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PART 1 – GENERAL INFORMATION 
 
1.1   The Virgin Islands Housing Authority (VIHA)  
 

The Virgin Islands Housing Authority (VIHA), a public body corporate and political; is located within the United 
States Virgin Islands, an unincorporated territory of the United States. VIHA is responsible for planning, financing, 
constructing, maintaining, and managing all public housing developments located on the three islands of St. 
Thomas, St. John, and St. Croix, which include ten (10) Asset Management Projects (AMPs) with 3,018 public 
housing units in 24 communities. VIHA's mission is to create vibrant, dynamic, sustainable communities so families 
can evolve economically, improve lives, strengthen communities through quality, safe and affordable housing, and 
provide various services to empower public housing residents. VIHA   also administers the Territory's Housing 
Choice Voucher Program, which currently provides rental assistance in the form of vouchers to 1,733 eligible low-
income families, the elderly, and persons with disabilities. The vouchers help low-income families rent affordable 
housing of their choice from private landlords in the Territory and are funded by the US Department of Housing 
and Urban Development. 
 
VIHA has a professional management and maintenance team and administers over a $41 million annual budget, 
including the capital outlays for comprehensive improvements. Funding sources include the US Department of 
Housing and Urban Development (HUD), rental income, and limited other income. As one of the largest affordable 
housing providers in the Virgin Islands, VIHA has extensive experience in managing and developing residential 
rental properties.  

 
1.2       Solicitation Purpose 

  
The Virgin Islands Housing Authority (VIHA) seeks proposals from interested and qualified individual firms to 
provide marketing and communication consulting services aimed and ensuring consistent and effective 
communications with residents and participants of both the agency's public housing and Housing Choice Voucher 
programs. Work of the selected firm will be key in ensuring that mechanisms are developed and implemented that 
ensure that housing assisted households are aware of the latest updates regarding VIHA's redevelopment plan, 
available services, and resources, and highlights the accomplishments and success achieved by housing assisted 
individuals, VIHA, and its community partners. 
 
Please Note: Respondents are responsible for reading this Request for Proposals ("RFP ") and all exhibits, in their 
entirety, as updates and revisions have been added. By submitting a response to this solicitation, the Respondent 
acknowledges that it has read the entire document and is responding with full knowledge of all terms, conditions, 
and requirements as set forth. 
 
All proposals submitted in response to this solicitation must conform to all of the requirements and specifications 
outlined within this document and any designated attachments in their entirety.   
 

1.3         Schedule of Events 
 
The following Schedule of Events represents VIHA's estimate of the timetable that will be followed in connection 
with this solicitation: 
 

MILESTONES DATE AND/OR TIME 

Contact Person 

Marilyn Miller 
Procurement Manager 
Virgin Islands Housing Authority 
Procurement Department 
9900 Oswald Harris Court  
St. Thomas, VI 00802 
Email: mmiller@vihousing.org 

mailto:mmiller@vihousing.org
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MILESTONES DATE AND/OR TIME 

How to Obtain the RFP Documents on 
the Applicable Internet Site 

1. Access VIHA's Website at 
2. http://www.vihousing.org. 
3. Click on Contractors  
4. Click on the applicable RFP. 
5. Follow the listed directions 
6. Be sure to download all applicable forms and document 

 

If you have any problems accessing the system, email Marilyn Miller 
for assistance at mmiller@vihousing.org 

Deadline to Submit Questions Tuesday, May 24, 2022, by Noon LOCAL TIME  

How to Fully Respond to This RFP by 
Submitting a Proposal Submittal 

Completed proposals must be submitted to the VIHA electronically by 
the Proposal Due Date and Time. Respondents shall transmit 
completed proposals to the VIHA by email to mmiller@vihousing.org 
in PDF format. The "Subject" line of the email should state "(name 
of firm) Resident Marketing & Communications." Please exercise 
caution in creating your electronic file.   
 

1. Be sure that all documents are executed as required. 
2. Be sure that all required forms and exhibits have been 

included. 

Proposal Submittal Deadline 

Thursday, June 16, 2022, by 2:00 P.M. LOCAL TIME 
 
NOTE: The "pdf file format" proposal must be received via email no 
later than Thursday, June 16, 2022, by 2:00 P.M. LOCAL TIME, or 
the proposal will be rejected. 

 
VIHA reserves the right, at its sole discretion, to adjust this Schedule of Events as it deems necessary. If necessary, VIHA will communicate 
adjustments to any event in the Schedule of Events to supplement this RFP Addenda to this RFP will only be issued and posted on VIHA's 
website at: http://www.vihousing.org. 

     
It is the responsibility of the Respondent to monitor VIHA's website for any addenda issued. All Respondents are 
encouraged to check VIHA's website for additional information frequently. 

 
1.4         Communications 
 

All procurement actions facilitated by VIHA will be conducted in an open, transparent, and competitive manner. 
VIHA will consider competitive pricing, quality of work, reputation and referrals, and understanding of each 
transaction are solicited deliverables and requirements. VIHA supports the solicitation of proposals from all 
markets with no geographical preferences and gives ALL qualified businesses, including those owned by minorities, 
women, and small business enterprises, the opportunity to do business with VIHA as Contractors and 
Subcontractors. 
 
