
1 

 

 
DISTRICT OF COLUMBIA HOUSING FINANCE AGENCY 

815 Florida Avenue, N.W. 

Washington, D.C. 20001-3017 

(202) 777-1600 

 (202) 986-6736 (FAX) 
 

REQUEST FOR PROPOSALS (“RFP”) 

HVAC, MECHANICAL EQUIPMENT & BUILDING MAINTENANCE 

SUPPORT SERVICES 

 
The District of Columbia Housing Finance Agency (the “Agency” or “DCHFA”) requests 

proposals from qualified vendors or individuals to provide HVAC and Mechanical Equipment 

Maintenance (“HVAC Services”) for the Agency’s heating and cooling system and to provide 

Building Maintenance Support Services (“Building Services”) for the Agency.   

 

The information and instructions set forth below are designed to solicit responses that will 

demonstrate your company’s capability to satisfy the Agency’s requirements.  Each company is 

requested to submit its most competitive offer. 

 

I. AGENCY BACKGROUND INFORMATION 

  

The Agency was established in 1979 pursuant to the District of Columbia Housing Finance 

Agency Act, as amended (D.C. Code Section 42-2701.01 et seq.), to increase the supply of 

affordable housing in the District of Columbia through the issuance of revenue bonds, notes, and 

other obligations.  The Agency is a corporate body with a legal existence separate and apart from 

the District of Columbia (the “District”).  The Agency is self-sustaining, and its budget, finances, 

procurement, and personnel system are independent of the District government.  

 

The Agency’s bond program includes but is not limited to (i) Single Family Mortgage Revenue 

Bonds for acquisition, refinancing, and rehabilitation, and (ii) Multifamily Mortgage Revenue 

Bonds for acquisition, construction, rehabilitation, and refinancing of existing debt. In conjunction 

with the Agency’s multifamily bonds, developers may be entitled to 4% Low Income Housing 

Tax Credits under the Internal Revenue Code. 

 

The Agency also operates programs that include down payment and closing cost assistance, pre-

development loans, construction monitoring services, multifamily mortgage loan servicing and a 

wide range of other technical assistance services that are available to prospective homeowners, 

developers and to the Washington D.C. Metropolitan Area at large. 
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II. SCOPE OF SERVICES 

 

The Vendor shall provide a qualified mechanics for the operation and routine maintenance, 

adjustments, and minor repair of all existing heating, ventilating and cooling equipment 

("HVAC System") and assist with building maintenance and support of the Agency's 

Headquarters building, located at 815 Florida Avenue, NW, Washington, DC 20001. 

 

The Vendor shall perform inspections, tests, repairs, and adjustments to the HVAC System as 

generally performed by commercial building engineers and HVAC mechanics. 

 

1. Contractor shall provide, a minimum of, five (5) hours a week during the normal working 

hours of 7:00a.m. to 2:00 p.m., Monday through Friday for a total of fifty-two (52) 

weeks a year. 

 

2. Federal holidays observed by Vendor are the following: New Year's Day, 

Memorial Day, Independence Day, Labor Day, Thanksgiving Day, and Christmas 

Day. 

 

3. The Vendor will respond to emergency and other service calls on the HVAC System 

within a two (2) hour time frame. The Agency agrees to pay a minimum of one (1) hour 

of labor plus trip charge for emergency services beyond normal working hours, 

weekends, and holidays at the Vendor's prevailing rates. 

 

4. If emergency repairs become necessary to the HVAC System, the Vendor shall 

identify, accomplish, or assist in such repairs. The Vendor shall timely notify the 

Agency's Facilities Manager or a designated representative prior to initiating such 

work or, if not reasonably practical, during or immediately thereafter and the 

Agency's designated representative(s) shall be always accessible to the Vendor. 

 

5. Vendor also agrees to provide additional labor and supervision in accordance with this 

Contract, upon Agency's request, to respond to callback situations outside of normal 

working hours, and additional labor for special projects as requested and approved by 

the Agency or its representatives. 

 

6. The Vendor, upon the Agency's request, will provide parts and materials for the routine 

maintenance of the HVAC System. These items may include, but are not limited to, 

filters, belts, cleaning solution and refrigerant.  Additional parts found in need of 

replacement will be submitted in writing for the Agency's approval. Repairs, parts or 

materials to the fire alarm and security systems are not included in this Contract. 



7. Labor and materials for capital projects, special projects, renovations, and major 

repairs are not included in this Contract. A major repair is anyone requiring four 

(4) or more hour of mechanic's labor and materials that are not considered routine 

maintenance items. 

