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1.0 RFP OVERVIEW 

1.1 Introduction 
The purpose of this document is to provide interested parties with information to enable 
them to prepare and submit a proposal according to the specifications set forth within 
this document.  

The County intends to use the results of this process to award a contract or issue of 
purchase order for the product(s) and or services(s) stated. 

The Dane County Purchasing Division is the sole point of contact for questions 
and issues that may arise during the RFP process. 

Dane County requires that all applicants follow/use the application format 
provided, complete all question fields, and sign the Vendor Information & 
Application form. Failure to do so may result in the application to become 
ineligible for funding and may not be scored. 

The amount of funding available for this project is unknown at this time.  The 
funding of this project is contingent upon Dane County’s receipt of HOME 
Investment Partnership program funds from the federal department of Housing 
and Urban Development. 

1.2 Clarification of the Specifications 
All inquiries concerning this RFP must be emailed to the person indicated on the 
cover page of the RFP Document. 

Any questions concerning this RFP must be submitted in writing by e-mail on or before 
the stated date on the Calendar of Events (Section 1.4). 

Proposers are expected to raise any questions, exceptions, or additions they have 
concerning the RFP document at this point in the RFP process.  If a proposer discovers 
any significant ambiguity, error, conflict, discrepancy, omission, or other deficiency in 
this RFP, the proposer should immediately notify the contact person of such error and 
request modification or clarification of the RFP document. 

Proposers are prohibited from communicating directly with any employee of Dane 
County, except as described herein.  No County employee or representative other than 
those individuals listed as County contacts in this RFP is authorized to provide any 
information or respond to any question or inquiry concerning this RFP. 

1.3 Vendor Conference 
There will not be a vendor conference. 
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1.4  Calendar of Events 
Listed below are specific and estimated dates and times of actions related to this RFP. 
The actions with specific dates must be completed as indicated unless otherwise 
changed by the County. In the event that the County finds it necessary to change any of 
the specific dates and times in the calendar of events listed below, it will do so by 
issuing an addendum to this RFP and posting such addendum on the Dane County 
website. There may or may not be a formal notification issued for changes in the 
estimated dates and times. 

DATE EVENT 
May 17, 2022 RFP Issued 
June 23, 2022 Last day to submit written inquiries (2:00 p.m. CST) 

June 25, 2022 Addendums or supplements to the RFP posted on 
the Purchasing Division website  

July 1, 2022 Proposals due (2:00 p.m. CST) 
Week of August 15, 2022 Oral Presentation by invited vendors 
Fourth Quarter of 2022 Notification of intent to award sent to vendors 

Spring of 2023 
Contract start date (subject to change based on 
County’s notice of CDBG & HOME allocation from 
HUD). 

If funding is awarded, funds will not be available until (at minimum): 
1. A Contract Agreement is executed between the award recipient and Dane County;
2. Pre-award compliance requirements are met by award recipient.  These vary

depending on the nature of the project, and may include but not limited to completion
of an Environmental Review; evidence of adequate record-keeping system; and
obtaining necessary permits.

Please keep in mind that a contract agreement cannot be executed until HUD has 
approved Dane County’s 2023 Annual Action Plan.  Timing of the submission and 
approval of Dane County’s Annual Action Plan varies depending on HUD’s 
announcement of the annual entitlement allocations, which is generally 3-4 
months into the program year.        

1.5 Evaluation Criteria 
In order to be evaluated, programs must: 1) be an eligible activity, 2) be located in, or 
provide services to, residents of one of the member communities of the Dane County 
Urban County Consortium, 3) address one of the funding priority areas established by the 
CDBG Commission, 4) not be a HUD listed debarred or ineligible contractor, and 5) if 
CDBG eligible, meet one of the three national objectives.  Applications deemed eligible 
will be presented to the CDBG Commission Application Review Team. 

http://www.danepurchasing.com/
http://www.danepurchasing.com/
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The Application Review Team will evaluate the applications using the following criteria: 

Application Review Criteria 
Item Maximum 

Points 

1. National Objective- Need and
Justification 30 

2. Project Approach 30 
3. Experience and Qualifications 15 
4. Financial Information 15 
5. Past Performance 5 
6. Partnerships 5 

TOTAL POINTS 100 

For 2023 the criteria in the Requests for Proposals (RFPs) for each application are 
delineated and tailored to the nature of the application. The definition and location of the 
items that are part of the review criteria will vary from one application template to the next 
but each follows the same order.  In general the definitions used are: 

Meeting a National Objective- Need and Justification (30 points maximum): 
The program overview adequately describes the problem that is being addressed by the 
proposed project (worth up to 5 points).  Statements are substantiated and related to the 
needs and the priorities in the 2020-2024 Consolidated Plan (worth up to 5 points). 
Provides a description of how funds may be targeted to areas of greatest need (worth up 
to 10 points).  