To maintain a fair and impartial competitive process, VIHA and any outside consultants assisting VIHA with this 
solicitation shall avoid private communication concerning this procurement with prospective Respondents during 
the entire procurement process. From the issue date of this RFP until the final award is announced, Respondents 
are not allowed to communicate about this RFP for any reason with any VIHA staff and outside consultants assisting 
VIHA with this solicitation except: 
 

• Through the RFP Point of Contact named below; 
• As otherwise specified in this RFP; and 

http://www.vihousing.org/
mailto:mmiller@vihousing.org
mailto:mmiller@vihousing.org
http://www.vihousing.org/
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• As provided by existing work agreement(s) (if any) 
 

Prohibited communications include all contact, including but not limited to telephonic communications, emails, 
faxes, letters, or personal meetings, such as lunch, entertainment, or otherwise. VIHA reserves the right to reject 
the proposal of any Respondent violating this provision. 
 
A. Questions must be submitted in writing via email to mmiller@vihousing.org. VIHA will receive requests for 

additional information and clarification relative to this solicitation between Friday, May 20, 2022, by noon 
LOCAL TIME and Tuesday, May 24, 2022, by noon Local Time. 

  
B. Responses to these questions will be addressed in writing and issued as an addendum to this RFP VIHA will 

not respond to requests for information after the date stated above. 
 
C. It is the responsibility of the Respondent to monitor VIHA's website for any addenda issued. All Respondents 

are encouraged to check VIHA's website for additional information frequently. 
 

D. All requests for information or clarification about this solicitation must be addressed in writing.   
 

PART 2 – SCOPE OF WORK 
 
2.1       Scope of Work and Specific Requirements 
 

Summary of Services 
 

The Virgin Islands Housing Authority (VIHA), hereinafter referred to as VIHA has issued this Request for Proposals 
(RFP) to define the minimum service requirements; solicit proposals; detail proposal requirements; firm 
requirements; and, outline the process for evaluating proposals and selecting the subsequent firm to provide 
marketing and communication consulting services aimed and ensuring consistent and effective communications 
with residents and participants of both the agency's public housing and Housing Choice Voucher programs. Work 
of the selected firm will be key in ensuring that mechanisms are developed and implemented that ensure that 
housing assisted households are aware of the latest updates regarding VIHA's redevelopment plan, available 
services, and resources, and highlights the accomplishments and success achieved by housing assisted individuals, 
VIHA, and its community partners. 

 
Background 

 
VIHA has a plan to transform its public housing units into financially and environmentally sustainable communities 
of choice for families and seniors on St. Thomas and St. Croix. Simultaneously, VIHA is introducing its new resident 
services action plan, Bright Path, which is transformative in both program design and in the source of funding. All 
three of our developer partners have agreed to use Low-Income Housing Tax Credits equity to fund the service-
rich housing model for 15 years. To ensure a comprehensive approach to community-building, VIHA leadership 
also strives to ensure that its residents are equipped with the tools and resources necessary for economic growth 
and sustained success in their new communities. As a result, VIHA is implementing an accompanying human 
transformation approach to resident services that it believes results in generational success and improvements in 
the overall quality of life for all residents. 

 
To accomplish the goal of generational success for its residents, VIHA believes that it must ensure the internal 
infrastructure exists that enables VIHA to avail residents with every opportunity for success. As a result, VIHA has 
revamped its resident services division. The mission of the department and its new Bright Path Human Service 
Delivery Model is to ensure individuals and families will have access to comprehensive services and resources that 
are instrumental in promoting health and wellness, housing stability, economic mobility, and personal self-
sufficiency for every household. Instrumental in achieving this mission is access to needed funding which can be 
leveraged to increase the odds for the individuals and families served by VIHA and its development partners.  

 

mailto:mmiller@vihousing.org
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VIHA's new holistic human transformation efforts will be intentional, innovative, collaborative, data-driven, and 
strength-based. In collaboration with functioning resident councils, VIHA's development partners, and various 
community-based nonprofits and government partners, the new department will develop strategies and seek to 
coordinate programs and services that will be customized for each VIHA community and thereby ensuring to meet 
the needs of the community down to the individual level. The intent is to not work in silos while engaging all 
partners and stakeholders in the effort of transforming the lives of the residents which we all have been entrusted 
to serve. 

 
Scope of Work 
 
VIHA and its Resident Wellness & Empowerment department are soliciting qualifications from individuals or firms 
with experience creating and implementing marketing and communications plans to include branding and 
rebranding of departments, missions, and strategies. The scope of work will include the following tasks: 
 

• Development of a Communications Plan for VIHA's Resident Wellness & Empowerment department, 
which should include strategies for rebranding the department and its Bright Path Human Transformation 
strategy in coordination with the appropriate VIHA staff on both planning and implementation. 
 

