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   Oklahoma Housing Finance Agency		Performance Based Contract Administration

OKLAHOMA HOUSING FINANCE AGENCY (OHFA)
REQUEST FOR BID (RFB)
Performance Based Contract Administration Services
Processing Rent Adjustments (Task 3)

RFB Information
Issue Date: _August 3, 2026_______
RFB#: HUD0100____ 
Bid Due Date and Time: 4:30pm August 21, 2026__
Contract Term: Three (3) Months with option of 3-month extension
Optional Extension: Up to ninety (90) Days at OHFA's Sole Discretion
Contract Type: Professional Consulting Services





LATE PROPOSALS WILL BE REJECTED









1. Introduction
The Oklahoma Housing Finance Agency (OHFA) is soliciting bids from qualified firms or independent Consultant for Performance Based Contract Administration services to assist OHFA with the processing of monthly rent adjustments (Task 3) for HUD-assisted properties.
The selected Consultant shall possess the experience, technical knowledge, staffing capacity, and organizational resources necessary to perform all required services in accordance with applicable U.S. Department of Housing and Urban Development (HUD) regulations, Contract Administrator requirements, and OHFA policies and procedures.

2. Purpose
The purpose of this solicitation is to obtain professional consulting services to ensure timely, accurate, and compliant processing of monthly rent adjustment requests submitted by owners and management agents participating in HUD-assisted housing programs.

3. Scope of Services
The Consultant shall provide all personnel, supervision, equipment, and resources necessary to perform the following services:
A. Rent Adjustment Processing
· Review rent adjustment requests for completeness and accuracy.
· Verify compliance with HUD regulations, guidance, notices, handbooks, and Contract Administrator requirements.
· Review supporting documentation submitted by property owners and management agents.
· Identify deficiencies, missing documentation, or inconsistencies.
· Communicate with owners or management agents regarding required corrections.
· Process eligible rent adjustment requests within established timelines.

B. Quality Assurance
· Conduct quality control reviews prior to submission.
· Ensure all calculations and supporting documentation are accurate.
· Maintain consistency with HUD policies and OHFA procedures.
· Document all actions taken during the review process.
C. Submission to OHFA
· Prepare completed rent adjustment packages.
· Submit finalized packages to OHFA for review and approval.
· Respond promptly to OHFA requests for clarification or corrections.
· Assist with revisions requested by OHFA or HUD.
D. Record Management
Maintain organized electronic records of:
· Rent adjustment requests
· Supporting documentation
· Review notes
· Correspondence
· Submission dates
· Status tracking







4. Contractor Qualifications
Interested bidders shall demonstrate:
· Experience administering HUD housing programs.
· Experience processing Project-Based Section 8 rent adjustments.
· Knowledge of HUD regulations and Contract Administrator requirements.
· Experience working with HUD systems and documentation.
· Sufficient staffing to meet monthly processing requirements.
· Effective quality control procedures.
· Strong written and verbal communication skills.
Preference may be given to firms with previous Contract Administrator experience.

5. Contract Period
Contract Term: The initial contract term shall be ninety (90) days from the effective date of the agreement. At OHFA’s sole discretion, the contract may be extended for one (1) additional ninety (90) day period, subject to satisfactory contractor performance, continued programmatic need, and approval by the OHFA Board of Trustees. OHFA reserves the right not to exercise the extension option.
No guarantee is made regarding the total volume of work.








6. Submission Instructions
Interested bidders shall submit one (1) electronic copy (PDF) and/or one (1) signed original proposal containing the following information:
Proposal Contents
1. Cover Letter
2. Company Background
3. Qualifications and Experience
4. Description of Relevant HUD Experience
5. Proposed Staffing Plan
6. Resumes of Key Personnel
7. Technical Approach and Work Plan
8. Quality Control Procedures
9. References (minimum of three)
10. Proposed Cost Proposal
11. Required Certifications
12. Any Additional Supporting Information
Proposals shall remain valid for ninety (90) calendar days following the submission deadline.
Late proposals will not be considered.







