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I. Project Overview 
 

A. Introduction; Statement of Purpose 

 

The mission of the Office of Supportive Housing is to provide the leadership, coordination, planning, and 

mobilization of resources to make homelessness rare, brief and non-recurring in the City of Philadelphia. 

The Office of Supportive Housing (OSH) is the Collaborative Applicant for the Philadelphia Continuum 

of Care, and as such is responsible for conducting a local review process and selecting housing projects to 

be submitted for funding.  OSH will serve as the direct HUD grantee; the agency sponsoring the project 

will be a sub recipient via a contract with OSH. 

 

On June 29, 2016, the U.S. Department of Housing and Urban Development (HUD) issued a Notice of 

Funding Availability (NOFA) for Continuum of Care (CoC) Programs.  The NOFA allows Philadelphia 

to submit funding requests for new projects or reallocate funds from existing projects.  Philadelphia’s 

collaborative application in response to the NOFA will be compiled and submitted by the City of 

Philadelphia, Office of Supportive Housing, on behalf of applicant organizations, subject to the approval 

of the CoC Board.  A local review and ranking process is required prior to the compilation of the HUD 

application.  This RFP is one component of that required local process.  

 

B. Project Background 

 

In 2012, as a part of the Homeless Assistance and Rapid Transition to Housing Act of 2009 (HEARTH 

Act), HUD implemented the Continuum of Care.  The Continuum of Care consolidated into a single 

program what used to be known as the Supportive Housing Program (SHP) and Shelter Plus Care (S+C) 

programs.  The Continuum of Care is designed to promote the development of transitional and permanent 

supportive housing and to rapidly rehouse homeless persons in a concerted effort to assist homeless 

persons to live as independently as possible.   

 

The Continuum of Care program is authorized by the Homeless Assistance and Rapid Transition to 

Housing Act of 2009 (HEARTH Act).  Section 1504 of the HEARTH Act directs HUD to establish 

regulations for this program. Funds made available under the Continuum of Care program  are subject to 

the interim program regulations at 24 CFR part 578, effective 8/31/12. Continuum of Care  program 

regulations can be accessed through the following web page:  

https://www.hudexchange.info/programs/coc/ Applicants  under this RFP are strongly encouraged to 

review the information on the webpage prior to submitting a proposal.  

 

In the 2016 competition, potential applicants for new project funding must be private non-profit 

organizations with tax-exempt status under Section 501(c)(3) of the 1986 IRS Code as amended. 

 

There is no maximum request for a project under this RFP. The 2016 NOFA indicates that HUD will 

provide bonus funding for new permanent housing projects in Philadelphia in an amount up to 

$1,631,586. HUD has also indicated that the the City may reallocate funds in whole or in part from 

existing projects to create one or more new projects in 2016.  In addition, proposals are being sought 

under this RFP for the Family CoC Rapid Re-housing Project awarded in the 2015 CoC competition, and 

potentially other projects, depending upon funding. 

 

The Philadelphia’s CoC Board identified the following as the highest priority: 

- New permanent supportive housing projects that serve chronically homeless individuals; and 

https://www.hudexchange.info/programs/coc/
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- New Rapid Re-housing projects that serve homeless individuals, including unaccompanied youth 

(ages 18-24), and families coming directly from the streets or emergency shelter or fleeing 

domestic violence. 

 

In response to this RFP, the City is solely seeking proposals for Rapid Re-housing projects. A 

separate RFP is seeking proposals to provide permanent supportive housing for people 

experiencing chronic homelessness.  

 

C. Eligible Applicants 

 

The proposals submitted in response to this RFP will be reviewed for inclusion in the City’s competitive 

annual Consolidated Application to HUD for Continuum of Care program funding.   

 

Non-Profit Organizations: HUD’s criteria for a private non-profit organization, is an entity: 

 

 In which, no part of the net earnings inure to the benefit of any member, founder, contributor, or 

individual; 

 That has a voluntary board; 

 That has a functioning accounting system that is operated in accordance with generally accepted 

accounting principles, or has designated a fiscal agent that will maintain a functioning accounting 

system for the organization in accordance with generally accepted accounting principles; and 

 That practices nondiscrimination in the provision of assistance. 

 

A private nonprofit organization does not include governmental organizations, such as public housing 

agencies. 

 

The eligible nonprofit applicant or partner/s must demonstrate the financial and management capacity and 

experience to carry out the project as detailed in its project application and to administer Federal funds.  

In addition: 

 Five (5)  years organizational experience providing services to homeless families in a residential 

or non-residential setting; 

 Five (5) years of experience successfully providing services to homeless individuals or families 

with disabilities ( i.e., history of substance abuse, physical and/or mental health issues);  

 At least three (3) years of experience successfully providing housing and case management 

services to the target population; 

 Established partnerships with providers of mainstream resources and benefits, as well as other 

relevant service providers; 

 Financial solvency and administrative capacity to operate a program of the indicated scope; 

 Demonstrated track record of being an equal opportunity employer, without any founded charges 

of unfair hiring or promotions within the past ten years; 

 Must not be currently indebted to the Federal Government, State of Pennsylvania, or the City of 

Philadelphia for nonpayment of taxes, fines, judgments, liens or fees. 

