable access to its records of employment, employment advertisement, application forms and other
pertinent data and records, by the Executive Director of the Community Relations Commission, or
successor agency or commission, for the purpose of investigation to ascertain compliance with the non-
discrimination provisions of the Contract; provided however, that Contractor shall not be required to
produce, for inspection, records covering periods of time more than one (1) year prior to the effective date
of the Contract. Contractor agrees that, if any of the products or Services to be provided pursuant to the
Contract are to be provided by a subcontractor, the provisions of this Section shall be incorporated into and
become a part of the subcontract.

8. LEGAL WORKFORCE: Proposer shall consider the employment, by Vendor/Contractor, of
unauthorized aliens a violation of section 274A(e) of the Immigration and Nationalization Act. Such
violation shall be cause for unilateral cancellation of the contract upon thirty (30) days’ prior written notice of
such cancellation, notwithstanding any other provisions to the contrary in the Specifications and other
Contract Documents.

Contractor shall utilize the U.S. Department of Homeland Security’s E-Verify system, in accordance with
the terms governing use of the system, to confirm the employment eligibility of:

a. all persons employed by the Contractor during the term of the Contract to perform employment
duties within Jacksonville, Duval County, Florida; and

b. all persons, including subcontractors, assigned by the Contractor to perform work pursuant to the
Contract with the Proposer.

9. LICENSES REQUIREMENT: Proposers responding to a solicitation or by acceptance of a Purchase
Order issued by the JHFA agree to obtain and maintain all applicable Local, State and Federal licenses
required by law.



SUPPLEMENTAL CONDITIONS

1. SUBMISSION OF BIDS:
All proposals must be submitted no later than the designated proposal opening date and time as
specified in the RFP documents.

Submit proposals to:

Jacksonville Housing Finance Authority
c/o Mark Hendrickson

1404 Alban Avenue

Tallahassee, Florida 32301

Proposers are fully responsible for delivery of proposals. Reliance upon mail or public carrier is at the
proposer’s risk.

Proposers are to submit One signed original AND Three copies of the entire response and labeled
accordingly. Proposers are also required to submit a PDF of the response via email or on a thumb drive
or other storage device.

LATE PROPOSALS ARE NOT CONSIDERED.
Respond to this RFP only on the response/proposal form(s) supplied herewith. Any changes or
alterations must be initialed by the person signing the proposal.

Proposers’ signature on the Bid Form signifies that the proposer has familiarized him/herself with all the
Terms and Conditions of this RFP, and agrees to them all, and that his/her proposal is made and
submitted for the items as specified and detailed herein unless exceptions are clearly noted and that the
prices quoted herein are firm for the duration of this RFP. Failure to submit a signed Response/Proposal
Form with proposal submission will be grounds for proposal rejection. Violations of any of the Terms and
Conditions of this RFP and delivery time stated can result in the Proposer's suspension from all bid lists
of the JHFA.

Please write your RFP number and open date on the outside of the sealed envelope. Failure to do
so may result in your proposal being returned unopened.

2. PROPOSAL_OPENING AND TABULATION:
As applicable, due to the large number of proposals to be opened, and the numerous items contained in
some proposals, such proposals may not be tabulated at the proposal opening. Proposals may be
reviewed by arrangement with the respective proposer. Proposers desiring a copy of the tabulation sheet
and the award recommendation must include a self-addressed, stamped envelope with the proposal. If a
copy of the tabulation sheet is desired prior to award, then two (2) self-addressed, stamped envelopes
must be included.

BID RESULTS AND AWARD RECOMMENDATIONS WILL NOT BE GIVEN BY TELEPHONE

3. PUBLIC ENTITY CRIME INFORMATION:

A person or affiliate who has been placed on the State of Florida convicted vendor list following a
conviction for a public entity crime may not submit a proposal on a contract to provide any goods or
services to a public entity, may not submit a proposal on a contract with a public entity for the
construction or repair of a public building or public work, may not submit proposals on leases of real
property to a public entity, may not be awarded or perform work as a contractor, supplier, subcontractor,
or consultant under a contract with any public entity, and may not transact business with any public entity
for a period of 36 months from the date of being placed on the convicted vendor list.

4. AUDIT PROVISION:
A person or entity providing capital improvements, contractual services, supplies, professional design
services, or professional services purchased by the JHFA pursuant to a method of purchase, unless
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otherwise provided herein, shall agree and be deemed to have agreed by virtue of doing business under
contract with the JHFA to all access and examination at all reasonable times by the Council Auditor or any
duly authorized representative of the Council Auditor to business records directly pertinent to the
transaction until the expiration of three years after final payment pursuant to the transaction. No
examination shall be conducted until the Council Auditor has made a recommendation to the Council
President that the examination should or, in the alternative, should not be conducted and until the Council
President has approved the conducting of the examination.

