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DISCLAIMER: This template scope of services is provided solely for informational purposes to assist jurisdictions in drafting third-party verification service requests related to compliance with SB 330, the Ellis Act and Density Bonus Law. It is not legal advice and should not be relied upon as a definitive interpretation of state legislation or local regulations. Jurisdictions should consult with their city attorney or county counsel to ensure consistency with local codes, legal requirements and project-specific circumstances.  
1. Introduction
[Jurisdiction Name] seeks proposals from qualified firms to provide third-party verification services for identifying and documenting the income levels of households that may have resided in units proposed for demolition. These services are critical to ensuring compliance with the replacement housing provisions of California Senate Bill (SB) 330, Ellis Act, and Density Bonus Law, which require jurisdictions to determine if any housing units have been occupied by low-income households (those earning less than 80% of Area Median Income) within the past five years (or 10 years, for Ellis Act units) and to calculate the resulting replacement obligations.
2. Scope of Work
The selected firm will be required to perform the following services:
Historic Income Verification (SB 330, Ellis Act and State Density Bonus Compliance)
· Research and identify whether units proposed for demolition are currently or were previously occupied by low-income households within the previous five years. “Protected units” subject to SB 330 requirements include: 
· Any units that had a low-income deed restriction for any of the previous five years.
· Any units that were subject to rent control for any of the previous five years.
· Any units that were rented by a household that qualified as lower income for any of the previous five years.
· Any units that were removed from the market per the Ellis Act (Government Code Section 7060, et seq) in the previous 10 years.
· Communicate directly with applicants for development projects to ensure complete and timely submission of replacement housing information, including current and former tenant information, as required by Section XXXX of the [Jurisdiction] Code
· When tenants have already vacated the property, use a combination of methods to reconstruct occupancy history and income status, including:
· Interviews with former tenants, neighbors or property managers.
· Review of utility records, eviction filings, housing inspection reports, or tax assessor data.
· Examination of rent control registry records, rental agreements and lease terms.
· Analysis of available rent payment histories, 1099 or W-2 forms (if obtainable), or other financial documentation.
· Review of school enrollment records and public benefit participation (e.g., CalFresh, Medi-Cal).
· Coordination with local legal aid organizations or tenant advocacy groups that may have served past occupants.
· Document efforts taken and sources used to verify occupancy and income levels, even in the absence of direct tenant contact.
Affordability Determination
· Determine income levels of prior tenants using the State of California income limits applicable at the time of occupancy.[footnoteRef:1] [1: Note: If an existing tenant is not low-income but resides in a protected unit, that tenant is not required to be offered relocation assistance or right to return.] 

· Classify units as extremely low-, very low-, low-, or moderate-income in accordance with SB 330.
· Document findings in a format acceptable to the [Jurisdiction Name]'s Planning and Housing Departments.
Replacement Obligation Calculation
· For each unit identified as “protected units”, calculate the number and type of replacement units required under SB 330.
· Determine the affordability level, bedroom count, and tenure type (rental or ownership) for replacement units in accordance with state law and any applicable local ordinances.
· Where no verifiable tenant information exists, use the Comprehensive Housing Affordability Strategy (CHAS) data from the U.S. Department of Housing and Urban Development (HUD) to determine the distribution of households by income category in the applicable census tract or block group. Use this distribution to estimate the proportion of units previously occupied by extremely low-, very low-, low-, and moderate-income households.
· Apply this estimated income distribution to the number of unverified units to determine the required number and types of replacement units.
· Incorporate additional factors such as the application of density bonuses, development size, or zoning overlays as required for determining replacement obligations.
· Provide a summary matrix or table clearly identifying the number and characteristics of required replacement units.
Facilitation of Assistance to Tenants 
Working with jurisdiction staff, the selected firm will also facilitate the timely and accurate payment of required benefits, which will include the following steps: 
· Communicating with current and former tenant households regarding rights under SB 330 and local laws; 
· Reviewing tenant relocation assistance applications and verifying tenant eligibility for benefits under SB 330 and local relocation assistance laws; 
· Facilitating the payment of relocation benefits; and
· Facilitating communication with tenants regarding the right to return to new development.
For reference, please see the Guide to California State Replacement Housing Requirements. 
Additional Requirements:
Compliance Reporting
· Prepare and submit reports that clearly outline the findings and identify units that trigger replacement obligations.
· Provide standardized forms or templates that the jurisdiction can use to support SB 330 determinations and monitor compliance over time.
· Offer audit support and respond to public or legal inquiries regarding methodology and findings.
Optional Additional Services
· Support during public hearings or administrative appeals related to SB 330 determinations.
· Creation of a searchable database or archive of historical occupancy/income findings.
· Multilingual outreach to current and former tenants or community-based organizations for data collection.
3. Proposal Submission Requirements
Interested firms must submit proposals including the following information:
1. Company Background: Overview of the firm, years in business and relevant experience with affordable housing and SB 330 or similar compliance services.
2. Approach & Methodology: Description of the process for identifying prior tenant income levels and calculating replacement obligations, including tools, sources and safeguards for data accuracy. Include how CHAS data and alternative verification strategies will be used when tenant information is unavailable.
3. Experience & Qualifications: Examples of past work with cities, counties, or housing authorities on similar verification efforts.
4. Pricing Structure: Detailed cost proposal, including per-unit or per-project verification fees and any other costs.
5. References: Contact information for at least three public sector clients.
4. Evaluation Criteria
Proposals will be evaluated based on the following:
· Relevant Experience (30%) – Demonstrated success in conducting income verifications and SB 330 or similar housing law compliance.
· Methodology (25%) – Thoroughness and reliability of the approach for verifying historical tenant incomes and calculating replacement housing obligations.
· Cost (20%) – Overall cost competitiveness and transparency.
· Tools & Technology (15%) – Effective use of technology to ensure secure and efficient data handling.
· References (10%) – Feedback and results from similar past engagements.
5. Deliverables & Performance Expectations
The selected firm will be expected to:
· Complete verifications and replacement obligation calculations within [X] business days of receiving a request.
· Provide detailed reports summarizing findings for each unit.
· Maintain confidential and secure handling of all sensitive tenant information.
· Ensure all services meet or exceed SB 330 requirements and align with applicable state and local regulations.
6. Timeline & Submission Details
· Proposal Due Date: [Insert Date]
· Selection Notification: [Insert Date]
· Contract Start Date: [Insert Date]
· Submission Email/Address: [Insert Contact Information]
For questions, please contact [Jurisdiction Contact Name] at [Email/Phone].
[Jurisdiction Name] reserves the right to reject any or all proposals and to negotiate terms with the selected firm.
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