 

 

D. General Disclaimer of the City 

 

This RFP does not commit the City of Philadelphia to award a contract.  This RFP and the process it 

describes are proprietary to the City and are for the sole and exclusive benefit of the City.  No other party, 

including any Applicant, is intended to be granted any rights hereunder.  Any response, including written 

documents and verbal communication, by any Applicant to this RFP, shall become the property of the 

City and may be subject to public disclosure by the City, or any authorized agent of the City. 
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II. Scope of Work 

 

A. Project Details 

 

The City is seeking proposals for Rapid Re-housing projects that serve individuals and families. 

Rapid Re-housing is a program that provides rental assistance and supportive services to help individuals 

and families who are homeless move as quickly as possible into permanent housing. 

 

B. Eligible Beneficiaries (Program Participants) 

 

All participants in 2016 CoC funded Rapid Re-housing projects must serve homeless individuals and 

families, including youth, coming directly from the streets or emergency shelters, or are persons fleeing 

situations including domestic violence, dating violence, sexual assault, stalking or other dangerous or life-

threatening conditions that relate to violence against the individual or a family member, including a child, 

that has either taken place within the individual’s or family’s primary nighttime residence or has made the 

individual or family afraid to return to their primary nighttime residence. If applying to serve individuals 

or families under this criteria, individuals must have no other residence and lack the resources or support 

networks, e.g., family, friends, and faith- based or other social networks, to obtain other permanent 

housing.    (As required by the 2016 CoC NOFA) 

 

C. Eligible Activities for New Rapid Re-housing Projects 

These are activities deemed eligible under HUD guidelines.  The Rapid Re-housing program components 

that are required locally are described in Section D. 

Eligible Activities  Grant Funds May Be Used To: 

Rental Assistance Short Term: 1-3 months 

Medium Term: 4-24 months 

Funds may be used for security deposits. The 

amount of rental assistance requested is derived 

from the Fair Market Rent for the unit size 

requested. 

Supportive Services Services must be offered to program participants 

during the full duration of their tenancy. Eligible 

services are as follows: 

o Annual assessment of service 

needs 

o Assistance with moving costs 

o Case management (providing 

ongoing risk assessment and safety 

planning with victims of domestic 

violence, dating violence, sexual 

assault, and stalking; Counseling; 

Developing, securing, and 

coordinating services; Obtaining 

Federal, State, and local benefits; 

Monitoring and evaluating 

program participant progress; 

Providing information and 

referrals to other providers; 

Developing an individualized 
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housing and service plan, 

including planning a path to 

permanent housing stability; 

Conducting required annual 

assessment of service needs (re-

evaluation)) 

 

o Child care operations or vouchers 

o Education services 

o Employment assistance and job 

training 

o Food 

o Housing search and counseling 

(Tenant counseling; 

Understanding leases; Making 

moving arrangements; Mediation 

with property owners and 

landlords; Credit counseling, 

accessing a free person credit 

report, and resolving personal 

credit issues; and Payment of 

rental application fees) 

o Legal services 

o Life Skills training 

o Outpatient mental health or 

physical health services; or 

outpatient substance abuse  

o Outreach services 

o Transportation  

o Utility deposits 

In the past, the City has capped the supportive 

services request. There is no cap, but costs must be 

reasonable for the project proposed. 

Project Administration Recipients or subrecipients may use up to 10% of 

any grant for project administrative costs.  

Expenses related to the overall adminstration of the 

grant such as management, coordination, 

monitoring and evaluation, and environmental 

review are eligible. Costs for staff and overhead 

directly associated with carrying out activities 

under leasing or rental assistance are not 

administrative costs,but are eligible costs under 

leasing and rental assistance. Of the total 10% 

administrative costs, 5% will be retained by the 

Office of Supportive Housing to support 

management of the HUD grant. 

 

The 2016 Continuum of Care program permits grants for new projects with terms of up to 5 years. 

Proposals should request one year of funding. OSH may increase  the terms based on the funding 

available. Renewal funding may be requested in subsequent years.  

 

All activities listed in the charts above must be matched with a 25% cash or in-kind contribution.  
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D. Local Rapid Re-housing Required Program Components 

Housing Search and Inspection:   Applicants will assist household in identifying and will inspect 

affordable market-rate and subsidized housing opportunities for households.  Housing units must be 

inspected and meet Housing Quality Standards.   According to HUD guidelines, properties that are owned 

by the applicant agency receiving an OSH grant, sub-grantee or parent, subsidiary or affiliated 

organization of the applicant agency may not receive rental assistance through the Rapid Re-housing 

program. 

 

HUD Housing Quality Standards are provided by HUD.  Housing units must be inspected on initial 

occupancy and should be inspected on an annual basis for the term of Rapid Re-housing assistance. The 

Housing Quality Standards include, but are not limited to, the inspection of the following: 

 

Housing occupied by families with children must also comply with requirements of the Lead Based Paint 

Poisoning Act.   

 

Intake:   Applicants will assign a Housing Stabilization Specialist (HSS) to review the referral packet and 

meet with individual or family to determine most appropriate housing options.  

 

Applicants must have the capacity to: 

 

1. Have staff available 5 days a week to conduct intake interviews. 

2. Schedule Rapid Re-housing client’s initial intake appointment within 10-days business days after 

receiving a Rapid Re-housing application from OSH. 