How accessible is the program geographically to low-and-moderate income persons? 
Additional points will be given to projects physically located in census tracts where 47.8% 
of the population is considered low-and-moderate income, or projects that contain 
components that locate the services in close proximity to the population to be served (i.e. 
community pop-ups) (worth up to 10 points). 

Project Approach (30 points maximum): 
The application describes what the program/project will do; how it will be implemented, 
operated, and administered within a realistic time period; how it will be provided; and how 
low-income participants will access services.  The description should include: 
• A description of the work that will be undertaken and a description of how the work will

address the identified problem (worth up to 5 points).
• A work plan for how the project/program will be organized, implemented, operated,

and administered, and the timeline and milestones from initiation to completion. Work
on the project - meaning funds will be spent - will begin in 2023. (worth up 10 points),

• Outreach and marketing initiatives that will be implemented to inform potential
participants and to ensure that they are aware of the services/activities to be provided
(worth up to 5 points).

• Outcomes are identified and can reasonably be expected to be achieved (worth up to
8 points).
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• If the project requires temporary displacement, indicates the number of households
and describes specific assistance to be provided to households temporarily displaced
(worth up to 2 points.  Maximum points awarded if no displacement).

Experience and Qualifications (15 points maximum): 
The application provides documentation to justify the organization’s capacity to conduct 
this project.  The project is consistent with the mission of the organization.   
• The organization has undertaken projects of similar complexity to the one for which

funds are being requested (worth up to 4 points).
• There are staff resources with the skills and experience to administer and conduct an

accountable and responsible project (worth up to 7 points).
• There appears to be adequate board and management oversight along with a

commitment to quality and service improvement (worth up to 4 points).

Financial Information (15 points maximum): 
The application clearly explains and justifies each proposed budget line item and why 
CDBG and/or HOME funding is required to make the project viable.  An explanation in 
included on the basis for the cost estimates for the project.  The budget is realistic.  The 
organization is financially stable.  Efforts have been made to secure and to leverage other 
funding for the project. The application identifies eligible sources of match, if required.  
Certain types of projects may also be required to submit:  a budget summary, detailed 
project budget, prior- or current-year operating costs, and a 15-year operating budget 
(worth up to 15 points). 

Past Performance (5 points maximum): 
If the organization has been previously funded, a review of past expenditures and 
performance shows that the organization has been able to meet timelines and goals in a 
reasonable fashion, i.e., no unexpended dollars from prior years. Compliance with the 
contract will include, but not be limited to, submission of reports, adherence to scope of 
services, and quality of work. (Worth up to 5 points). New applicants will be automatically 
awarded 5 points.  

Partnerships (5 points maximum): 
Identifies any partnerships that have been or will be formed to ensure the success of the 
project (worth up to 5 points). 

1.6 Submittal Instructions 
Proposals must be received in the Purchasing – Bid Dropbox located on the 
www.danepurchasing.com website no later than the date and time indicated within the 
RFP Deadline field on the RFP Cover Page or addenda. Late, faxed, mailed, hand-
delivered, or unsigned proposals will be rejected unless otherwise specified. Dane 
County is not liable for any cost incurred by proposers in replying to this RFP. 

All proposals must be saved as one PDF file unless otherwise specified within the 
RFP document and the file name shall include the RFP# and name of business 
submitting proposal.  

Example of how to name the files: 
120012 – Vendor Name – RFP Response 

http://www.danepurchasing.com/
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To Submit a Proposal: 
1. Go to www.danepurchasing.com and click on Purchasing – Bid Dropbox or click on

the Open RFP’s and Bids page link.
2. Click on the Submit a Bid button within the green Purchasing Bid Dropbox.
3. Type in the Email, First Name, Last Name and Company information and click

Continue.
4. Drag and drop the RFP files one at a time into the “Drag files here” box.
5. After all files have been placed into the “Drag files here” box, click on the blue

Upload button.
a. The file upload status can be seen for each document uploaded.
b. After each document reaches 100%, it will say “Uploaded”.

6. Confirm all files have been uploaded and then close out of the window.

http://www.danepurchasing.com/
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2.0 PROJECT OVERVIEW AND SCOPE OF SERVICES 

2.1 Definitions and Links 
The following definitions and links are used throughout the RFP. 
County: Dane County 
County Agency: Department/Division utilizing the service or product. 
Dane County Purchasing website: www.danepurchasing.com 
Fair Labor Practices websites:  www.nlrb.gov and http://werc.wi.gov 
Purchasing 
Proposer/Vendor/Firm/Contractor: a company submitting a proposal in response to 
this RFP. 

