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INTRODUCTION 
Founded in 1937, the San Antonio Housing Authority (SAHA) is one of only 39 public housing                
authorities throughout the nation with a Moving-To-Work designation from the U.S. Department            
of Housing and Urban Development. The designation provides agencies with administrative           
and programmatic flexibility to test innovative, locally-designated housing and self-sufficiency          
strategies. SAHA assists nearly 26,000 households in San Antonio through three major            
housing programs: Housing Choice Voucher, Public Housing and Mixed-Income Housing          
Programs. 
  
SAHA empowers and equips families to improve their quality of life and achieve economic              
stability through the Agency’s commitment of funding for resources such as education,            
employment and job training, through collaborative efforts with local partners. 
  
SAHA VISION 
Create dynamic communities where people thrive. 
  
SAHA MISSION 
The San Antonio Housing Authority provides quality affordable housing that is well integrated             
into the fabric of neighborhoods and services as a foundation to improve lives and advance               
resident independence. 
  
SAHA STRATEGIC GOALS 
 
1. Empower and equip families to improve their quality of life and achieve economic 

stability. 
2. Invest in our greatest resource – our employees – and establish a track record for 

integrity,  accountability, collaboration and strong customer service. 
3. Preserve and improve existing affordable housing resources and opportunities. 
4. Strategically expand the supply of affordable housing. 
5. Transform core operations to be a high performing and financially strong organization. 
6. Develop a local and national reputation for being an effective leader, partner, and 

advocate for affordable housing and its residents. 
  
WHO SAHA SERVES 

▪ SAHA provides housing assistance to more than 65,000 children, adults and senior            
citizens. 

▪  More than 50 percent of the individuals served are younger than 18 years old. 
▪ Nearly one-half of our client heads of households are elderly or disabled. 
▪ Families in SAHA’s federally-funded rental assistance programs earn an average          

median income of approximately $10,000 annually. 
▪ 75 percent of program participants are Hispanic, 18 percent are African American and 6              

percent are Non-Hispanic white. 
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SAHA PROGRAMS 
Public Housing 
SAHA owns and manages 6,097 public housing units at 70 properties referred to as Housing. 
 
Housing Choice Voucher 
SAHA administers rental vouchers to 13,000 San Antonio families through the Housing Choice 
Voucher (HCV) program, commonly referred to as Section 8, and other related programs. 
 
Mixed-Income Housing 
SAHA provides 7,680 mixed-income units at 47 properties through nonprofit entities and            
partnerships. 
  
SUPPORTIVE SERVICES THROUGH PARTNERSHIPS 
SAHA partners with more than 150 social service agencies to provide education, training and              
medical services to clients. 
  
The Moving-to-Work Program focuses on promoting self-sufficiency, achieving agency         
program efficiencies and increasing housing choices for low-income residents in San Antonio.            
SAHA operates a Jobs Plus program in both the West and East sides of San Antonio, which                 
incorporates intensive case management, supportive services, such as child care assistance,           
job skills training, personal development and job placement services. 
  
IMPACT ON THE LOCAL ECONOMY 

▪ Annual operating budget of $185.7 million 
▪ Leverages $151.4 million annually in federal resources 
▪ $91.3 million in direct payments to private property owners (landlords) 
▪ Employs more than 525 individuals with an annual payroll of $33.1 million 
▪ Contracts with hundreds of consultants, contractors and vendors annually totaling $30.5 

million 
▪ In the last five years, 1,215 new housing units have been built in mixed-income              

communities with a value of $159 million 
▪ Existing real estate assets valued at more than $500 million 

 
1.0 The Housing Authority of the City of San Antonio, Texas, and its affiliated entities (the               

“San Antonio Housing Authority or SAHA”) is seeking quotes from qualified professional            
firms that possess a vast level of experience with conducting executive searches            
designed to identify a qualified and diverse pool of applicants for the position of Director               
of Federal Housing Programs.  