• Creation of the necessary infrastructure, such as electronic communications, newsletters, websites, or 
other communications tools, to enable plan implementation to begin and support the implementation of 
the approved communications plan. This may include, but not be limited to: 
 

1. Coordinating media strategies with VIHA and its Resident Wellness & Empowerment department, 
and identified partners, 

2. Producing creative materials and building the necessary dissemination infrastructure (such as 
newsletters, posters, flyers, websites, and social media posts), organizing media and familiarization 
tours, and 

3. Writing articles, success stories, and other communications. 
 

Statement of Qualifications 
 
Respondents should describe their recent experience (preferably from the past five years) in the following 
categories: 
 

• Creation of communications plans of similar scope and purpose to the plan being requested in this RFP. 
• Implementation of diverse communication strategies to advance an overarching strategy 
• Development of effective partnerships and working relationships with client staff in the implementation 

of communications activities 
• Experience working with public sector clients, particularly local governments and/or housing authorities 
• Briefly discuss and provide examples that illustrate the firm's resources, commitment, and demonstrated 

ability to complete all components of the Scope of Work in a timely manner, including but not limited to, 
attending meetings, and advising VIHA's team on matters specific to the Scope of Work.  

 
To the extent possible, Respondents should provide data and other success measures that describe how effective 
the activities completed by the Respondent were in achieving the stated communications goals.  

 
Approach & Methodology 
 
The Respondent shall provide a detailed description of the approach and methodology to be used to accomplish 
the Scope of Work of this RFP. The Methodology Section should include: 
 

a. Communications Plan – Respondents should describe their proposed approach to completing the 
communications plan. The approach should also identify the specific individuals that will be assigned to 
this work and their roles. It should also describe the Respondent's expectations of VIHA during the 
planning process. 
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b. Timeline - The Respondent should provide a timeline with milestones for the completion of a 
communications plan. The timeline does not count towards the page limit. 

 
c. Key Staff – Respondents should provide résumés for all staff that is expected to be engaged in the work. 

Résumés do not count towards the page limit. 
 

d. Cost – Respondents should provide a budget for the completion of the communications plan. Pricing 
instructions should be clearly defined to ensure fees and hourly rates proposed can be compared and 
evaluated. VIHA anticipates negotiating a detailed scope of work and budget for the remaining task once 
the first task is completed or nearing completion. 
 

e. References – A summary of your firm's or entity's demonstrated capability, including the length of time 
that your firm has provided the services being requested in the Scope of Work. Respondents should 
provide the name, title, and contact information (including phone and e-mail) of three (3) current or 
former clients that can speak the Respondent's experience and qualifications.  
 

f. Sample Materials - The Respondent should provide examples of deliverables requested in this RFP to 
include a communications plan prepared for a prior engagement, with supporting materials as 
appropriate. Limited sample materials (maximum of 10 pages) will not count towards the page limit. 

 
The selected firm will be expected to work closely with a client team made up of representatives of VIHA's Resident 
Wellness & Empowerment department and selected external partners and stakeholders. As VIHA is undertaking 
both comprehensive redevelopment and human transformation strategies simultaneously, it is critical that the 
communication strategy tie closely these two strategies together through branding and benefit to VIHA, its housing 
assisted individuals and families, and the broader Virgin Islands Territory. 
 
Primary Audience  
 
The primary audience is residents who are provided housing assistance through both VIHA's public housing and 
Housing Choice voucher programs. Other audiences include internal VIHA staff and external partners and 
stakeholders. The tertiary audience is local elected officials, journalists, and researchers. The expectation is that 
the Respondent can develop and execute a communications plan that will meet the information needs of a diverse 
audience with varying knowledge of affordable housing and related services. 

 
PART 3 – PROPOSAL SUBMISSION 
  
3.1 Proposal Format and Structure 
 

Tabbed Proposal Submittal – VIHA intends to retain the successful proposer under a "Best Value" basis, not a "Low 
Proposal" basis ("Best Value," in that VIHA will consider factors other than just cost in making the award decision). 
So that VIHA can adequately evaluate the offers received, the sequence must format all proposals submitted in 
response to this RFP noted below. Each category must be separated by numbered index dividers and labeled with 
each tab numbered sequentially, as shown below. None of the proposed services may conflict with any 
requirements VIHA has published herein or has issued by addendum. The sections are delineated as follows: 
 
A. Introductory Letter.   The firm shall provide a brief synopsis on company letterhead of its ability to perform 

the scope of work outlined in the RFP, business background, and identify the benefits provided by its offering. 
The Introductory Letter must include the legal business name and company status (i.e., partnership, 
corporation – including State or Territory of incorporation, etc.). Additionally, the Respondent must state if 
there have been any recent (within the past three years) changes in ownership and substantial leadership 
changes. Also, please include the location of the Firm's principal place of business and discuss any joint venture 
partners or sub-consultants as they pertain to the RFP. Please limit Introductory Letter to three (3) pages 
maximum. 
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The Virgin Islands Housing Authority will evaluate all responses and will select the three (3) most highly 
qualified names or firms and rank them in a one-two-three order, according to the following qualifications: 
 

B. Tabbed sections as indicated: 
 

TAB WEIGHTED SCORING CRITERIA PAGE COUNT 
1 Experience and Capabilities Maximum 6 pages 
2 Approach and Methodology Maximum 7 pages 
3 Staffing & Qualifications Maximum 5 pages 
4 Fee Proposal (see Exhibit A) N/A - Use Form 
5 Equal Employment Opportunity/Supplier Diversity Maximum 2 pages 
6 Mandatory Submittals (See Section 5.1) N/A - Use Forms 

 
The proposal should be prepared simply and economically, avoiding using elaborate promotional materials beyond 
those sufficient to provide a complete presentation. 
 