2.2 Scope of Services/Specification Overview 

2.2.1  Project Description 
Dane County is soliciting applications from organizations interested in operating a 
tenant based rental assistance program. Funding is being made available under 
the Home Investment Partnership (HOME) Program.   

Eligible Applicants 
Public or private non-profit agencies or organizations including faith-based 
organizations.  

Project Basics 
Organizations selected as subrecipients to operate a tenant based rental 
assistance program will be expected to comply with the requirements in the HOME 
Tenant-Based Rental Assistance (TBRA) Program Standards for operating the 
program.  These include, in part: 
• Marketing the program.
• Conducting initial pre-screening, intake, and income eligibility determinations of

applicants.
• Determining appropriate unit size, rental subsidies and household contributions

for program participants.
• Ensuring potential rental units meet Section 8 Housing Quality Standards.
• Ensuring potential rental units constructed before 1978 are inspected for lead-

based paint hazards.  If deteriorated paint is found, ensuring it is properly
remediated in compliance with the Lead Safe Housing Rule.

• Ensuring assisted rental units are rented for reasonable amount, compared to
rents charged for comparable unassisted units.

• Reviewing the leases for all assisted units and ensuring they meet the
requirements of §92.209.

• Managing and maintaining housing assistance contracts with participating
landlords, including making timely rent payments.

Eligible Expense Categories 
The following categories of expense shall be considered eligible for funding under 
the program. 

• The rental assistance and security deposit payments made to provide
tenant-based rental assistance for program participants.

http://www.danepurchasing.com/
http://www.nlrb.gov/
http://werc.wi.gov/
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• The costs of inspecting assisted units.
• The costs of determining the income eligibility of assisted households.

Ineligible Uses of TBRA Assistance 
The following categories of expense shall be considered ineligible for funding 
under the program. 
1. Make commitments to specific owners for specific units/projects.  Tenants

must be free to use the assistance in any eligible unit;
2. Assist resident owners of cooperative housing that qualifies as home

ownership housing.  TBRA may, however, be used by a tenant who is
renting from a cooperative unit owner;

3. Prevent displacement of, or provide relocation assistance to tenants as a
result of activities other than the HOME Program.

4. Pay for the overnight or temporary shelter of homeless persons.
5. Duplicate existing rental assistance programs that already reduce the

tenant’s rent payment to 30 percent of income.  For example, if a household
is already receiving assistance under the Section 8 Program, the household
may not also receive assistance under a HOME TBRA program.

Tenant Income Eligibility Requirements 
1. Income limits are established by household size and revised annually by the

U.S. Department of Housing and Urban Development (HUD).  In order to be
eligible, program participants’ total Gross Annual Household Income must be
at or below 60 percent area median income.

2. The income of each tenant will be determined in accordance with 24 CFR
92.203.

Lease Requirements 
1. The lease between the tenant and owner must be for not less than one year,

unless by mutual agreement between the tenant and owner.
2. The lease may not contain any of the provisions prohibited under §92.253.

Eligible Units 
1. TBRA assisted units must be located in one of the participating municipalities

of the Dane County Urban County Consortium.  Location area may be
expanded to all of Dane County if funds have not been committed to specific
households within 9 months of the execution of the subrecipient agreement.
The expansion of service area will be determined by Office of Economic and
Workforce Development staff with consultation of the CDGB Commission.

2. TBRA assisted units must meet Section 8 Housing Quality Standards.  The
property must pass an HQS Inspection prior to the effective date of the TBRA
assistance.

3. Properties constructed or manufactured before 1978 must be inspected for
lead-based paint hazards.  If deteriorated paint is found it must be properly
remediated in compliance with the Lead Safe Housing Rule.

4. TBRA participants may select units that are privately-owned.  TBRA may not
be provided to a family who proposes to rent a unit that receives a project-
based rental assistance through Federal, state or local programs, if the
HOME assistance would provide duplicative subsidy.
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5. TBRA assisted units must rent for a reasonable amount, compared to rents
charged for comparable unassisted units.  Subrecipients  administering a
TBRA program on behalf of the County must document the basis for their rent
reasonableness determinations