 
The search firm should specialize in, or have considerable experience in, recruiting            
executive professionals for public/governmental entities, particularly housing authorities,        
and possess extensive nationwide recruitment experience for Director level         
recruitments. The proposing firm must demonstrate that it, or its principals assigned to             
the project, have successfully completed searches similar to the one specified in the             
Scope of Work. 
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2.0 SAN ANTONIO HOUSING AUTHORITY (SAHA) CONTACT: All questions or request          
for documents pertaining to this solicitation shall be addressed to: 

 
Steven Morando, Director of Procurement 
Telephone: (210) 477-6171 
Email: steven_morando@saha.org 

 
3.0 APPLICABILITY: By submitting a bid, the bidder is agreeing to abide by all the terms               

and conditions listed herein, including those terms and conditions within HUD Handbook            
7460.8 REV 2, Procurement Handbook for Public Housing Agencies, dated 2/2007 and            
HUD Table 5.1, Mandatory Contract Clauses for Small Purchases Other Than           
Construction. 
 

4.0      SAHA’s RESERVATION OF RIGHTS:  SAHA reserves the right to: 

4.1 Reject any or all bids, to waive any informalities in the solicitation process, or to               
terminate the solicitation process at any time, if deemed by SAHA to be in its               
best interest. 

 
4.2 Terminate a contract awarded pursuant to this solicitation at any time for its             

convenience upon delivery of a 30-day written notice. 
 

4.3 Determine the days, hours and locations that the successful bidder shall provide            
the items or services called for in this solicitation. 

 
4.4 Reject and not consider any bid that does not, in the opinion of SAHA, meet the                

requirements of this solicitation, including but not necessarily limited to,          
incomplete bids and/or bids offering alternate (not including “or equal” items) or            
non-requested items or services. 

 
5.0 BIDDER’S RESPONSIBILITY: Each bidder shall carefully review and comply with all           

instructions provided herein, or provided within any named attachments or addenda. 
 
6.0 DEADLINE: Bids are due at the time and date posted herein. SAHA reserves the right               

to extend the posted deadline at any time prior to the deadline. 
 
7.0 QUESTIONS: All questions or request for information concerning this solicitation must           

be submitted in writing eight (8) days prior to the closing deadline. 
 
8.0 HOLD PRICES/NON-ESCALATION: By submitting a bid, the bidder agrees to "hold" or            

not increase the bid prices for a minimum period of ninety (90) days. Quantities listed in                
this solicitation are for the purpose of determining best pricing per line item. Contractor              
shall field verify all quantities and dimensions. 
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9.0 METHOD OF AWARD: SAHA may, at its sole discretion, procure the applicable goods             
or services by issuance of a PO or execution of a contract. By submitting a bid, the                 
successful proposer agrees to accept the PO or execute the contract. 

 
10.0 FEES and FORMS:  
 

10.1 FEE: All fees are all-inclusive of all related costs that a proposer will incur to                
provide the noted goods or services in compliance with this solicitation, including, but             
not limited to: employee wages and benefits, clerical support, travel and lodging,            
overhead, profit, licensing, insurance, materials, supplies, tools, equipment, long         
distance telephone calls, document copying and motor vehicle fuel, all costs shall be             
fully burdened. 

 
10.2 FORMS: Bids shall be submitted utilizing the bid/fee forms included herein.            
Submission on forms other than the SAHA forms may result in disqualification of the              
response. Any bidder attached or included Terms and Conditions (T & C) are subject to               
acceptance by SAHA at its sole discretion.  

 
  

11.0 AWARD CRITERIA: Award shall be made to the responsive and responsible contractor            
that submits the best value to SAHA using price and other factors, as identified below:  

 
● Experience, Background and Qualifications of the firm and its key personnel           

assigned to this project 
● Project Approach/Plan for this recruitment 
● Quality of Recruitment Advertisements and Communications Tools 
● Extent to which the services meet SAHA’s requirements 
● Any relevant criteria contained herein 

 
11.3 SUBMITTAL REQUIREMENTS: The response shall include the following and be labeled           

accordingly: 
  

1. Profile of Firm Form: 
 The Profile of Firm Form captures general information regarding the firm submitting            

a proposal in response to this solicitation. The document is required and must be              
completed and included in the response. 