A page is considered one side of a single side of an 8½" x 11" paper, single-spaced using not smaller than 12-point 
font, and containing margins at the top, bottom, and sides of no less than one inch in width. Foldouts containing 
charts, spreadsheets, and oversize exhibits are permissible and included in the page count.  VIHA will allow a font 
size no smaller than 9-point for the information included in tables and charts only. All proposal pages must be 
consecutively numbered. Respondents are cautioned that if their proposal exceeds the page limitation, VIHA 
will evaluate up through the permitted number of pages only. Information contained on pages beyond that limit 
will not be considered. Brevity concerning proposals is strongly encouraged. 
 
All information must be incorporated into a response to a specific requirement and referenced. Any information 
not meeting these criteria will be deemed extraneous and not contribute to the evaluation process. 
 
All information presented in response to this RFP must be included in the submitted response. There can be no 
information linked to a website that requires reviewers to access the website for consideration of content. Any 
such conditions will not be considered part of the Respondent's proposal. 
 
VIHA may award a contract based on initial offers received, without discussions; therefore, each submission 
should contain the Respondent's best terms from a cost or price and technical standpoint. The selected firm 
must be ready to execute the contract within one week of receiving a contract from VIHA. 

 
3.2 Submission of Proposals 
 
 It shall be the responsibility of each proposer to be aware of and abide by all dates, times, conditions, 

requirements, and specifications set forth within all applicable documents issued by the Authority. Including the 
RFP document, any appendices, and required attachments submitted by the proposer. By completing, signing, and 
presenting the complete documents, the proposer states their agreement to comply with all conditions and 
requirements set forth with those documents. Written notice from the proposer not authorized in writing by the 
Executive Director to exclude any of the Authority requirements contained within the records may cause the 
proposer not to be considered for the award.  

 
By submitting a response to the RFP, the Respondent is acknowledging that the Respondent: 
 

1. Has read the information and instructions; and 
2. Agrees to comply with the information and instructions contained herein. 

 
Proposal Submission – All completed proposals must be submitted to the VIHA electronically by the Proposal Due 
Date and Time. Respondents shall transmit completed proposals to the VIHA by email to mmiller@vihousing.org 
in PDF format. The "Subject" line of the email should state "(name of firm) Resident Marketing & 
Communications." Please exercise caution in creating your electronic file.   

mailto:mmiller@vihousing.org
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 VIHA reserves the right to: 
 

• Reject any or all offers, discontinue this RFP process, and re-advertise this RFP without obligation or liability 
to any potential Respondent; 

• Accept other than the lowest-priced offer; 
• Award more than one (1) contract; and 
• Award a contract based on initial offers received, without discussions or requests for best and final offers. 

 
PART 4 – PROPOSAL EVALUATION 
 
4.1 Evaluation Factors and Award 
 

The proposal evaluation process is designed to award the contract, not necessarily to the Respondent of least cost, 
but rather to the Respondent with the best combination of attributes (e.g., qualifications and experience, price, 
etc.), based upon the evaluation factors established explicitly for this Request for Proposals. 
 
Respondents must provide all information outlined in the Evaluation Factors to be considered responsive. 
Proposals will be evaluated based on the responsiveness of the Respondent's statement to the Evaluation Factors, 
which will demonstrate the Respondent's understanding of the Evaluation Factors and capacity to perform the 
required services of this Request for Proposals. 

 
Proposals will be evaluated based on the following Evaluation Factors: 

  
WEIGHTED EVALUATION FACTORS WEIGHT OF FACTOR 

Experience and Capabilities 25 

Approach and Methodology 30 

Staffing & Qualifications 20 

Fee Proposal (see Exhibit A) 20 

Equal Employment Opportunity/Supplier Diversity 5 

TOTAL 100 
 

The establishment, application, and interpretation of the above Evaluation Factors shall be solely within the 
discretion of VIHA. Proposals that appear unrealistic in terms of technical commitments, lack of technical 
competence, or are indicative of the failure to comprehend the complexity and risk of the subsequent contract 
may be rejected. VIHA reserves the right to determine the suitability of proposals based on all of these factors. 

 
4.2   Evaluation Factor Description 

 
Respondents are required to respond thoroughly to each of the following evaluation factors, focusing on 
providing answers that are both clear and concise. 
 

 TAB 1:  Experience and Capabilities – The evaluation of the proposals for this factor will be based on the 
experience, performance history, and competence of the Respondent and any proposed joint ventures, 
subcontractors, and consultants to provide the required services delineated in the RFP. This includes the capability 
to provide adequate resources and support to accomplish the general and specific requirements delineated within 
this RFP and the relevance of prior and current experience. This factor also includes the capacity to take on new 
work and the Respondent's plan to add staff as necessary. 

 
Past Performance - Submit detailed information on the Respondent's experience in providing similar services to 
similar agencies, providing information on the Respondent's insurance experience. Respondents shall have a 
demonstrated minimum of three (3) years of experience in conducting the required services, which can be 
documented through the references/work experience provided (preferably within the past five years). Provide the 
names, addresses, and telephone numbers of at least three (3) references that may be contacted that have used 
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the services of your organization. References submitted must address the Respondent's experience in the areas 
outlined within this RFP See Exhibit I – Record of Comparable Projects in Past Two (2) Years and Exhibit J - 
Contractor Responsibility Survey.  