3. Record intake information in the HMIS system and track all referrals utilizing the established 

Homeless Management Information System. 

4. Streamline and supervise the intake process. 

5. Identify and show three (3) potential rental housing units to each Rapid Re-housing 

client/household.  The Rapid Re-housing provider will document each housing unit offered. 

6. Work to secure a rental unit within 30 days after client’s intake appointment. 

7. Refer households to other appropriate resources if more intensive supportive services or long-term 

assistance is needed.In conjunction with the client/household, apply for one (1) free credit report 

to review possible housing barriers. 

8. Assist Rapid Re-housing client/household in completing a housing stability plan (after moving 

into a unit). 

 

9. Provide each Rapid Re-housing household requiring more than one (1) month rental assistance a 

minimum of four (4) linkages/referrals, e.g. financial management/budgeting, Tenant’s 

Rights/responsibility course, income enhancers (employment, job fairs, and/or public benefits), 

low-income utility assistance programs and family court for households with minor children not 

receiving child support. 

10. Provide each Rapid Re-housing client/household needing assistance after the Rapid Re-housing 

subsidies with opportunities to link/apply to subsidized housing  

11. Assess each client/household needing six (6) or more months of rental assistance to determine if 

the client/household needs additional rental assistance.  If the Rapid Re-housing provider 

determines the client/household needs additional rental assistance an assessment must be 
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conducted every 3 months (9th, 12th, 15th, 18th and 21st month) to confirm the rental assistance 

need. 

12. Accurately calculate the Rapid Re-housing household rental assistance payment. 

13. Conduct an annual inspection on any unit that a Rapid Re-housing client/household resides in for 

more than twelve (12) months.   

14. Provide monthly Housing Stabilization case management services to Rapid Re-housing 

client/household receiving on-going (more than one month) rental assistance. 

15. Provide each Rapid Re-housing client/household instructions on how to appeal decisions 

(termination, rental assistance determination, extending rental assistance) made by the Rapid Re-

housing provider. 

Determining Package of Assistance: 

Applicants will work with each head of household determine the type and amount of financial assistance 

needed to secure permanent housing.  The HSS will also negotiate rents with the potential landlord. 

Maximum amount of financial assistance per household is limited to $33,600 (or $1,400 per month)and 

must be approved by applicant supervisor or program manager,. Each household is limited to a maximum 

of 24 months of assistance. 

 

Financial assistance is limited to the following activities:  short-term (1 to 3 months) rental assistance; 

medium-term (4 to 24 months) rental assistance, security deposits, utility deposits, utility payments, and 

moving cost assistance.  For households that need more than one month’s rental assistance, the Housing 

Stabilization Specialist will develop a Self-Sufficiency Plan that includes referrals/linkages to other 

needed services.  All payments must be made to third parties, such as landlords or utility companies and 

may be offered within the following guidelines: 

 

  1)   Rental assistance criteria include: 

       a. Rent reasonable standards as provided by the City must be used to determine rents. 

       b. Rent payments must be provided directly to the landlord.  To receive a rental payment, 

landlords must provide one of the following: 

   1. renter’s license. 

   2. real estate tax bill 

   3. copy of property deed 

                          4. certificate of rental suitability 

c. Security deposits should be negotiated with the landlord. 

d. Rental assistance payments cannot be made on behalf of households for the same 

period of time and for the same cost types that are being provided through any other 

federal, state, or local housing subsidy program; however security deposit to move into 

a subsidized unit is permissible. 

e. An assisted property may not be owned by the applicant agency receiving OSH grant, 

sub-grantee or the parent, subsidiary or affiliated organization of the applicant agency. 

 

    2)   Assistance with moving costs can be provided if household has furniture stored at another 

location and needs assistance with: 

             a.   Truck rental 

             b.   Hiring a moving company 

  c.  Rapid Re-housing funds may not be used to purchase furniture. 
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       3)   All program participants who receive short term or medium term rental assistance for 

more than one month must follow up with a Housing Stabilization Specialist to receive 

continued financial assistance.   

 

Role of Housing Stabilization Specialist:    The Housing Stabilization Specialist should focus on what needs 

to happen in order to stabilize housing rather than the traditional multi-problem case management approach.   

Households that receive more than one month’s rent or utility assistance needs to be assigned to a Housing 

Stabilization Specialist for follow up. After gaining a thorough understanding of a household’s barriers to 

sustaining housing, the Housing Stabilization Specialist will: 

 

1) Determine and facilitate the linkages to other services needed by the households, i.e. mental 

health, substance abuse, legal, employment, child care.  

2) Make home visits  as indicated or when there are concerns about safety. At a minimum, program 

participants must attend monthly group meetings. 

3) Create a Self-Sufficiency Plan for each household that receives more than one month of rent 

assistance.  Self-Sufficiency Plans  should reflect the barriers to sustaining housing  and may 

include, e.g.:  linkages to other services; schedule for home visits; office contact schedule; 

financial assistance plan; amount of contribution expected from household.. 

4) Assist households that are in unsafe housing, i.e. domestic violence or L&I violations, with 

relocation and/or referrals to the Fair Housing Commission.    New housing placements require 

an inspection, and housing must meet Housing Quality Standards. 

5) OSH expects each Housing Stabilization Specialist to carry a revolving caseload with a 

maximum of 40  households.   