  
2. W-9 Form: 
 Submit a completed and signed W-9 Form and include an email address or fax              

number. 
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3. Experience and Qualifications: 
 Provide information regarding the firm’s role in providing the scope of services and             

resumes of no more than two (2) pages per person on the capabilities, experience              
and qualifications of each Consultant, or if the Consultant is part of a team, the               
qualifications of team members. Resumes should include name, title, education,          
brief overview of professional experience, and licenses or professional affiliations of           
the Consultant (and each team member, if any). Also, a summary should be             
submitted that is no more than one (1) page detailing the unique qualifications of              
any sub-consultant. 

  
4. Prior Similar Experience/References: 
 Provide a list of projects in which the firm has performed services similar to those               

sought in this solicitation, to include position titles of recruitments and at least three              
(3) current and/or previous projects in the last five (5) years with the following              
additional detail: 

  
 Name and address of client (to include City and State)  
 General scope of the assignment 
 Duration of assignment 
 Firm’s role in project 
 Project outcome 
 Client’s point of contact (name, phone number and email address) 
  

5. Project Approach 
 Provide a detailed plan explaining how the Respondent would complete this project,            

as described in the Scope of Services. The proposed plan should contain a detailed              
scope of services along with a schedule of milestones sufficient to be inserted into              
the final contract. The plan should provide, at a minimum, itemized tasks, the             
required resources, and a proposed timeline.  

 
Responses shall include at least 3 sample or previously used advertisements, job            
announcements, and brochures used by the firm in similar recruitment projects. 

  
6. Fees: 
 Provide a fixed fee for a “turnkey” completion of the project, as described in the               

scope of services. The fee shall be inclusive of all expenses, including travel if any.               
SAHA may consider progress payments related to completion of deliverables and           
milestone tasks throughout the term of the project; however, proposed payment           
methods must be provided with the response. Also, SAHA will not consider            
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compensation proposals with fees being requested prior to services being          
delivered. 

 
12.0 BID COSTS: SAHA shall not compensate any bidder for any costs that may be incurred               

in responding to this solicitation. 
 
13.0 ASSIGNMENT OF PERSONNEL: SAHA retains the right to demand and receive a            

change in personnel assigned by the Contractor to provide services to SAHA, if SAHA              
believes that such change is in its best interest. 

 
14.0 UNAUTHORIZED SUBCONTRACTING PROHIBITED: The successful bidder shall not        

assign any right, nor delegate any duty for the work proposed pursuant to this              
solicitation (including, but not limited to, selling or transferring the ensuing PO or             
contract without the prior written consent of SAHA). Any purported assignment of            
interest or delegation of duty, without the prior written consent of SAHA shall be void               
and may result in the cancellation of the PO or contract with SAHA.  

15.0 LICENSING REQUIREMENTS: By submitting a bid the successful bidder certifies that           
he/she possess and will, prior to issuance of a PO or execution of a contract, present to                 
SAHA, proof and/or certification of any licensing or certification requirements: 
 
15.1 No known licensing or certifications are required to SAHA’s knowledge. 

 
16.0 PERMITS:  Not Applicable. 
 
17.0 INSURANCE: Contractor shall present to SAHA prior to PO issuance or execution of a              

contract, proof of insurance compliant with the requirements below. 
 

Professional Liability Required Limits 
SAHA and its affiliates must be named as a Certificate Holder.  This is required for vendors 
who render observational services to SAHA such as appraisers, inspectors, attorneys, 
engineers or consultants. 

 
        $1,000,000 

Business Automobile Liability Required Limits 
SAHA and its affiliates must be named as an additional insured and as the certificate holder.  
This is required for any vendor that will be using their vehicle to do work on SAHA properties. 

$500,000 combined single 
 limit, per occurrence 

Workers Compensation and Employer’s Liability Required Limits 
Workers’ Compensation coverage is Statutory and has no pre-set limits.  Employer’s Liability 
limit is $500,000. Workers’ Compensation is required for any vendor made up of more than 
two people. A Waiver of Subrogation in favor of SAHA must be included in the Workers’ 
Compensation policy. 