6. W-9 REQUIREMENT:
All proposers are required to submit with their proposal submission a W-9. It is the vendor's
responsibility to ensure that the JHFA has a current W-9 on file.

7. SOLICITATION SILENCE POLICY:
The JHFA has implemented a Solicitation Silence Policy that prohibits certain oral communication
regarding a solicitation during the period the policy is in effect. Written communications to the JHFA
Acting Administrator are allowed at all times.

Prohibitions

Any oral communication regarding a particular solicitation is prohibited between a potential vendor,
service provider, proposer, lobbyist or consultant and JHFA Board members or hired consultants.

Exceptions to the Solicitation Silence Policy

Unless specifically provided in the applicable solicitation document the Solicitation Silence Policy does
not apply to the following:

e communications regarding a particular solicitation between the JHFA Acting Administrator
responsible for administering the procurement process for such solicitation, provided the
communication is limited strictly to matters of process or procedure already contained in the
corresponding solicitation document.

communications with the Office of General Counsel and his/her staff

emergency procurements of goods and services pursuant to Chapter 126.102(e)

oral communications at pre-bid conferences

oral presentations before publicly noticed committee meetings.

contract negotiations during any duly noticed public meeting.

communications in writing at any time to the JHFA Acting Administrator unless specifically prohibited
by the applicable solicitations document.

Commencement and Termination of the Solicitation Silence Period

The period of Solicitation Silence commences after the advertisement of the solicitation document. The
period of Solicitation Silence terminates after the JHFA Acting Administrator or JHFA Board Committee
issues a written recommendation to the JHFA Board.

Written Communication during the Solicitation Silence Period
When the Solicitation Silence period is in effect, any communication shall be in writing, unless one of the
exceptions applies. Written communication may be in the form of a letter or email.

If Not an Exception
If an oral inquiry calls for an answer or response that is not within the scope of the exception, kindly
request that the question be presented in writing to the JHFA Acting Administrator and that a response
will, in turn, be given.



CONFLICT OF INTEREST CERTIFICATE

Proposer must execute either Section | or Section Il hereunder relative to Florida Statute 112.313(12). Failure to
execute either section may result in rejection of this proposal.

SECTION I

I hereby certify that no official or employee of the City or JHFA requiring the goods or services described in these
specifications has a material financial interest in this company.

Signature Company Name

Name of Official (type or print) Business Address

City, State, Zip Code
SECTION II

I hereby certify that the following named City officials(s) and/or employee(s) and/or JHFA official having material
financial interest(s) (in excess of 5%) in this company have filed Conflict of Interest Statements with the Supervisor of
Elections, 105 East Monroe Street, Jacksonville, Duval County Florida, prior to bid opening.

Name Title of Position Date of Filing
Signature Company Name
Name of Official (type or print) Business Address

City, State, Zip Code

PUBLIC OFFICIAL DISCLOSURE
Section 126.110 of the Purchasing Code requires that a public official who has a financial interest in a bid or contract
make a disclosure at the time that the bid or contract is submitted or at the time that the public official acquires a
financial interest in the bid or contract. Please provide disclosure, if applicable, with bid.
Public Official

Position Held

Position or Relationship with Proposer




1.00

1.01

1.02

2.00

2.01

INDEMNIFICATION & INSURANCE

INDEMNIFICATION:

The Contractor, its employees, agents and subcontractors shall indemnify, defend and
hold harmless the City, the JHFA and/or its using agencies named in the contract
documents, it's directors, officers, agents, representatives and employees, from and
against any damages, liabilities, losses and costs, including but not limited to reasonable
attorneys’ fees to the extent caused by the negligence, recklessness, or intentionally
wrongful conduct of the Contractor, and other persons employed or utilized by the
Contractor in the performance of this contract or the work performed thereunder.

This indemnification is separate and apart from, and in no way limited by, any insurance
provided pursuant to this contract or otherwise.

INSURANCE:

The Contractor shall provide insurance as detailed in the minimum qualifications section
of this RFP.



SCOPE OF SERVICES & SELECTION PROCESS

SCOPE, BACKGROUND, AND INVITATION:

The Jacksonville Housing Finance Authority (“JHFA”) requires an Auditor to provide
the services listed below.

MINIMUM REQUIREMENTS:

Proposers must satisfy the following mandatory minimum requirements in order to
have their responses evaluated. By submitting a response, Proposer warrants and
represents that it satisfies these requirements. Failure to meet these requirements
may result in the response not being evaluated and being rejected as non-responsive:

* Only licensed Certified Public Accountants (CPAs) may respond to this RFP.