6) Participate in training and information sharing meetings sponsored by OSH to ensure 

consistency of services throughout the Rapid Re-housing program. 

7) Enter all required information in HMIS. 

 

Housing Counseling Services   Applicant agency will have the capacity to assist individuals or families 

who need housing counseling services in order to retain suitable housing.  Services and activities should 

include: 

 

1) Tenant’s Rights and Responsibilities 

2) Assisting individuals and families in understanding leases 

3) Securing utilities 

4) Securing furniture and reviewing housekeeping   

5) Making moving arrangements 

6) Representative payee services for rent and utilities 

7) Mediation 

8) Financial counseling, including household budgeting, money management, accessing a free 

credit report, and resolving personal credit issues. 

 

E. Centralized/Coordinated Entry 

 

Continuum of Care regulations require recipients/sub-recipients to use the centralized or coordinated 

system as established by the Continuum of Care to identify participants for funded programs.  In addition, 

recipients/sub-recipients must comply with CoC written standards for the use of this assistance, which 

includes policies and procedures for evaluating individuals/families eligibility for assistance; and for 

determining and prioritizing which individuals/families will receive permanent supportive housing.  
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Proposals funded under this RFP will be required to participate in the CoC’s coordinated entry system. 

 

F. Match Requirements  

 

Match is actual cash or in-kind resources contributed to the grant. All costs paid for with matching funds 

must be for activities that are eligible under the CoC Program, even if the recipient is not receiving CoC 

Program grant funds for that activity. All grant funds must be matched with an amount no less than 25% 

of the awarded grant amount (excluding the amount awarded to the leasing budget line item) with cash or 

in-kind resources. Match resources may be from public (not statutorily prohibited by the funding agency 

from being used as a match) or private resources.The recipient or sub-recipient must match the total grant 

funds requested for eligible activities with no less than a 25% cash or in-kind contribution. Match must 

be met on an annual basis.  

 

For an in-kind match, the recipient or sub-recipient may use the value of property, equipment, goods, or 

services contributed to the project, provided that, if the recipient or sub-recipient had to pay for such 

items with grant funds, the costs would have been eligible. If third-party services are to be used as a 

match, the recipient or sub-recipient and the third-party service provider that will deliver the services 

must enter into a memorandum of understanding (MOU), which must be dated between May 1, 2016 

and September 2, 2016, documenting that the third party will provide such services and value towards 

the project.  HUD now permits “program income”, which includes tenant rents and operating charges, to 

be used as match. 

 

G. Timetable 

 

If awarded funding by HUD, the timetable for program implementation of this project depends upon 

HUD issuance and execution of a Grant Agreement to the City of Philadelphia. 

 

H. HMIS Technology Requirements 

 

The U.S. Department of Housing and Urban Development (HUD) requires that all projects funded under 

this competition provide client-level data to the Lead Agency for the Homeless Management Information 

System (HMIS), which in the Philadelphia Continuum of Care (CoC) is OSH.  The HMIS product used 

by the Philadelphia CoC is ClientTrack™ by Eccovia Solutions, Inc.  Each project is responsible for 

meeting the following technology requirements in order to be able to access the ClientTrack™ HMIS: 
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Browsers 

Acceptable browsers include:  

 Google Chrome 35.0 or above 

 Internet Explorer 9.0 or above 

 FireFox 30.0 or above 

 Mobile Safari for iOS 6.0 or above (used on iPhone, iPad, and iPod mobile digital devices) 

 Firefox for Android (may be installed on Android 2.1 or above) 

 Google Chrome for Android (may be installed on Android 4.0 or above) 

    

HMIS Security, Privacy, and Confidentiality Requirements 

 

All recipients/sub-recipients are required to comply with security, privacy, and confidentiality standards 

regarding the collection, maintenance, and use of protected personal information recorded, used, or 

processed for the HMIS.  The current requirements, which are defined by HUD in the HMIS Data and 

Technical Standards Final Notice of 2004, are available at the link below. Compliance is required for this 

and any future revisions. 

https://www.hudexchange.info/resources/documents/2004HUDDataandTechnicalStandards.pdf 

All projects participating in the Philadelphia CoC’s HMIS are required to sign the HMIS Participation 

Agreement between the City of Philadelphia Office of Supportive Housing and HMIS Participating 

Agencies.  All users of the Philadelphia CoC’s HMIS are required to sign the HMIS User Agreement.  

Information about the CoC’s HMIS standards and policies with regard to security, privacy, and 

confidentiality, as well as these agreements, is available at the link below:  

http://www.phila.gov/osh/aboutus/Pages/standards.aspx. 