SAHA and its affiliates must be a Certificate Holder. 

 
 

         Statutory 
          $500,000 

Commercial General Liability Required Limits 
This is required for any vendor who will be doing hands on work at SAHA properties.  
SAHA and its affiliates must be named as an Additional Insured and as the Certificate Holder. 

  $1,000,000 per accident 
$2,000,000 aggregate 

Equal Housing Opportunity     Equal Opportunity Employer 

Rev 1 06/15/20 



Quick Quote NO. 2002-961-30-5002 Executive Recruitment Services for SAHA Director of Federal Housing Programs  

 

18.0 INVOICING: To help insure timely payments and unless utilizing a progress payment            
schedule, invoices shall be sent to the following address:  

 
Accounts_Payable@saha.org  

 
If contractor lacks electronic invoicing capability, they may send invoices to: 
 

San Antonio Housing Authority,  
Accounts Payable,  
P.O. Box 830428,  
San Antonio, TX 78283-0428  

 
Contractor shall invoice SAHA within 60 days after the delivery of the goods or service.               
If contractor fails to invoice within 60 days SAHA, reserves the right to not pay the                
invoice. In an effort to be more efficient, SAHA processes all payments electronically.             
Contractors will be required to complete a direct deposit form. SAHA’s standard            
payment terms are net 30 days.   

 
19.0 Fair Labor Standards Act: Both parties hereby agree to comply with the provisions of              

the Fair Labor Standards Act (29 U.S.C. 201, et seq). 
 
20.0 Indemnification.  The Contractor shall indemnify and hold harmless SAHA and its           

officers, agents, representatives, and employees from and against all claims, losses,           
damages, actions, causes of action and/or expenses resulting from, brought for, or on             
account of any bodily injury or death of an employee of the Contractor, its agent, or its                 
subcontractor of any tier received or sustained by any persons or property growing out              
of, occurring, or attributable to any work performed under or related to this Agreement,              
resulting in whole or in part from the negligent acts or omissions of the Contractor, any                
subcontractor, or any employee, agent or representative of the Contractor or any            
subcontractor.  CONTRACTOR ACKNOWLEDGES AND AGREES THAT THIS     
INDEMNITY CONTROLS OVER ALL OTHER PROVISIONS IN THE AGREEMENT,         
SURVIVES TERMINATION OF THIS AGREEMENT.   

            
         Contractor shall indemnify and hold harmless SAHA, their agents, consultants and           

employees from and against any and all property damage claims, losses, damages,            
costs and expenses relating to the performance of this Agreement, including any            
resulting loss of use, but only to the extent caused by the negligent acts or omissions of                
Contractor, its employees, sub-subcontractors, suppliers, manufacturers, or other        
persons or entities for whose acts Contractor may be liable. 

 
21.0 SECTION 3: Training and Employment Opportunities for Residents in the Project Area            

(Section 3, HUD Act of 1968; 24 CFR 135) (a) The work to be performed under this                 
contract is subject to the requirements of section 3 of the Housing and Urban              
Development Act of 1968, as amended, 12 U.S.C. 1701u (section 3). The purpose of              
section 3 is to ensure that employment and other economic opportunities generated by             
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HUD assistance or HUD-assisted projects covered by section 3, shall, to the greatest             
extent feasible, be directed to low- and very low-income persons, particularly persons            
who are recipients of HUD assistance for housing. (b) The parties to this contract agree               
to comply with HUD's regulations in 24 CFR Part 135, which implement section 3.  

 
22.0 EPA REQUIREMENTS:  Not Applicable 

 
23.0 GENERAL CONDITIONS: 

23.1 WARRANTY: Standard of Care. Consultant’s personnel assigned to the         
Projects shall possess sufficient skills and professional expertise as required to           
satisfactorily meet all obligations and requirements of this Agreement.  SAHA          
retains the right to reject or require Consultant to remove any employee whose             
qualifications or performance in SAHA’s good faith and reasonable judgment do           
not meet the standards established by both parties as necessary for performance            
of the Services hereunder.  SAHA reserves the right to participate in the            
interviewing process and review of resumes of personnel who are being           
considered by Consultant as key persons for assignment to the Project.           
 Consultant agrees that it will obtain SAHA’s written consent prior to the            
assignment of any individual to the Project.  Consultant shall also ensure that an             
individual selected for assignment to the Project shall not be removed from the             
Project or reassigned except for termination of employment, death or serious           
illness, or a bona fide family emergency, and that an individual who is assigned              
to the design phase shall also be assigned to the construction management            
phase of the Project absent a removal for cause as required herein. 