 
 TAB 2: Approach and Methodology  
 

Management Approach – The evaluation of the proposals for this factor will be based on the soundness and quality 
of the Respondent's plans for providing the required services. Higher evaluation ratings will be given to proposals 
that demonstrate specific examples of successful management plans and quality control approaches that will be 
used in the performance of the contract rather than a general approach that cites the requirements in the RFP. 
The Respondent's coordination and monitoring techniques with proposed agencies, subcontractors, or consultants 
will also be evaluated. 

 
Technical Approach – The evaluation of the proposals for this factor will be based on the Respondents' 
understanding and awareness of the various functions required to perform the activities and requirements of the 
RFP. The evaluation of the Respondent's response will be based upon the degree to which the Respondent has 
presented a quality approach to the specific dynamics and concerns of VIHA. The quality of the approach will be 
evaluated in terms of the Respondent's areas of staffing, proposed procedures and methodologies, the proposed 
work plan and schedule, and the expected outcomes and deliverables.   
 
TAB 3:  Staffing and Qualifications – The evaluation of the proposals for this factor will be based on the quality 
and adequacy of the knowledge, skills, pertinent experience of proposed key personnel, and their availability for 
working on the subsequent contract for this RFP. 

 
 TAB 4: Fee Proposal – All offers must be submitted on the Fee Proposal Form provided by VIHA (see Exhibit A). 

Failure to provide an offer for each item delineated on the Fee Proposal Form may result in the offer being 
determined "non-responsive" and subsequently disqualified from consideration. Offers should Insert the words 
"No Offer" in the space provided for any item for which no price is submitted. Offers shall include all travel 
expenses, wages, supplies, and materials necessary to perform work under the terms and conditions of this RFP. 
Unless otherwise specified herein, all prices shall be on a firm, fixed-price basis and are not subject to adjustment 
based on the cost incurred. Any stipulations made to the Respondent's offer shall subject the offer to rejection. If 
the Offeror wishes to include additional information, the Offeror may do so with attachments. Please type all 
prices. 

 
 TAB 5: Equal Employment Opportunity/Supplier Diversity – The proposer must submit under this tab a copy of 

its Equal Opportunity Employment Policy and a complete description of the positive steps it will take to ensure 
compliance, to the greatest extent feasible, with the regulations about supplier diversity (e.g., small, minority, and 
women-owned businesses. The proposer should state if no hires, suppliers, or vendors are contemplated.  

 
4.3 Evaluation and Award Process 
 

The Evaluation Committee shall be established to evaluate proposals based solely on the Evaluation Factors set 
forth above. Submissions will be reviewed individually against the requirements stated in the RFP Factors not 
specified in the RFP will not be considered. VIHA reserves the right to waive any minor irregularities or 
technicalities in the proposals received.  
 
A Technical Advisor with the required expertise may provide information and advise the Evaluation Committee on 
technical matters to ensure that the Evaluation Committee will benefit from such expertise to inform decisions. 
The designated Technical Advisor does not have voting rights concerning the evaluation and scoring of Project 
Proposals but will have consultation rights concerning matters that the Evaluation Committee cannot resolve. 
 
Proposals that are considered nonresponsive will not receive consideration. VIHA reserves the right during the 
evaluation process to reconsider any bid submitted. It also reserves the right to meet with a Respondent at any 
time to gather additional information. Furthermore, VIHA reserves the right to delete, add or modify any aspect of 
this procurement. 
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VIHA reserves the right to: 1) award this contract to one Respondent, 2) make multiple awards, 3) award without 
discussions, and 4) negotiate the final scope of services, price, schedule, and any aspects of this solicitation with 
all Respondents. VIHA may 1) reject any or all offers if such action is in VIHA's interest, 2) award a contract other 
than to the lowest Respondent, 3) waive informalities, or minor irregularities in offers received, and 4) award all 
or part of the requirements stated. VIHA reserves the right to reject an award to Respondent during the contract 
negotiations if 1) Respondent and VIHA cannot agree to mutual terms for the contract or 2) Respondent causes a 
delay that, in VIHA's discretion, causes hardship to VIHA.   
 
A proposal receiving a proper evaluation from the Evaluation Committee will be submitted to VIHA's Board of 
Commissioners for approval, subject to funding availability.   
 
Provided the proposal meets all requirements of this RFP, VIHA will enter into a Service Agreement for an initial 
term of up to one year, with four (4) possible extensions of one-year periods (based on continued need, 
contractor's performance and/or funding).   

 
PART 5 – MANDATORY SUBMITTALS 

 
5.1 Mandatory Submittals 
 

The following Mandatory Submittals that must be included as a part of the proposal and received by the due date 
and time are: 
 

MANDATORY SUBMITTALS 
Exhibit A – Fee Proposal Form 
Exhibit B – W-9-Request for Taxpayer Identification Number and Certification 
Exhibit C – Required Representations and Certifications 
Exhibit D – Subcontractor Data Form 
Exhibit E – Principal Personnel Disclosure Statement Certification and Instructions 
Exhibit F – Respondent Disclosure Certification 
Exhibit G – Liability Questionnaire 
Exhibit H – HUD-50071 - Certification of Payments to Influence Federal Transactions 
Exhibit I – Record of Comparable Projects in Past Two (2) Years 
Exhibit J – Three Completed Contractor Responsibility Survey 
Exhibit K – Addenda Acknowledge Form 

 

*Forms shall be completed, signed, and notarized where required or marked "Not Applicable" where appropriate.   
 

