DISCLAIMER: This document provides a sample Requests for Proposal (RFP) from a Bay Area jurisdiction for informational purposes only. The RFP included herein have not been vetted or endorsed. They are provided solely as samples and do not constitute legal advice or endorsement of any proposed development project. Local staff should consult with their city attorney or county counsel before taking any actions suggested herein.
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FOR
AFFORDABLE HOUSING PROGRAM ASSISTANCE



INTRODUCTION
The City of Emeryville (“City”) has policies and programs to support affordable rental and homeownership through the creation, maintenance, and preservation of affordable rental and homeownership opportunities for income-eligible households. The City currently implements this mission primarily through the following activities:
Providing low interest rate loans to produce new affordable rental housing
Creation of deed restricted Below Market Rate (“BMR”) units through the City’s Affordable Housing Set-Aside Ordinance.
First Time Homebuyer assistance directly to income eligible buyers in the form of fully deferred “silent second” mortgages
Prior to the dissolution of the Emeryville Redevelopment Agency in 2012, a variety of affordable housing programs were implemented which have long term compliance requirements the City must manage. These homeownership and rental assets include over 230 BMR ownership units, 180 homebuyer loans and over 600 existing BMR rental units.
In 2018, Emeryville voters approved the issuance of up to $50,000,000 in general obligation bonds to support the production and preservation of affordable housing in Emeryville. On March 2, 2021 the City Council approved the Affordable Housing Bond Administration and Expenditure Plan (“Expenditure Plan”). The Expenditure Plan guides the expenditure of the Measure C Affordable Housing Bond funds, as well as approximately $14,000,000 in additional affordable housing resources available to the City, for a total investment of over $64,000,000. The Expenditure Plan programs funding for a variety of programs including first time homebuyer loans, foreclosure prevention, and development of additional affordable rental housing.
In light of the demands of the existing affordable housing portfolio as well as the increase in affordable housing activities called for in the Expenditure Plan, the City has determined that additional support is needed to ensure timely implementation and administration of the affordable home ownership programs and to ensure the City is implementing current best practices for the preservation of its existing affordable housing stock.
AFFORDABLE HOUSING PROGRAM ASSISTANCE PROGRAMS
The City is seeking the services of a professional service provider (“Firm”) to provide Affordable Housing Program Assistance, which includes:
Managing the resale of BMR homeowner units
Processing BMR Homeownership and Down Payment Assistance applications
Processing requests for homeowner loan payoffs and subordinations
Monitoring owner occupancy requirements
Reviewing initial income verification for new BMR rental units
Reviewing BMR Rental Annual Compliance Reports
Provide training and technical assistance on BMR requirements and guidelines to BMR Property Managers
Monitor the BMR Ownership portfolio and provide foreclosure prevention referrals to homeowners and recommendations on asset retention to the City
Responding to inquiries, maintaining records and resolving questions and issues that arise during program operation. 
The Firm should have a background in administering similar affordable homebuyer and rental programs for municipalities and should be able to commence work for the City in March 2023.
SCOPE OF SERVICES
The following scope of services is intended to provide information to proposing firms regarding the expectations of the City. As such, it is only a template and firms are encouraged to develop their own proposed scope of work to accurately communicate the proposed tasks and deliverables. Firms are also encouraged to consider creative approaches with the aim of effective service delivery to the City and those that utilize the Affordable Housing Programs.
TASK 1 PUBLIC INFORMATION AND PROGRAM ADMINISTRATION
Public Information
Firm will respond regularly to inquiries regarding the City’s homebuyer loan and BMR ownership units, received by telephone, mail, website, referral, and email. In addition, firm will distribute program information to all interested parties. This information includes but is not limited to brochures, applications, program guidelines, and information regarding homebuyer education classes.
Records Management
Firm will maintain detailed records on the following information:
Number of loans requested, approved, funded, and denied
Loan recipients and units purchased
Marketing activities
Participant information and correspondence
Affordable Homebuyer and Rental Program Guidelines
Firm will assist the City is making necessary changes to the BMR Ownership guidelines, First Time Homebuyer Loan Program guidelines, BMR Rental Program guidelines, BMR Monitoring guidelines, and supporting program materials, as needed. Firm will prepare reports or memorandums summarizing any changes made throughout the term of the contract at the discretion of City Staff.
TASK 2 ASSET MANAGEMENT – AFFORDABLE HOMEBUYERS PROGRAMS AND REHABILITATION PROGRAM
1. Loan Portfolio Management
Firm will process requests related to existing program assets, including BMR units and outstanding loans. Requests may include, but are not limited to:
Capital improvement credits
Loan retirements and repayments
Reconveyances/quit claims
Subordination
Trusts
Note: The City processes on average 12 transactions annually, however this does not include requests that are initiated but not completed by the homeowner.
Owner Occupancy Monitoring
Firm will monitor owner-occupancy requirements for the housing programs, as applicable. Firm will prepare demands for loan repayments and demands for the sale of non-owner occupied BMR units and will initiate foreclosure proceedings, if necessary, upon the direction of the City Staff.
Note: The city conducted screening and/or reviewed monitoring submission documents for approximately 230 homeowners in 2022.