 
23.2 OR EQUAL: Not Applicable 
 
23.3 Acceptance of work by SAHA is required prior to payment. Acceptance will be             

based on adherence to the specifications, best industry practice and inspection           
by SAHA personnel. 

 
23.4 Contractor shall supply all materials, labor and equipment necessary to complete           

the requirements of this solicitation unless otherwise specified in this solicitation. 
 
23.5 Responses may be hand delivered to: 

  
San Antonio Housing Authority 
Attn: Steven Morando, Director of Procurement 

 818 S. Flores, San Antonio, TX 78204 
or 

 Emailed to: steven_morando@saha.org  

24.0 Scope of Work is Attachment A 
 

Equal Housing Opportunity     Equal Opportunity Employer 

Rev 1 06/15/20 



Quick Quote NO. 2002-961-30-5002 Executive Recruitment Services for SAHA Director of Federal Housing Programs  

 

25.0 ADDITIONAL INFORMATION 
 

25.1 SAHA will be responsible for directly reimbursing reasonable travel and lodging           
expenses incurred by candidates that are selected for an in-person interview and            
that live outside a 100 mile radius of San Antonio, Texas. These expenses are              
not considered part of the expenses incurred by the contractor as defined in             
paragraph 10.1 - FEE. 

 
25.2 SAHA desires a fixed fee for the search and recruitment services. 

 
25.3 SAHA expects to complete the selection process within the next 2-4 months. 

 
25.4 SAHA will consider progress payments to the selected vendor, however, SAHA           

will not make advance payments.  The progress payments will be made based            
on the deliverables and the associated milestones agreed to by SAHA and the             
selected vendor. 

 
25.5 The position is currently vacant.  The incumbent subsequently was selected as           

the Chief Operating Officer. 
 

25.6 SAHA intends to award a contract to one firm for this project.  Once the contract               
has been executed by both parties, the awarded firm will have exclusivity to             
successfully complete the project.  SAHA does reserve the right to cancel the            
contract, if necessary or in the best interest of SAHA. 

 
25.7 The awarded firm is being compensated for the work they perform under this             

contract.  For any work that is completed, work product and information collected            
will become the property of SAHA. 

 
25.8 This type of solicitation is limited to a cap of $50,000.  Responses above this              

amount cannot be considered utilizing this solicitation method. 
 

25.9 Contact or discussions with anyone other than the point of contact listed above or              
their explicit designee is strictly prohibited. 

 
25.10 The compensation range for the Director of Federal Housing Programs is           

currently $99,000.00 to $158,400.00. 
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Quote Fee Sheet 
Quick Quote Closes on February 28, 2020 at 2:00 PM 

2002-961-30-5002  
 
State Law limits procurements using this method of solicitation to $50,000.00 or less. 
 
1. Fee: Provide a fee for the scope of services set forth in your proposal. The fee shall be                  

inclusive of all expenses expected to be incurred by the contractor, including travel if any.               
SAHA will not consider compensation proposals with fees being requested prior to services             
being delivered. If progress payments are desired please include a suggested schedule            
tied to deliverables and milestones.  