Occupancy Standards 
Occupancy standards are used to provide consistent criteria for determining the 
unit size for which the household is eligible and thus, the amount of assistance to 
be provided. Fair housing rules permit a household to select smaller units that do 
not create seriously overcrowded conditions. Participants may also select larger 
units at their own expense (i.e., TBRA subsidy will not cover the increased cost 
of a larger unit). In addition to the number of bedrooms, both the size of the unit 
and the size of the bedrooms should be considered when evaluating the 
individual circumstances of the family. 
1. No more than two persons are required to (or should) occupy a bedroom;
2. Persons of different generations (i.e., grandparents, parents, children),

persons of the opposite sex (other than spouses/couples) and unrelated
adults are not required to share a bedroom;

3. Children of the same sex, within 5 years of age, and couples living as
domestic partners (whether or not legally married) must share the same
bedroom for purpose of assigning the bedroom size on housing HOME
Program TBRA Voucher;

4. A live-in care attendant who is not a member of the family is not required to
share a bedroom with another household member;

5. Individual medical problems (i.e., chronic illness) sometimes require either
separate bedroom for household members who would otherwise be required
to share a bedroom or an extra bedroom to store medical equipment. (Note:
Documentation supporting the larger sized unit and related subsidy is
required.)

6. In most instances, a bedroom is not provided for a family member who will
be absent most of the time, such as a member who is away in the military. A
larger size HOME Program TBRA Voucher may be issued for an absent
family member if individual circumstances warrant.

2.2.2 Objectives 
To promote access to rental housing for low-income households through the 
provision of rental subsidy assistance. 

2.2.3 Needs 
1. Projects must assist low-and moderate-income persons in the participating

municipalities of the Dane County Urban County Consortium.
2. It is expected that projects will meet community needs documented through

“hard” data sources.
3. Any additional funding needed to make the project viable must be secured in order

for a contract to be executed.
4. Projects must be shovel-ready, meaning the project will begin in the year in which

the contract is awarded.
5. Projects must be delivered in a cost effective manner with measurable

performance outcomes.
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6. It is expected that all or a portion of funds will be targeted to areas of greatest
need.

2.2.4 Current Operations 
In 2021 funds were awarded to Lutheran Social Services of Wisconsin & Upper 
Michigan in the amount of $70,832. 
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3.0 RFP RESPONSE PREPARATION REQUIREMENTS 
Proposals shall be organized to comply with the section numbers and names as shown below. 
Each section heading should be clearly marked. The RFP sections which should be 
submitted/responded to are: 

3.1 Attachment A – Vendor Information 

3.2 Need and Justification 
The project need and justification adequately describes the problem that is being 
addressed by the proposed project.  Statements are substantiated with “hard” data 
sources.  Provides a description of how funds may be targeted to areas of greatest 
need. 

3.3 Beneficiaries 
The application describes the population to be served.  Additional points will be given to 
projects located in census tracts where 47.8% of the population are considered low-
and-moderate income. 

3.4 Project Approach 
The application provides: 

• A detailed description of the scope of work that will be undertaken and a
description of how the work will address the identified problems.

• A description of any partnerships that have been or will be formed to ensure the
success of the project.

• Plans for notice and the relocation process for tenants, if needed.
• A work plan for how the project/program will be organized, implemented,

operated, and administered, and the timeline and milestones from initiation to
completion.  Work on the project – meaning funds will be spent – will begin in
2021.

3.5 Experience and Qualifications 
The application provides documentation to justify the organization’s capacity to conduct 
this project.  The project is consistent with the mission of the organization.  The 
organization has undertaken projects of similar complexity to the one for which funds 
are being requested.  There are staff resources with the skills and experience to 
administer and conduct an accountable and responsible project.  There appears to be 
adequate board and management oversight. 

3.6 Financial Information 
The application clearly explains and justifies each proposed budget line item and why 
CDBG funding is required to make the project viable.  An explanation of the bases of 
the cost estimates for the project is included.  The budget is realistic.  The organization 
is financially stable.  Efforts have been made to secure and to leverage other funding for 
the project.    

3.7 Mandatory Requirements 
The following general requirements are mandatory and must be complied with.  NOTE: 
Programs not meeting the mandatory requirements will not be evaluated. 

3.7.1 Be an eligible activity. 
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3.7.2 Be located in, or provide services to residents of one of the member 
communities of the Dane County Urban County Consortium identified in 
Appendix A.   

3.7.3 Address one of the funding priority areas established by the CDBG Commission. 

3.7.4 Not be a HUD listed debarred or ineligible contractor. 

3.7.5 If CDBG eligible, meet one of the three national objectives. 

4.0 Required Forms 
The following forms must be completed and submitted with the proposal in accordance with 
the instructions given in Section 1.6.  

Attachment A Vendor Information Form 

Attachment B Dane County Application for 2023 CDBG Funds 
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