5.2 Principal Personnel Disclosure Statement Certification Form 
 

VIHA requires that each Respondent submit a notarized Principal Personnel Disclosure Statement Certification 
Form (Exhibit E). Preparation of these documents is governed by the instructions identified on the Form. The 
following definitions apply when completing this Form: 
 

a. Sole Proprietorships. A sole proprietorship is a; business owned by one (1) individual.  
 

b. Partnerships. A partnership exists when two (2) or more people associate to conduct a business 
enterprise. 

 
c. Limited Liability Companies. A limited liability company is a legal entity created by territory/state law.   

 
d. Corporations. A corporation is a legal entity created by territory/state law. All officers and assistant 

officers shall be identified on the Principal Personnel Disclosure Statement Certification Form. 
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5.3 Disclosure Statement 
 
Before award, and while Respondent is conducting business with VIHA, Respondent is required to disclose any 
direct or indirect conflicts of interest and any organizational conflicts of interest as soon as such conflict becomes 
known or should have become known. Respondents with a conflict of interest must provide complete disclosure, 
in writing, to the Procurement Manager. The Disclosure Statement must be presented on Respondent's letterhead, 
notarized, and signed by the individual making the disclosure. The details to be included in the Disclosure 
Statement may be found at the bottom of the Principal Personnel Disclosure Statement Certification Form (Exhibit 
E).  
 

5.4 Certification Regarding Debarment 
 

Respondent certifies by submission of its proposal that neither it nor its principals are presently debarred, 
suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this 
transaction by a Federal department or agency. All Respondents are required to submit a Disclosure Statement if 
this is not the case. 
 

PART 6 – RFP ADMINISTRATIVE TERMS AND CONDITIONS 
 
6.1 Required VIHA Respondent Registration 
 

To do business with VIHA, Respondent must be a registered vendor before submitting a response. If Respondent 
has already registered with VIHA, the Respondent's (Vendor) profile must be up-to-date.   
 
Respondent is responsible for contacting their local authorities to ensure that Respondent has complied with all 
laws and is authorized and licensed to do business in the Territory. All applicable fees associated in addition to that 
are the responsibility of Respondent now or hereafter in effect during the contract. Respondent and its employees, 
agents, and subcontractors shall also comply with all Federal, State, and local laws regarding business permits and 
licenses that may be required to carry out the services performed under the contract.   

 
6.2 Cost of Proposals 

 
All costs incurred, directly or indirectly, in response to this solicitation, including the preparation, submittal, or 
presentation of the proposal, shall be the sole responsibility of, and borne by, the Respondent. The cost for 
developing the proposal and participating in the procurement process (including the protest process) is the sole 
responsibility of the Respondent. VIHA will not provide reimbursement for such costs. 
 

6.3 Ownership of Documents 
 

All documents and information generated, prepared, assembled, and provided to VIHA under this RFP become the 
property of VIHA upon receipt. Respondents shall not copyright, or cause to be copyrighted, any portion of any 
document submitted to VIHA as a result of this RFP. 
 

6.4 Rejection of Proposals  
 
VIHA may reject any or all proposals. Action to reject all bids shall be taken only for unreasonably high prices, error 
in the solicitation, cessation of need, unavailability of funds, failure to secure adequate competition, or any other 
reason deemed appropriate by VIHA.   

 
6.5. New Equipment  

 
All material, supplies, and equipment offered and furnished must be new and of current manufacturer production 
unless the RFP expressly permits used or reconditioned items.  
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6.6. Taxes 
 
VIHA is exempt from sales tax. The Contractor agrees to pay all taxes incurred in the performance of an awarded 
contract. 

 
6.7. Contractor Status 
 

The Contractor shall be an independent contractor and not be an employee of VIHA. 
 
6.8. Funding Limitations 
 

This procurement may be funded, in whole or in part, by grant funds provided by the US Department of Housing 
and Urban Development ("HUD"). VIHA will not be bound to any contract if HUD has disallowed funding. 

 
6.9. Government Restrictions 

 
In the event any governmental restrictions may be imposed which would necessitate alteration of the material, 
quality, quality or performance of the goods or the material, quality, quality, or performance of the goods or 
services offered, it shall be the responsibility of the successful Respondent to immediately notify VIHA in writing 
specifying the regulation which requires an alteration. VIHA reserves the right to accept any such alteration, 
including any reasonable price adjustments occasioned, or cancel the contract at no expense to VIHA. 

 
6.10 Section 3 

 
In keeping with Section 3 of The Housing and Urban Development Act of 1968, as amended, 12 USC 170 lu (Section 
3)), and in accordance with the goals of HUD, VIHA strongly encourages respondents to familiarize themselves with 
the Section 3 Rule located at 24 CFR Part 75. 
 