HMIS Data Collection Standards and Reporting Requirements  

 

As required by HUD, all recipients/sub-recipients are required to participate in the local CoC’s HMIS and 

collect and enter data according to HUD’s data standards.  These requirements are defined by HUD in the 

2014 HMIS Data Standards Manual, revised June 2016, and are available at the link below: 

Workstation 

Specifications 
Minimum Optimum 

User PC Pentium 800 MHz Pentium III 1.2 GHz+ 

Memory 512 MB (12 MB free when other apps are open) 

1 GB+ (24 MB+ free 

when other apps are 

open) 

Free Disk 

Space  
2 MB 10 MB+ 

Windows 

Versions 
Windows XP or higher Windows XP or higher 

Networking TCP/IP TCP/IP 

Software 
Internet Explorer 9.0 or higher or Firefox 30.0 or higher, 

Adobe Acrobat Reader (free) 

Internet Explorer 9.0 or 

higher or Firefox 30.0 

or higher, Adobe 

Acrobat Reader (free) 

Internet 

Connection 
DSL 

High Speed – Fiber, 

Cable, T1, or DSL 

https://www.hudexchange.info/resources/documents/2004HUDDataandTechnicalStandards.pdf
http://www.phila.gov/osh/aboutus/Pages/standards.aspx


 

 12  

 

 

https://www.hudexchange.info/resources/documents/HMIS-Data-Standards-Manual.pdf. 

 

HMIS Training Requirements 
 

Upon HUD notification of a project’s grant award, OSH will contact the recipient/sub-recipient to arrange 

training for the project’s HMIS users.  No one will be granted access to the HMIS without having 

received initial training by OSH trainers. 

 

I. Monitoring  

 

Consistent with OSH’s role as the Collaborative Applicant for the Continuum of Care, OSH will at least 

annually review the sub-recipient’s performance for purposes of grant renewal.  This review may include 

review of performance against HUD measures, rate of grant expenditure, client eligibility and/or site 

visits for housing conditions. OSH will establish the method and frequency of monitoring.   

 

 

II. Proposal Format, Content, and Submission Requirements; Selection Process 

 

A.  Proposal Format 

1. Proposal Submission Instructions 

Applicants are required to submit hard copy responses only.  One (l) original and five (5) copies 

of completed proposals must be submitted to: 

 

 Office of Supportive Housing (OSH) 

 Municipal Services Building 

 1401 JFK Blvd, 10th Floor, Suite 1030 

 Philadelphia, PA 19102 

  Attention:  Roberta Cancellier, Deputy Director  

 

 The following conditions apply to this submission: 

 

Hard copies of proposals must be submitted by 5:00 PM (Philadelphia, PA local time) on 

Friday, August 12, 2016. Proposals submitted after this deadline will not be accepted. 

 

 Hard copy proposals must be signed in ink by an individual duly authorized to bind the 

applicant and must be sealed and labeled on the cover with the applicant’s name. 

 

 Hard copy proposals must contain the signature of a duly authorized officer or agency of the 

applicant who is empowered to bind the applicant to the requirements of the RFP.  Proposals 

submitted without an authorized signature will be deemed non-responsive and incomplete and 

will not be accepted for review. 

 

 Proposals must be typed on 8-1/2 inch by 11 inch white paper with all pages numbered and 

either 1 ½ spaced or double-spaced.  Single spaced proposals will not be accepted. 

 

 Proposals or proposal components will not be accepted via facsimile (fax) transmission. 

 

 

2. Proposal Content   

  

https://www.hudexchange.info/resources/documents/HMIS-Data-Standards-Manual.pdf
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Submissions that are missing or have incomplete sections or forms may not pass threshold review, so 

read carefully.  The narrative part of the proposal should not exceed 14 pages, including charts noted 

below. 

 

A.  Project Summary Form – proposal cover page 

 Complete “Attachment 1: Project Summary Form”, and use it as the cover page for your 

proposal.  

 

B. Project Information and Description   

1. Project Name 

2. Congressional District in which project is located 

3. City Council District/Member in which the project is located (please indicate 

N/A if tenant based or not established at the time of application) 

4. DUNS number 

5. Tax ID or Employer Identification Number (EIN)  

6. Organization’s Street Address, including city, state and zip code 

7. Is your agency a faith-based organization? Yes or No  

8. Have you ever received a federal grant, directly or through a State/local 

agency? Yes or No  

9. Does/will the project use Energy Star products/appliances 

(http://www.energystar.gov/) -- Yes or No  

10. Contact Person, Title, Email Address and Phone Number 

Provide a description of the project that is complete and concise. The description must address the 

entire scope of the project, including a clear picture of the community/target population(s) and 

number to be served, the plan for addressing the identified needs/issues of the CoC 

community/target population(s), projected outcome(s), and any coordination with other 

source(s)/partner(s). In cases where the proposed project is expanding an existing facility or 

service document, when applicable, how the requested funds will supplement existing services 

and resources, or increase participants served. The narrative is expected to describe the project at 

full operational capacity and to demonstrate how full capacity will be achieved over the term 

requested in this application.  2 pages  maximum 

 

C. Property(ies) –Please describe the process that will be used to assist program participants to  

find their own rental units. Describe procedures for enlisting participation of landlords and 

ensuring the widest possible choice of housing units.Describe the availability of proposed 

rental units in the market area within current Fair Market Rent limitations.   

 

Describe the expected housing needs of program participants, including type (specific size of 

units? clustered units? shared setting?) and scale (number of units per site, number of persons per 

unit) and any other relevant information.   

 

Describe the estimated schedule of activities for program implementation. 

 

Describe the method for determining the type, amount, and duration of rental assistance that 

participants can receive. 

 

http://www.energystar.gov/
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Explain how necessary community amenities will be made accessible to program participants – if 

housing units will be identified at program outset, describe the particular neighborhood 

conditions; if program will be scattered-site, describe how unit selection will ensure accessibility 

of participants to community amenities.   