TASK 3 LOAN CLOSINGS – FTHB HOMEBUYER LOAN PROGRAM
1. FTHB Homebuyer Application Processing
Firm will review all loan program applications and provide the City with a recommendation for approval or rejection. For approved applicants, Firm will prepare the necessary information and documentation, provide it to the City for execution, and to the escrow officer in a timely manner to ensure a successful closing.
FTHB Loan Closing
Firm will work directly with potentially eligible loan program applicants, as well as with other parties to the potential transaction including real estate agents, lenders, mortgage brokers, and/or contractors, to facilitate the closing of City loans. Firm will work proactively throughout the process to identify and resolve any potential problems.
Note: The City received 1 applications and closed 1 loan under the FTHB program between 2020 and 2022. This program is under review to determine necessary modifications to be able to deploy programmed funds from the Measure C Affordable Housing Bond. Projections from Measure C estimate 30 FTHB loans.
TASK 4 AFFORDABLE OWNERSHIP HOUSING PROGRAM
1. Resale Management
Firm will coordinate with BMR homeowners interested in selling their BMR unit to ensure that the listing, marketing and sale comply with the program guidelines. Firm will calculate maximum resale price, which may include an allowance for capital improvements, review the listing agreement, authorize the MLS listing of the home, conduct an inspection of the BMR unit to ensure that the home is in good repair and clean, ensure the marketing guidelines are followed, and coordinate with the homeowner, real estate agent and title company on the sale of the house.
Purchaser Eligibility Review
Firm will review applications for the purchase of BMR units to determine the household’s eligibility. Firm will work directly with applicants, as well as with their real estate agent, lender, and/or mortgage broker, during the application period and throughout the transaction to facilitate the close of escrow. Firm will work proactively with all parties to identify and resolve any issues and will maintain the necessary information and documentation and provide it to the escrow officer in a timely manner to ensure a timely closing.
Note: The City closes, on average, 6 BMR resales annually, however this does not include requests that are initiated but not completed by the homeowner.
Purchaser Selection Process and Implementation
City is considering amending its Resale Restriction Agreements on future BMR resales to require a 3rd party assist in marketing, screening and selecting the new eligible buyer via a lottery process. Firm will provide assistance in designing the revised resale process and begin implementing the new selection process as BMR units are resold.
TASK 5 CALHOME PROGRAM
Firm will process applications for homebuyer loans funded through the CalHome program. Firm will track requests to HCD to reimburse the City for funded CalHome loans and activity delivery costs. In addition, Firm will prepare quarterly and annual/closeout reports on the City’s behalf for submittal to HCD for CalHome funds. Firm will assist in performing program monitoring. Firm will assist the City in determining if any programmatic changes can be made to implement the program more effectively within the City of Emeryville, upon the authorization of HCD.
Note: The City received 0 applications and closed 0 loans under the CalHOME program from 2020-2022 This program is under review to determine necessary modifications to be able to deploy these funds.
TASK 6 CALHOME PROGRAM
Firm will review loan repayment statements and process checks from loan servicing companies for the remaining outstanding loans under the Special Assessment Loan Program. In addition, the Firm will process requests for loan subordinations and reconveyances for these loans.
Note: The City processes approximately 1 special assessment loan on an annual basis.
TASK 7 FORECLOSURE PREVENTION PROGRAM
Foreclosures can be devastating to a homeowner and highly detrimental to a housing program, often resulting in the loss of program funds and the loss of affordability restrictions on the home. The Firm will work closely with Homebuyer Loan Program participants who are in default on their mortgages or their Home Owner Association (HOA) dues to offer resources, including referrals to HUD-approved housing counseling agencies, and assist in determining potential solutions. The Firm will take phone calls, respond to emails, and schedule appointments with at-risk homeowners as needed.
Note: The City is in the process of developing a Foreclosure Prevention Assistance Program, funded with Measure C Affordable Housing Bond. Firm may provide assistance in designing program requirements, guidelines, and manage program implementation. Projections from the Measure C estimate 15 Foreclosure Assistance Loans.
TASK 8 AFFORDABLE RENTAL PROGRAM
1. Rental Administration Assistance
At the City’s request, Firm staff will assist with routine tasks associated with the administration of the BMR rental program. Tasks may include recordkeeping, tracking information and updating databases, maintaining paper and digital files, updating program materials, provide on-board training to new BMR property managers, working with staff to provide an annual training to property managers on BMR rental guidelines, and providing on-going support to Property Managers regarding implementation of guidelines.
Rental Compliance Monitoring
Firm will assist with the review of annual and semi-annual compliance reports for the affordable rental housing program. Firm will assist in performing on-site monitoring visits of BMR Rental projects with compliance issues or concerns. Firm will prepare monitoring reports detailing the outcome of the compliance monitoring and work with the property manager to ensure issues are resolved.
Note: The City currently has 20 properties within the BMR Rental program that are operational.
TASK 9 BMR RENTAL INCOME VERIFICATION ASSISTANCE
Upon request from the City, if a BMR rental unit will be ready for initial lease-up during the term of the contractual agreement, the Firm will provide technical assistance to the property management staff on how to review tenant applications and complete compliance checks on any approvals submitted by the property management.
Note: Within the next three years, it is estimated that approximately 120 units will be ready for initial lease-up. This number is an estimate and is subject to change.
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