* Authorized and licensed under Florida Statutes to perform the professional
services sought by this RFP.

* The proposed personnel to be assigned must have a minimum of 5 years’
experience in the provision of accounting services

e Submit a detailed fee schedule

* Submit three references from Proposer’s clients where comparable
scope of work described and sought by this RFP has been performed.

* Professional liability insurance in amount to be negotiated with Proposer
who is selected

DELIVERABLES:

The deliverables to be provided includes the annual financial and compliance audits of the
Authority’s financial statements. The audit must include:

. Audit of Financial Statements

. Management Letter

. Any other information required by the State of Florida Auditor General, GASB,
and/or GAAP

. Any other requirements related to a Housing Finance Authority or Dependent
Special District

. The Authority requires the Auditor to prepare and submit the annual financial
statement required to be filed with the State of Florida.

. The Auditor is required to work with the City of Jacksonville to provide the

information they require to incorporate the Authority’s audit into their system/audit

The Authority is not listing the items required by these standards in detail. It is the
responsibility of the Proposer to demonstrate an understanding of these items.

Proposer is to transmit one copy of the draft audit report to the Authority’s Chair, currently
Barney Smith. The draft audit report is due no later than 60 days after the end of the fiscal
year.

The Proposer shall deliver ELEVEN (11) final audit reports to the Authority’s Board of
Directors no later than 10 days after delivery of the draft audit report.
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a)

b)

C)

d)

Reports may be submitted earlier than the above schedule. However, if the Proposer fails
to make delivery of the audit reports within the time schedule specified herein, or if the
Proposer delivers audit reports which do not conform to all of the provisions of this RFP,
the Authority may, by written notice of default to the Proposer, terminate the whole or any
part of the agreement between the Authority and the Proposer. Under certain extenuating
circumstances the contracting agent may extend this schedule upon written request of the
Proposer with sufficient justification.

Final payment will be made when the Authority has determined that the total work effort
has been satisfactorily completed.

Upon delivery of the ELEVEN (11) copies and an electronic copy of the final reports to the
Authority and their acceptance and approval, the Proposer may submit a bill for the
balance due on the contract for the audit.

An exit conference with the Authority’s representatives and the Proposer’s representatives
will be held at the conclusion of the field work. Observations and recommendations must
be summarized in writing and discussed with the Authority. It should include internal
control and program compliance observations and recommendations.

Upon request, the Proposer will provide a copy of the working papers pertaining to any
guestioned costs determined in the audit. The working papers must be concise and
provide the basis for the questioned costs as well as an analysis of the problem. The
working papers will be retained for at least three years from the end of the audit period.

SELECTION PROCESS:
Proposer will be evaluated in accordance with the Selection Criteria described herein.

4.1 EVALUATION OF RESPONSES:

Buyer will determine the qualifications, interest, and availability of Proposers by
reviewing all responses and, when deemed necessary in the sole discretion of the
JHFA, by conducting formal interviews if needed of selected Proposers that are
determined to be the best qualified based upon evaluation of the responses.

The determination of which Proposers are “best qualified” will be based upon the
criteria set forth in the RFP.

Before making an award, the JHFA reserves the right to seek clarifications,
revisions, and information it deems necessary for the proper evaluation of
responses. Failure to provide any requested clarifications, revisions or information
may result in rejection of the response.

Buyer reserves the right to accept or reject any and all responses, or separable
portions thereof, and to waive any minor irregularity, technicality, or omission if the
JHFA determines that doing so will serve the JHFA’s best interests. Buyer may
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5.

reject any response not submitted in the manner specified by the RFP.

NEGOTIATION AND AWARD OF CONTRACT

a)

b)

c)

Generally, the JHFA will negotiate first with the highest ranked Proposer. If an
agreement cannot be reached with the highest ranked Proposer, the JHFA
reserves the right to negotiate and recommend an award to the next highest
ranked Proposer or subsequent Proposer(s) in ranked order until an agreement
is reached.

The JHFA may make an award within sixty (60) days after the date the
responses are due, during which period the responses shall remain firm and
shall not be withdrawn. Any response that expresses a shorter duration may, in
the JHFA’s sole discretion, be accepted or rejected. If the award is not made
within sixty (60) days, the response shall remain firm until either the Contract is
awarded, or the JHFA receives from the Proposer written notice that the
response is withdrawn. [Note: Withdrawal of a response may be requested
within 72 hours (excluding State holidays, Saturdays, and Sundays) after the
date and time responses are due. Proposer will not accept an amended
response after the date and time responses are due.]