4 pages maximum 
 

D. Supportive Services -- Describe the supportive services that will be provided to help project 

participants locate and stabilize in permanent housing, access mainstream resources, and/or 

obtain employment.  Describe how you will ensure that participants will be individually 

assisted to identify, apply for and obtain benefits under mainstream health and social services 

programs for which they are eligible, e.g.  SSI, TANF, Medicaid, Food Stamps, SCHIP, 

Workforce Investment Act, and Veterans Health Care programs.  

 

Describe how participants will be assisted to obtain and remain in permanent housing. Describe 

specifically how participants will be assisted both to increase their employment and/or income 

and to maximize their ability to live independently. 4 pages maximum, including chart below. 

 

Using the chart below, specify the frequency of supportive services to be provided: 

 

 Daily Wkly 
Bi-

monthly 
Monthly Quarterly 

Bi-

weekly 

Does 

Not 

Apply 

Annual Assessment of 

Services Needs  

       

Assistance with Moving 

Costs 

       

Case Management        

Child Care Operations 

and Vouchers 

       

Education Services        

Employment Assistance 

and Job Training 

       

Food (meals or groceries 

for program participants) 

       

Housing Search and 

Counseling 

       

Legal Services        

Life Skills Training        

Outpatient Mental Health 

Services 

       

Outpatient Health 

Services 

       

Outreach Services        

Outpatient Substance 

Abuse Treatment Services 

       

Transportation        

Utility Deposits        

 

 

E. Experience Narratives 
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Describe the experience of the agency and partners, as it relates to identifying housing units, 

administering rental assistance, providing supportive services, and utilizing HMIS, as applicable 

to the proposed project. 

 

Describe experience and expertise in:  

1. working with the target population(s);  

2. developing and implementing appropriate housing stabilization systems, services, and 

residential property construction and rehabilitation, if applicable; and  

3. addressing the target population’s identified housing and supportive services needs. 

Include in the description any previous work of a similar nature and for the proposed 

project population. 

 

If the agency has unresolved monitoring or audit findings on HUD grants; open OIG audit 

findings; poor or non-compliance with applicable Civil Rights Laws and/or Executive Orders, 

please explain. 

 

List all HUD CoC grants currently held by (or awarded to, but not yet under agreement) the 

agency that is listed as the receipient/subrecipient for the proposed program, and the grant’s 

current status (number of months or years program has actually been operating).  Please insert the 

following table format into your narrative, adding rows as needed, and complete it fully.  4 pages 

maximum, including chart below 

 

Project 

Name 

Competition 

Yr Awarded 

# Years 

Operating 
HUD-issued 

Grant No. 

Total Grant 

Awarded 

Remaining 

funds 

(balance) 

      

 

F. Project Budgets    
 

Utilize the budget forms at Attachment 2 to request rental assistance, supportive services, and 

administration funding for the proposed project, as applicable.  Note that the budgets are for one 

year of funding only.  Make certain to multiply by the number of years of funding you are 

requesting for the Project Summary Form.  

 

Gross rents must not exceed current Section 8 Fair Market Rents for FY2016, which are below.  

Rental assistance requests must use the FMR calculations. Income limits are in Appendix C. 

    

 

Unit Size 2016 FMR 

SRO         $623 

Efficiency         $830  

1 BR         $1,003  

2 BR         $1,210 

3 BR         $1,502 

4 BR         $1,659 

 

HUD Guidance regarding suitable dwelling size. The dwelling unit must have at least one 

bedroom or living/sleeping room for each two persons. (1) Children of opposite sex, other than 

very young children, may not be required to occupy the same bedroom or living/sleeping room. 

(2) If household composition changes during the term of assistance, recipients and subrecipients 
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may relocate the household to a more appropriately sized unit. The household must still have 

access to appropriate supportive services. 

 

Project Match and Leverage Documentation 

 

Create a summary chart (see below) to include details for each cash or in-kind contribution you 

are seeking using the following format.  The summary should be followed by copies of the 

letters/memoranda you obtained to document the commitment.  Projects that demonstrate 

leverage/matching funds of 150% of the project request will be more competitive. 

 

Type  Contributor Source Date of 

Commitment (if 

applicable) 

Value of 

Commitment 

(Cash or in-

kind) 

(Name of 

organization) 

(Private or 

Government) 

(Date of 

commitment 

letter/MOU) 

(Dollar value of 

commitment) 

Total  

 

Note that you will be required to obtain letters or Memoranda of Understanding to document 

the commitments, which must be dated between May 1, 2016 and September 2, 2016. 

 

Required Hard Copy Proposal.  The following items must be submitted 

 1. Submit the Project Summary Form (see Attachment 1) as the cover. 

2. Housing Assistance/ Supportive Services Budget Forms (see Attachments 2 and 3 

to this RFP). 

3.  Copy of 501c(3) determination (submit only with original proposal) 

 

3.Proposal Checklist 

The checklist below applies to the hard copy submission of your proposal.  Online requirements can be 

found below. 