 
Item Cost 
Fixed Fee $ 
Days to Complete Project Calendar Days 
 

2.  Sub-Contractors:  Proposer shall identify their subcontractors, if any: 
 
      a) ________________________________________________ 
 
      b)  ________________________________________________ 
 

Acknowledge Receipt of Addenda 
 

Addendum #1 __________________ Date:  _______________ 
 

Addendum #2 __________________ Date:  ________________ 
  
 

 
_____________________________                     ____________________________ 
Signature                                                                Date 
______________________________                    ____________________________ 
Printed Name                                                          Company 
______________________________  
E-mail address, if available 
______________________________                    ____________________________ 
Phone Number                                                         Fax 
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Bidder’s Certification 
By signing below, Bidder certifies that the following statements are true and correct: 

 
1. He/she has full authority to bind Bidder and that no member Bidder’s organization is disbarred, suspended or otherwise prohibited from                     
contracting with any federal, state or local agency, 
 
2. Items for which Bids were provided herein will be delivered as specified in the Bid, 
 
3. In performing this contract, the contractor(s) shall comply with any and all applicable federal, state or local laws including but not limited to:                        
Occupational Safety & Health, Equal Employment Opportunity, Immigration and Naturalization, The Americans with Disabilities Act, State Tax                 
and Insurance Law, and the Fair Housing Act., 
 
4. Bidder agrees that this bid shall remain open and valid for at least a period of 90 days from the date of the Bid Opening and that this bid                              
shall constitute an offer, which, if accepted by SAHA and subject to the terms and conditions of such acceptance, shall result in a contract                        
between SAHA and the undersigned Bidder, 
 
5. He/she has not given, offered to give, nor intends to give at any time hereafter any economic opportunity, future employment, gift, loan,                       
gratuity, special discount, trip, favor, or service to a public servant in connection with this Bid, 
 
6. Bidder, nor the firm, corporation, partnership, or institution represented by the Bidder, or anyone acting for such firm, corporation or                     
institution has violated the antitrust laws of the State of Texas or the Federal Antitrust laws, nor communicated directly or indirectly the bid                       
made to any competitor or any other person engaged in such line of business, 
 
7. Bidder has not received compensation for participation in the preparation of the specifications for this IFB, 
 
8. Non-Collusive Affidavit: The undersigned party submitting this bid hereby certifies that such bid is genuine and not collusive and that said                      
Bidder has not colluded, conspired, connived or agreed, directly or indirectly, with any Bidder or person, to put in a sham Bid or to refrain from                          
bidding, and has not in any manner, directly or indirectly sought by agreement or collusion, or communication or conference, with any person,                      
to fix the bid price of affiant or of any other Bidder, to fix overhead, profit or cost element of said bid price, or that of any other Bidder or to                               
secure any advantage against SAHA or any person interested in the proposed contract; and that all statements in said bid are true. 
 
9. Child Support: Pursuant to Section 231.006 (d) of the Texas Family Code, regarding child support, the bidder certifies that the individual or                       
business entity named in this bid is not ineligible to receive the specified payment and acknowledges that this contract may be terminated and                       
payment may be withheld if this certification is inaccurate. 
 
10. Lobbying Prohibition: The Contractor agrees to comply with Section 1352 of Title 31, United States Code which prohibits the use of                      
Federal appropriated funds to pay any person for influencing or attempting to influence an officer or employee of any agency, a Member of                       
Congress, and officer or employee of Congress, or an employee of a Member of Congress in connection with any of the following covered                       
Federal actions: the awarding of any Federal contract; the making of any Federal grant; the making of any Federal loan; the entering into of                        
any cooperative agreement; or the modification of any Federal contract, grant, loan, or cooperative agreement. 
 
11. Non-Boycott of Israel: SAHA may not enter into a contract with a company for goods and services unless the contract contains a written                        
verification from the company that; (i) it does not Boycott Israel; and (ii) will not Boycott Israel during the term of the contract. (Texas                        
Government Code chapter 2270) by accepting these General Conditions and any associated contract, the CONTRACTOR certifies that it does                   
not Boycott Israel, and agrees that during the term of this contract will not Boycott Israel as that term is defined in the Texas Government Code                          
Section 808.001, as amended. 
 