6.11 Errors – Proposal Rejection  
 

Each correction made by the Respondent on the Fee Proposal Form MUST BE INITIALED IN INK by each discipline. 
No modifications will be made in pencil.   
 

6.12 Acceptance Period  
 
All Respondents submitting a proposal must agree to honor the terms and conditions contained herein for ninety 
(90) days.   

 
6.13 Proposal Signature  

 
The person signing the Fee Proposal Form must be authorized to bind the Respondent contractually. Unsigned 
offers will be rejected. Unsigned requests cannot be signed after the proposal has been opened. No signatures 
shall be in pencil.  

 
6.14 Withdrawal of Proposals  

 
Proposals may be withdrawn by written notice received any time before contract award. Bids may be removed in 
person by Respondent or its authorized representative if the identity of such representative is established and 
VIHA gets a signed receipt of the withdrawn proposal before the contract award.   
 

6.15 VIHA Authorized Procurement Authority  
 
By VIHA's Final Amended Procurement Policy Statement, contracts over $250,000 shall be subject to approval by 
VIHA's Board of Commissioners before award and contract execution. 
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6.16 Amendments to Solicitation  
 
VIHA reserves the right to increase or delete any scheduled items, increase or reduce the quantity of any scheduled 
item as deemed necessary, waive informalities and technicalities, and make other changes and modifications 
consistent with VIHA's policies and the laws and regulations governing HUD. programs. 
 
All addenda to this solicitation will be posted on VIHA's website. It is the responsibility of the Respondent to 
monitor VIHA's website for any supplements issued. Each Respondent must acknowledge all addenda published 
on VIHA's website to ensure that additions are considered in their proposal response (see Exhibit L - Addenda 
Acknowledge Form). All Respondents are encouraged to check VIHA's website for additional information 
frequently. 
 

6.17 Cancellation of Solicitation 
 

VIHA reserves the right to cancel a solicitation when it is determined to be in the best interest of VIHA to do so. 
 

6.18  Contracting Officer 
 
VIHA's Contracting Officer is the Executive Director of VIHA. 

 
6.19 Due Diligence 
 

All procurement transactions shall be conducted only with responsible Contractors, i.e., those who have the 
technical and financial competence to perform and have a satisfactory record of integrity. Where warranted and 
before awarding a contract, VIHA shall review the proposed Contractor's ability to perform the contract 
successfully, considering factors such as the Contractor's integrity, compliance with public policy, a record of past 
performance (including vendor performance reports and contacting previous clients of the Contractor), and 
financial and technical resources (an extensive financial review is usually conducted on all non-bonded 
procurement transactions over $250,000 in total contract value). Contracts shall not be awarded to debarred, 
suspended, or ineligible Contractors. VIHA shall not contract with firms and individuals listed on the List of Parties 
Excluded from Federal Procurement and Non-procurement Programs. Suppose a prospective Contractor is found 
to be non-responsible. In that case, a written determination of non-responsibility shall be prepared, and the 
prospective Contractor shall be advised of the reasons for the decision. 
 

6.20 Proposal Evaluation Period  
 
When proposal evaluation is being conducted, all proposal analyses are confidential. This measure simply 
maintains the integrity of VIHA's procurement system. No VIHA personnel in any office can discuss information 
pertinent to any proposal during this period. Violation of the confidentiality of submissions pending award 
seriously compromises VIHA in establishing contractual agreements and may result in the disqualification of the 
Respondent from this procurement action.  

 
6.21 Insurance Requirements 
 

The following insurance coverage shall be carried by the Contractor during the term of this contract and will be 
subject to approval by VIHA. The premium cost of all insurance purchased by the Contractor for protection against 
risks assumed by the contract shall be borne by the Contractor and is not reimbursable by VIHA. 

 
 A. Worker's Compensation, by the laws of the Territory of the US Virgin Islands (minimum of $50,000) 
 

B. General Liability covering bodily injury, personal injury, and property damage in an amount not less than 
$250,000.00 

C. Automotive Liability covers bodily injury and property damage in an amount not less than $50,000.00. 
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D. VIHA shall be specified as an additional insured. The Contractor shall also agree to indemnify and hold 
VIHA, its officers, agents, and employees, harmless from any claims made against VIHA's officers, agents, 
and employees, which arise out of any action or omission of the Contractor or any of its officers, 
employees or agents, which agrees to indemnify and hold VIHA, its officers, agents and employees, 
harmless shall not be limited to the limit of liability insurance required under the provisions of these 
specifications or contract, of which these specifications are made a part.  

E. Proof of insurance shall be provided to VIHA before execution of this Contract and at the beginning of 
each option term (if applicable). VIHA expressly reserves the right to require the Contractor to provide 
certified copies of such policy or policies.   

Each such policy will not be canceled or materially changed or altered without first giving thirty (30) days 
written notice thereof to Marilyn Miller, Procurement Manager, Procurement Department, 9900 Oswald 
Harris Court, St. Thomas, Virgin Islands 00802, sent by certified mail, return receipt requested. 

 
6.22 Contract Administration 
 

Marvin Nesbitt, Jr., Director of Resident Wellness & Empowerment is responsible for the administration of this 
contract unless otherwise stated in the agreement. The Contracting Officer for this contract will be Robert Graham, 
C.P.M., Executive Director. The Contracting Officer is responsible for the final approval and acceptance of all 
services rendered. 