Proposal Checklist 

  

A. Project Summary Form (See Attachment 1)  

B. Project Information and Description – 2 pages  

C. Property/ies – 4 pages  

D. Supportive Services – 4 pages  

E. Experience of Recipient/Sub and Partners – 4 pages  

F. Budget Forms (see Attachments 2 and 3)  

G. Documentation of financial commitments for project match   

Documentation of 501c3 Status – WITH ORIGINAL PROPOSAL 

ONLY (Appendix 5) 

 

 

Applicants must organize their hard copy proposal submissions in conformance with the Proposal Format 

and Content section of the RFP and must respond to all items in the scope of work and other information 

requested throughout the RFP.  Failure to adhere to format or supply requested information may result in 

the disqualification of a proposal. 

 

4. Selection Process 
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Proposals submitted under this RFP will be evaluated in a two-step process.  First, each proposal will be 

reviewed based on basic threshold requirements.  If the answer to any of the following threshold 

questions is “no”, the proposal will be rejected. 

 

 Is the applicant eligible to respond to the RFP? 

 Are the activities for which funding is requested eligible under this RFP? 

 Are the beneficiaries for which funding is requested eligible under this RFP? 

 Is the proposal complete? 

 
This RFP is not a competitive bid subject to the requirement of Section 8-200 of the Philadelphia Home 

Rule Charter that award be made to the lowest responsible bidder. Cost to the City is a material factor, but 

it is not the sole, or necessarily the determining factor, in proposal evaluation. The City may, at its sole 

discretion, award a contract resulting from this RFP to a person or entity other than the responsible 

Applicant submitting the lowest price. If the City chooses to award a contract, that contract will be 

awarded to the Applicant whose proposal the City determines, in its sole discretion, is the most 

advantageous to the City and in the City’s best interest. 

                

The City will base its selection on criteria that include, but are not limited to: 

 Superior ability or capacity to meet particular requirements of contract and needs of  

City Department and those it serves 

 Eligibility under Code provisions relating to campaign contributions 

 Superior prior experience of Applicant and staff 

 Superior quality, efficiency and fitness of proposed solution for City Department 

 Superior skill and reputation, including timeliness and demonstrable results 

 Special benefit to continuing services of incumbent, such as operational difficulties 

with transition or needs of population being served 

 Benefit of promoting long-term competitive development and allocation of 

experience to new or small businesses, including those owned by minority or 

disabled persons or by women 

 Lower cost 

 Administrative and operational efficiency, requiring less City oversight and 

administration 

 Anticipated long-term cost effectiveness 

 Meets prequalification requirements 

 Applicant’s certification of its Local Business Entity/Local Impact status pursuant     

to Executive Order 04-12 

 

Second Proposal Submission for Approved Proposals 
Notice of the final review and acceptance decisions made through the local process will be distributed to 

successful applicants via phone call, electronic mail, facsimile, or regular mail and posted on 

www.phila.gov/rfp. Applicants whose proposals are approved for inclusion in Philadelphia’s 

Collaborative Application will be required to provide additional information, and will be required 

to submit that response to OSH prior to the federal deadline.  Final assembly of Philadelphia’s 

Collaborative Application will be completed by OSH. 

 

If a contract is awarded pursuant to this RFP, in compliance with Section 17-1402 (c) of the Philadelphia 

Code, a notice will be published on the City’s RFPs Online website (go to www.phila.gov/rfp/ 
and RFPs Online) listing the names of all Applicants and identifying the successful Applicant and the 

basis for the award to that Applicant.  This notice will appear on the City’s website for through the 

closing date. In no event, however, shall the City Department or City Agency issuing this RFP be 
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obligated to debrief unsuccessful Applicants as to the basis for its decision not to award a contract to 

them. 

 

 

III. Pre-Proposal Conference and Questions Relating to the RFP 

 

Administrative, finance and/or program staff of interested parties are strongly encouraged to attend the 

RFP Briefing Session listed in the timetable below: 

 

RFP Posted July 15, 2016 

Pre-Proposal Meeting Friday, July 29, 2016, 2:30p.m., 

Office of Supportive Housing, 1401 

JFK Blvd., 16th Floor, Room Z 

Applicant Questions Due Monday, July 25, 2016 

Answers Posted on eContract Philly Website Friday, July 29, 2016 

Proposals Due Friday, August 12, 2016, 5:00 p.m. 

Philadelphia local time 

Applicant Selection (Local Process Only) Tuesday, August 30, 2016 

Contract Execution  (Depends on whether HUD awards 

the grant) 

TBD 

Commencement of Work TBD 

 

The above dates are estimates only and the City reserves the right, in its sole discretion, to change this 

schedule.  Notice of changes in the pre-proposal meeting date/time or location, the due date for Applicant 

questions, and the date for proposal submission will be posted on the City’s website at 

www.phila.gov/rfp/Pages/default.aspx  (Request for Proposals).  The other dates/times listed may be changed 

without notice to prospective Applicants. 

 

C. Questions Relating to the RFP 

 

Representatives of applicant agencies must obtain and review a copy of this RFP in advance of attending 

this meeting.  OSH will not be responsible for disseminating information discussed at the briefing to 

applicants not in attendance.  OSH staff members will be present to review the RFP and address 

questions regarding the proposed services.  