12. SB 252: Prohibits a government entity from awarding a contract to a company identified as Iran, Sudan, or a Foreign Terrorist                      
Organization as identified on a list maintained by the Texas Comptroller of Public Accounts. By signature hereon bidder certifies that it is not                       
affiliated in any manner with the businesses on this list 
 

 
_____________________________                     ____________________________ 
Signature                                                                Date 
 
______________________________                    ____________________________ 
Printed Name                                                          Company 
 
______________________________                     ____________________________          ______________________ 
E-mail address if available                                       Phone Number                                           Fax 
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ATTACHMENT A 
 

Scope of Work/Specifications 
 

The Firm will be responsible for delivering the services identified below. The tasks listed              
represent the minimum services expected to be performed under the executive search for the              
SAHA Director of Federal Housing Programs.  
 

● Firm shall attend a kick-off meeting in person with SAHA’s Executive Leadership Team             
(ELT) to understand the role, responsibilities, qualifications, and experience needed for           
the position of Director of Federal Housing Programs. 

 
● Firm shall conduct an aggressive nationwide recruitment strategy to identify a qualified            

and diverse pool of potential qualified candidates who possess the minimum           
qualifications, as included on the attached job description (Attachment B). 

 
● Firm must prepare advertisements for placement in appropriate government magazines,          

professional journals, publications and web-based forms of communication. All         
advertisements, communications and marketing tools must be reviewed and approved          
by SAHA prior to placement in any form of media. 

 
● Firm shall assist SAHA in identifying an ideal candidate profile and strategy for carrying              

out the recruitment process. This includes, but is not limited to, reviewing the agency              
strategic plan, priorities and goals (Attachment C), organizational structure         
(Attachment D), client demographics (Introduction), budget (Introduction) and confer         
with the Executive Leadership Team (ELT) to identify the appropriate qualities and skill             
set for SAHA’s  Director of Federal Housing Programs.  

 
● Firm shall create and develop a timeline to include established search deadlines and a              

timetable for providing regular updates on progress. 
 

● The firm must develop and be prepared to provide a complete list of all applicants that                
were obtained either through their efforts or provided directly to SAHA. 

 
● Firm shall perform a preliminary screening of all candidates to include interviewing, as             

appropriate, based upon the minimum qualifications of the attached job description by            
telephone, teleconference, or “facetime” interviews. Resumes for all candidates         
meeting the minimum qualifications shall be provided to SAHA.  
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● Firm shall further screen candidates so as to present the 6 most viable candidates for               

SAHA’s consideration. Firm shall provide a written report detailing the background,           
strengths, weaknesses, accomplishments, and professional reference checks for each         
of the recommended finalists.  

 
● Firm shall on behalf of SAHA, respond to all candidates who apply and shall coordinate               

the interviews for the top six (6) candidates identified by SAHA, to include, but not               
limited to, the development of interview itineraries and travel arrangements. 
 

● Firm may be requested to provide their suggested interview questions and rating format             
for use by the SAHA interview team. 
 

● Firm shall notify the candidates not selected for this position.  
 

● Firm shall conduct a background check on the selected candidate, to include, but not              
limited to, education, employment (three reference checks), financial/credit, newspaper         
research, criminal and civil history, licenses and certifications. 

 
● Firm shall assist with offer negotiations with the final candidate. 

 
● Firm shall conduct a one-time additional executive search in accordance with the            

specifications set for above, at no fee to SAHA, if SAHA does not make a selection from                 
the final slate of candidates, due to candidates’ incompatibility with SAHA’s           
expectations of the candidates’ role, or if the selected candidate leaves employment            
either through resignation or termination (with or without cause) within one year of             
placement. 

 
● Firm shall not solicit the candidate hired resulting from this solicitation for any position              

for a period of at least two years following the date of appointment. 
 

● Firm shall include a link to SAHA’s website for capturing resumes and questions. 
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ATTACHMENT B 
 

Job Description 
 

Director of Federal Housing Programs 
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ATTACHMENT C 
 

Strategic Plan 
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ATTACHMENT D 
 

Organizational Structure 
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ATTACHMENT E 
 

HUD & Other Forms  
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TABLE 5.1 MANDATORY CONTRACT CLAUSES 
FOR SMALL PURCHASES OTHER THAN CONSTRUCTION 

 
The following contract clauses are required in contracts pursuant to 24 CFR 85.36(i) and Section 6002 of the Solid                   
Waste Disposal Act, as amended by the Resource Conservation and Recovery Act. HUD is permitted to require                 
changes, remedies, changed conditions, access and records retention, suspension of work, and other clauses approved               
by the Office of Federal Procurement Policy. The PHA and contractor is also subject to other Federal laws including the                    
U.S. Housing Act of 1937, as amended, Federal regulations, and state law and regulations. 
 