Except as may otherwise be expressly set forth in the RFP, the JHFA intends to
award one contract, but reserves the right to enter into a contract with multiple
Proposers or to reject all responses.
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6. SELECTION CRITERIA:

Respondents are requested to provide, as a minimum, the information listed under each
criterion below. Failure to provide adequate information on any criterion will result in lower
scores and could result in rejection of the proposal as non-responsive. The response to
each of the criterion will be evaluated relative to the other responses received and will be
awarded a score as shown in each of the below criteria. Respondents are encouraged to
arrange their responses in a format that will offer ready review and evaluation of each
criterion. Maximum points that can be received:100. Respondents are encouraged to
respond to their ability and their plan to provide all the deliverables listed above.

A WRITTEN RESPONSE SHOULD BE SUBMITTED AS AN ATTACHMENT TO YOUR BID
SUBMITTAL RELATED TO EACH OF THE SELECTION CRITERIA LISTED BELOW

Experience with Housing Finance Authorities (30 points maximum score)

Describe your firm’s experience with Housing Finance Authorities and Dependent Special
Districts as relates to providing audit or accounting services. Provide a list of Housing
Finance Authority clients over the past ten (10) years with a detailed description of the
services you provide/provided. Indicate how the provision of those services will enhance your
ability to provide the deliverables sought in this RFP. A written response should be submitted
as an attachment to your proposal submittal.

General Experience (20 points maximum score)
Describe the overall results of your firm’s most recent peer review.

Give the firm’s present complement of personnel by specialty, division, and employment
classification in the Northeast Florida area.

Describe your local audit staff turnover experience within the past three years and how you
would provide continuity of assigned personnel on this engagement

Bachelor of Accounting or advanced degree in accounting preferred. Five (5) years’
experience in providing accounting and/or audit services required. Active CPA license
required. Experience in governmental accounting preferred. Provide names and resumes of
all key individuals to be assigned to this project. Please detail the experience of the
personnel who will provide the services to the JHFA in a written response submitted as an
attachment to your proposal submittal.

Approach (40 points maximum score)

° Describe the firm’s audit approach, including review of internal controls.

° Describe how your firm will obtain a basic understanding of the Authority’s
operations and activities for planning the audit.

o Describe the local office’s experience in dealing with other nonprofit
Housing Finance Authority or governmental clients similar to the Authority.

° Describe the local office’s capability to audit in a computer environment.

° Describe the key personnel to be utilized on the engagement along with

résumés of key personnel. Indicate their degrees of expertise and prior
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experiences as appropriate for the engagement.

J Describe any services, other than audits, offered by the local office
especially as related to internal controls and EDP operations.

° Describe your firm’s staff training and development policies and programs.

° Describe procedures utilized to monitor the progress of the work for periodic

evaluation and communication to management of the Authority so that
problems can be resolved.

J Identify key local engagement personnel who will be continuously available
for consultation or discussion.
° Describe any relationships with your existing clients that might jeopardize

your objectivity or independence.

Proximity (10 points maximum score)

Document the location of Proposer's corporate headquarters, which, if located in the
Jacksonville, Florida Metropolitan Statistical Area (“MSA”), no further information is required
under this criterion and maximum points will be awarded. If Proposer's corporate
headquarters are not located in the Jacksonville, Florida MSA, please document the location
and the nature of business of Proposer's branch office(s), if any, that are located in and/or
that are closest to the Jacksonville, Florida MSA, the number of employees assignhed thereto
and the period of continuous existence thereof.

Additionally, Proposers are requested to demonstrate, define, and provide examples of their
ability to provide the services contemplated herein in a manner comparable to having a local
office in the Jacksonville, Florida MSA or to show that a local office is not necessary to
satisfactorily perform the services required for this RFP. A written response should be
submitted as an attachment to your proposal submittal.

Proposed Prices/Rates (no points—JHFA will negotiate fees with highest ranked
Proposer, and if a fee cannot be negotiated, JHFA will negotiate with the next highest
ranked Proposer)

Provide fixed price fee on the following Schedule of Proposed Prices/Rates. The JHFA is
seeking a fixed price engagement, including all expenses and travel of the proposer. The
total proposal amount should reflect the annual cost to the JHFA for the engagement.
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SCHEDULE OF PROPOSED PRICES/RATES

Proposer Name

FEI/SSN Number

Please provide the total annual fixed price for this engagement, including for each year during the
term of the engagement.

The JHFA reserves the right to add or delete items, or increase the volume of services required,
or not to make any purchase against this proposal if it so deems necessary at any time during the
contract period.

Total Bid Amount Year 1: $

Annual Percentage Increase, if any %
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