7. Bid Due Date
Proposals must be received no later than:
Date: August 21, 2026____
Time: 4:30pm CST________
Submit proposals to:
Oklahoma Housing Finance Agency
Attn: Kevin Benge_____________
Address: Oklahoma Housing Finance Agency (OHFA)_____
                   100 NW 63rd Street Oklahoma City, OK 73116_
Email: Kevin.Benge@ohfa.org

8. Procurement Schedule
	Milestone
	Date

	RFB Issued
	August 3, 2026___

	Questions Due
	August 14, 2026___

	Responses to Questions Issued
	August 19, 2026____

	Proposal Due Date
	August 21,2026____

	Evaluation Period
	August 24 – 26 2026_

	Notice of Intended Award
	August 27, 2026____

	Contract Execution
	August 31, 2026_____

	Anticipated Start Date
	September 1, 2026__


OHFA reserves the right to modify this schedule as necessary.


9. Questions Regarding this Solicitation
Questions concerning this Request for Bid must be submitted in writing by the deadline identified in the Procurement Schedule.
Questions shall be directed to:
Procurement Contact
Name: _Kevin Benge___________
Title: __Procurement Supervisor
Email: 	Kevin.benge@ohfa.org __
Responses to questions will be distributed to all known prospective bidders.

10. Evaluation Criteria
Proposals will be evaluated using the following criteria:
	Evaluation Factor
	Weight

	Cost Proposal
	30%

	Relevant Experience
	25%

	Technical Approach
	20%

	References and Past Performance
	10%

	Staffing Capacity
	15%


OHFA reserves the right to request interviews, presentations, demonstrations, or additional information from any bidder.





11. Required Certifications
By submitting a proposal, the bidder certifies that:
· The proposal is made without collusion.
· The bidder is authorized to conduct business in the State of Oklahoma.
· The bidder is not suspended or debarred from doing business with any federal or state agency.
· The bidder will comply with all applicable federal, state, and local laws.
· The bidder maintains all required professional licenses and insurance.
· The bidder agrees to comply with all applicable HUD requirements.
· The bidder will maintain confidentiality of all information received during the performance of the contract.
Prior to contract execution, the successful bidder shall be required to provide:
· Certificate of Insurance
· W-9
· Business Registration
· Non-Collusion Affidavit
· Certification Regarding Debarment and Suspension
· Equal Opportunity Certification
· Any additional documentation required by OHFA

12. Standard Terms and Conditions
The successful Consultant shall agree to the following:
Contract Administration
The Consultant shall perform all services in accordance with the executed contract and OHFA requirements.

Independent Consultant
The Consultant shall act solely as an independent Consultant and not as an employee of OHFA.
Confidentiality
The Consultant shall protect all confidential information obtained during the performance of services and shall not disclose such information without written authorization.
Compliance 
The Consultant shall comply with:
· HUD regulations
· Federal procurement requirements
· State of Oklahoma laws
· OHFA policies and procedures
Records
All records associated with this contract shall be maintained and made available for audit upon request.
Termination
OHFA reserves the right to terminate the contract for convenience or for cause in accordance with the contract terms.
Insurance
The successful Contractor shall maintain insurance coverage acceptable to OHFA throughout the contract period.
Assignment
The contract may not be assigned or subcontracted without prior written approval from OHFA.
Conflict of Interest


The Consultant shall disclose any actual or potential conflicts of interest and shall comply with all applicable conflict-of-interest requirements.

13. Reservation of Rights
OHFA reserves the right to:
· Reject any or all proposals.
· Waive minor informalities or irregularities.
· Request clarification or additional information.
· Negotiate with one or more bidders.
· Cancel or reissue this solicitation.
· Award a contract in whole or in part.
· Determine the proposal that is in the best interest of OHFA.

14. Equal Opportunity Statement
The Oklahoma Housing Finance Agency is an Equal Opportunity Employer and Equal Opportunity Contracting Agency.
OHFA encourages participation by qualified small businesses, minority-owned businesses, women-owned businesses, veteran-owned businesses, and disadvantaged business enterprises.







Attachment Checklist
Proposals should include the following attachments:
· □ Cover Letter
· □ Company Profile
· □ Organizational Chart
· □ Key Personnel Resumes
· □ Technical Proposal
· □ Cost Proposal
· □ Three References
· □ Required Certifications
· □ Certificate of Insurance (if requested)
· □ W-9
· □ Additional Supporting Documentation
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