Examination and Retention of Contractor’s Records. The PHA, HUD, or Comptroller General of the United States,                
or any of their duly authorized representatives shall, until three years after final payment under this contract, have                  
access to and the right to examine any of the Contractor’s directly pertinent books, documents, papers, or other records                   
involving transactions related to this contract for the purpose of making audit, examination, excerpts, and transcriptions. 
 
Right in Data and Patent Rights (Ownership and Proprietary Interest). The PHA shall have exclusive ownership of,                 
all proprietary interest in, and the right to full and exclusive possession of all information, materials, and documents                  
discovered or produced by Contractor pursuant to the terms of this Contract, including, but not limited to, reports,                  
memoranda or letters concerning the research and reporting tasks of the Contract.  
 
Energy Efficiency. The Contractor shall comply with all mandatory standards and policies relating to energy efficiency                
which are contained in the energy conservation plan issued in compliance with the Energy Policy and Conservation Act                  
(Pub.L. 94-163) for the State in which the work under this contract is performed. 
 
Procurement of Recovered Materials 
(a) In accordance with Section 6002 of the Solid Waste Disposal Act, as amended by the Resource Conservation and                   
Recovery Act, the Contractor shall procure items designated in guidelines of the Environmental Protection Agency               
(EPA) at 40 CFR Part 247 that contain the highest percentage of recovered materials practicable, consistent with                 
maintaining a satisfactory level of competition. The Contractor shall procure items designated in the EPA guidelines that                 
contain the highest percentage of recovered materials practicable unless the Contractor determines that such items: (1)                
are not reasonably available in a reasonable period of time; (2) fail to meet reasonable performance standards, which                  
shall be determined on the basis of the guidelines of the National Institute of Standards and Technology, if applicable to                    
the item; or (3) are only available at an unreasonable price. (b) Paragraph (a) of this clause shall apply to items                     
purchased under this contract where: (1) the Contractor purchases in excess of $10,000 of the item under this contract;                   
or (2) during the preceding Federal fiscal year, the Contractor: (i) purchased any amount of the items for use under a                     
contract that was funded with Federal appropriations and was with a Federal agency or a State agency or agency of a                     
political subdivision of a State; and (ii) purchased a total of in excess of $10,000 of the item both under and outside that                       
contract. 
 
Termination for Cause and for Convenience (contracts of $10,000 or more). 
(a) The PHA may terminate this contract in whole, or from time to time in part, for the PHA’s convenience or the failure                       
of the Contractor to fulfill the contract obligations (cause/default). The PHA shall terminate by delivering to the                 
Contractor a written Notice of Termination specifying the nature, extent, and effective date of the termination. Upon                 
receipt of the notice, the Contractor shall: (1) immediately discontinue all services affected (unless the notice directs                 
otherwise), and (2) deliver to the PHA all information, reports, papers, and other materials accumulated or generated in                  
performing the contract, whether completed or in process. 
(b) If the termination is for the convenience of the PHA, the PHA shall be liable only for payment for services rendered                      
before the effective date of the termination. 
(c) If the termination is due to the failure of the Contractor to fulfill its obligations under the contract (cause/default), the                     
PHA may (1) require the Contractor to deliver to it, in the manner and to the extent directed by the PHA, any work                       
described in the Notice of Termination; (2) take over the work and prosecute the same to completion by contract of                    
otherwise, and the Contractor shall be liable for any additional cost incurred by the PHA; and (3) withhold any payments                    
to the Contractor, for the purpose of set-off or partial payment, as the case may be, of amounts owned by the PHA by                       
the Contractor. In the event of termination for cause/default, the PHA shall be liable to the Contractor for reasonable                   
costs incurred by the Contractor before the effective date of the termination. Any dispute shall be decided by the                   
Contracting Officer 
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