 

All questions concerning this RFP must be submitted in writing via email to Roberta Cancellier, Deputy 

Director, Office of Supportive Housing at Roberta.Cancellier@phila.gov no later than Monday, July 25, 

2016 and may not be considered if not received by then.  The City will respond to questions it considers 

appropriate to the RFP and of interest to all Applicants, but reserves the right, in its discretion, not to 

respond to any question.  Responses will be posted on the City’s website at www.phila.gov/rfp (Request 

for Proposals).  Responses posted on the City’s website become part of the RFP upon posting.  The City 

reserves the right, in its discretion, to revise responses to questions after posting, by posting the modified 

response.  No oral response to any Applicant question by any City employee or agent shall be binding on 

the City or in any way considered to be a commitment by the City. 

 

The electronic and hard copy applications are due no later than 5:00 p.m. Philadelphia, PA, local time, 

on  Friday, August 12, 2016.  Hard copy applications must be delivered to: 

 

Office of Supportive Housing 

1401 JFK Blvd, MSB, 10th Floor, Suite 1030 

Philadelphia, PA 19102 

http://www.phila.gov/rfp/Pages/default.aspx
mailto:Roberta.Cancellier@phila.gov
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Attn:  Roberta Cancellier, Deputy Director 

 

IV. General Rules Governing RFPs/Proposals; Reservation of Rights and 

Confidentiality 

 

a. Revisions to RFP 

The City reserves the right to change, modify or revise the RFP at any time.  Any revision to this RFP 

will be posted on RFPs Online with the original Opportunity Details.  It is the Applicant’s responsibility 

to check the City’s website frequently to determine whether additional information has been released or 

requested. 

 

b. City Employee Conflict Provision 

City of Philadelphia employees and officials are prohibited from submitting a proposal in response to this 

RFP.  No proposal will be considered in which a City employee or official has a direct or indirect interest.   
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 ATTACHMENT 1 

PROJECT SUMMARY FORM  

City of Philadelphia 

Office of Supportive Housing 

2016 HUD Continuum of Care Homeless Assistance Program – New Rapid Re-housing 

 

Agency/Organization:___________________________________________________________________ 

 

Title of Project________________________________________________________________________ 

 

Brief Description of Project: (Identify targeted homeless population) 

 

____________________________________________________________________________________ 

 

Location of Project/Areas Affected by Project: ______________________________________________ 

 

  

 

Is this project:  ________ New  _________ Expansion of Existing Project    

 

Households to be Served (point in time):  _____ 

 

Total Number of Program Participants to be Served (point in time): ______ 

 

BUDGET REQUEST 

 1 year of funding 

Rental Assistance   

  

Supportive Services  

  

SubTotal   

Administration 

(10%)  

 

Total   

  

Contact Person:___________________________________  Title: _______________________________ 

 

Phone: ______________________  Email Address:___________________________________________ 

 

 

To the best of my knowledge and belief, all data in this application are true and correct.  The application 

has been duly authorized by the governing body of the applicant and, if funded, the applicant will comply 

with all program regulations. 

 

Signature of Authorized Representative:______________________________________________  

Date_______________________ 

 

Typed Name of Authorized Representative:_____________________________________   

Title:_____________________________ 
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ATTACHMENT 2 

RENTAL ASSISTANCE BUDGET FORM 

 

FORM A: 

Name of metropolitan or non-metropolitan FMR area:  DE-Philadelphia, Camden, Wilmington 

Address of structure where units will be leased (if known): 

 

 

Unit size No. of units FMR 

No. of 

months 

Total rent 

budget 

 

Requested 

Amount Match* 

SRO  x $623 x     12 = $ = $ + $ 

0-bedrm 

(efficiency)  x $814 x     12 = $ = $ + $ 

1-bedrm  x $959 x     12 = $ = $ + $ 

2-bedrm  x $1,156 x     12 = $ = $ + $ 

3-bedrm  x $1,440 x     12 = $ = $ + $ 

4-bedrm  x $1,546 x     12 = $ = $ + $ 

   TOTALS:  = $ + $ 
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ATTACHMENT 3 
SUPPORTIVE SERVICES BUDGET FORM 

Activities required for the local Rapid Re-housing Program are in bold font below. 

 
  

     
   SUPPORTIVE SERVICES BUDGET 
 

Funding Request 

Service Activity: Annual Assessment of Service Needs  

Quantity:   

Service Activity: Assistance w/ Moving Costs  

Quantity:   

Service Activity: Case Management  

Quantity:   

Service Activity: Child Care Operations and Vouchers  

Quantity:   

Service Activity: Education Services  

Quantity:   

Service Activity: Employment Assistance and Job Training  

Quantity:   

Service Activity: Food (meals or groceries for program participants)  

Quantity:   

Service Activity: Housing Search and Counseling  

Quantity:   

Service Activity: Legal Services  

Quantity:   

Service Activity: Life Skills Training  

Quantity:   

Service Activity: Outpatient Mental Health Services  

Quantity:   

Service Activity: Outpatient Health Services  

Quantity:   

Service Activity: Outreach Services  

Quantity:   

Service Activity: Outpatient Substance Abuse Treatment Services  

Quantity:   

Service Activity: Transportation  

Quantity:   

Service Activity: Utitlity deposits  

Quantity:   

TOTAL    

Please use the “quantity” fields above to provide a brief detailed narrative to explain how you arrived at 

the funding request, e.g. Salary/fringes for 1 FTE Housing Stabilization Specialist.  

 

 

 
 