 
6.23 Contract Period 
 

VIHA anticipates that it will initially award a contract for the period of one (1) year from the Execution Date of the 
Contract.  
 

6.24         Option to Extend 
 

The contract shall have up to four (4) additional one (1) year option periods. The total contract period shall not 
exceed five (5) years from the Effective Date of the contract, i.e., the date on which VIHA executes the original 
agreement. 
 

6.25 Holidays  
 

VIHA recognizes the following holidays as vacation days for its employees: 
 

New Year’s Day     Three King’s Day    
  Martin Luther King, Jr.’s Birthday    President’s Day 

Transfer Day     Holy Thursday    
  Good Friday     Easter Monday    
  Memorial Day     Juneteenth National Independence Day 
  VI Emancipation Day    Independence Day 

Labor Day      Columbus Day    
  D. Hamilton Jackson Day    Veteran’s Day    
  Thanksgiving Day     Christmas Day    
  Boxing Day         
 

If a holiday falls on a Sunday, the following Monday will be observed. If a holiday falls on a Saturday, the preceding 
Friday will be honored. 

 
6.26 Termination of Convenience and Default 
 

VIHA reserves the right to terminate this contract without prior notification for reasons it deems in the best interest 
of VIHA by Clause 4 of the HUD Form 5370-C – General Contract Conditions Non-Construction.  If terminated, VIHA 
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will notify the Contractor of the termination in writing by certified mail, return receipt requested, and pay the 
Contractor for services rendered before the Contractor's receipt of notice of the contract termination. 

 
6.27 Advertising 
 

Respondent agrees not to use the fact or the results from submitting a proposal as a part of any commercial 
advertising. VIHA does not permit the use of VIHA's relationship with an entity for purposes of marketing efforts 
unless VIHA agrees explicitly otherwise.   

 
6.28 Notices 
 

All notices, demands, requests, and claims about the award of this contract must be addressed in writing to: 
 

Robert Graham, C.P.M. 
Executive Director/Contracting Officer 
The Virgin Islands Housing Authority 
9900 Oswald Harris Court 
St. Thomas, Virgin Islands 00802 

 
Any protest against this procurement action must be received before the due date to receive proposals. Any 
protest against the contract award must be received within ten (10) calendar days after the contract award, or the 
protest will not be considered. All proposal protests shall be in writing and give complete and detailed reasons why 
the actual or prospective Contractor is protesting the solicitation and award. The proposal protest shall be 
submitted to the authorized VIHA personnel or designee, who shall review the protest and all other related 
information and issue a written decision on the matter. The authorized VIHA personnel or designee may, at their 
discretion, suspend the procurement and contract award pending resolution of the protest if warranted by the 
facts presented. The authorized VIHA personnel or designee will have final ruling authority. 
 

6.29 Compliance with Law  
 

The Contractor, and its subcontractors at all tiers, shall ensure the strictest compliance with all applicable Federal, 
State/Territory and local laws, regulations, ordinances and requirements applicable to the work described herein 
including, but not limited to, those applicable laws, rules and requirements governing equal employment 
opportunity programs, subcontracting with small and minority firms, women's business enterprise, and labor 
surplus area firms, equal opportunity for businesses and unemployed and underemployed persons (as referenced 
in Section 3 of The Housing and Urban Development Act of 1968, as amended, 12 USC 1701u (Section 3), applicable 
Americans with Disabilities Act ("ADA ") and amendments, Fair Housing Act ("FHAct"), and Uniform Federal 
Accessibility Standards ("UFAS") standards and regulations, the Davis-Bacon Act, and those laws and regulations 
concerning the abatement and remediation of asbestos and lead-based paint, and shall provide for such 
compliance in the contract documents. To the extent the work required under this contract is related to 
development, the Contractor shall further comply with the applicable Annual Contributions Contract (ACC) about 
such action. To the extent such work is associated with a mixed-finance development, the Contractor shall comply 
with 24 CFR' 941.208. At the Contractor's expense, the Contractor shall obtain such permits, certificates, and 
licenses as required in the performance of the work specified. 

 
6.30 Indemnification 
 

VIHA cannot and by the agreement relating to this RFP, does not agree to indemnify, hold harmless, exonerate or 
assume the defense of the Contractor or any other person or entity whatsoever for any purpose whatsoever. 

 
6.31 Standards of Conduct 
 

The Contractor shall be responsible for maintaining satisfactory standards of employees' competency, conduct, 
courtesy, appearance, honesty, and integrity, and shall be responsible for taking such disciplinary action 
concerning any employee, as may be necessary. 
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6.32 Public Records  
 

Respondents are advised that all submissions may be made available to the public on request upon completion of 
the process and award of an Agreement. Most procurement information that is not proprietary is a matter of 
public record and shall be available to the public to the extent provided in the United States Virgin Island's Freedom 
of Information Act. Accordingly, any information which the Respondent thinks benefits from an exception to 
disclosure shall be clearly identified as such and segregated from the rest of the proposal. VIHA, at its discretion, 
shall determine which information may be disclosed under the Virgin Islands Public Records Law. By responding to 
this RFP, Respondent agrees that any determination made regarding the disclosure of information contained in 
the response is satisfactory. 
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