 

8. If a major repair or purchase of any parts and supplies not considered as routine 

maintenance items becomes necessary, the Vendor shall provide the Agency with an 

estimated cost on labor, materials, and other related expenses. The Agency's timely 

written approval is required prior to commencement of work and/or purchase of 

materials. The Agency shall be responsible for timely providing materials and 

equipment to fully perform and complete the work.  The Vendor shall provide a 

detailed invoice upon completion of approved work. 

 

9. Vendor shall submit operation and maintenance budget recommendations for the 

HVAC System by July of each Fiscal Year. 

 

10. Vendor shall provide recommendations for the improvements of operations and 

maintenance of the HVAC System, notice of anticipated repair requirements, 

manpower needs, and estimated costs as needed. 

 

11. Vendor shall provide quarterly technical reports on the status of the HVAC System to 

the Facilities Manager. 

 

12. The Vendor shall assist the Facilities Manager with various mechanical, electrical, 

and plumbing repairs as requested by the Facilities Manager.  

 

13. The Vendor shall assist the Facilities Manager with office moves to include furniture 

setup/breakdown and auditorium event setup/breakdown. 

 

14. Vendor shall assist with the upkeep of the Agency grounds to include landscaping, 

sidewalks, courtyards, parking lots, and stairwells.  

 

15. Vendor shall serve as “Back-Up” in the absence of the Facilities Manager for the 

daily “opening” of the Agency building and shall provide on-call support for building 

maintenance and support services. 

 

16. The Vendor shall provide the Agency with professional consulting services at no 

additional charge. Upon the Agency's request, the Vendor shall make specialists 

available to the Agency, including those in environmental, life-safety and other 

technical areas. 

 

III. CONTENT OF PROPOSAL 

 
Please provide complete but succinct responses to the following: 
 

A. COVER LETTER 
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All proposals must include a cover letter submitted under the firm’s name on the firm’s 

letterhead containing the signature and title of a person or an official of the firm who is 

authorized to commit the firm to a potential contract with the Agency. The cover letter must 

also identify the primary contact for this proposal and include the RFP title. The cover letter 

should express the firm’s interest and serve as an executive summary of the proposal. Claims 

of proprietary information must be included in the cover letter. 

 

B. BACKGROUND INFORMATION 
 

1. Organizational documents (e.g., Articles of Incorporation). 

 

2. Certificate(s) of Good Standing from the District of Columbia and your home 

jurisdiction. 

 

3. General overview or description of the qualifications and experience of your 

company or individuals. 

 

C. PERSONNEL AND STAFFING 

 

1. General information relating to the principals of your company, main office 

location and locations of branch offices. 

 

2. Identify the personnel (including resumes, if applicable) who will be assigned to 

the Agency account and who is/are directly responsible and prepared to receive 

communication from the Agency.  Provide a brief description of the proposed 

personnel’s specific roles and responsibilities related to the services to be 

provided.  

 

D. INSURANCE REQUIREMENTS 

 

Before the commencement of any work, or the providing of any service, the 

Company shall provide the Agency with a valid Certificate of Insurance showing 

evidence of the following coverages and amounts with such insurance companies 

that have A.M. Best Company ratings of at least A (VII) or better: 

 

Workers’ Compensation & Employers’ Liability Insurance (as required by the 

state) 

 

Workers’ Compensation:   Statutory 

Employers Liability:  Bodily Injury by Accident: $100,000 each accident 

                    Bodily Injury by Disease:      $100,000 each employee 

                                   $500,000 policy limit 

 

Commercial  General  Liability  Insurance (Primary & Umbrella)  Commercial 

General  Liability Insurance or equivalent with limits of not less than One Million 

Dollars ($1,000,000) per occurrence, combined single limit for bodily injury, 
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personal injury and property damage liability coverage including the following: 

all premises and operations, products/completed operations (for a minimum of 

two (2) years following contract completion) explosion, collapse, independent 

contractors, separation of insureds, defense and contractual liability. The Agency 

shall be named as an additional insured on a primary, non-contributory basis and 

waiver of segregation for General Liability, Auto, Worker’s Compensation for 

liability arising directly or indirectly from services. 

 

 

E.  STATEMENT OF EXPERTISE AND EXPERIENCE 

 

1. List at least three (3) agencies or companies for which your company has provided 

HVAC and Building Services. Please list company name, address, telephone number, 

e-mail address, and contact person. 

 

2. Provide in detail your company’s capabilities and qualifications to provide the 

services for the requirements listed in the Scope of Services.  

 

3. Describe your company’s approach to conducting the services requested as well as an 

estimated timeline for the completion of milestones (if applicable) and the work as a 

whole. 

 

F. COST AND EXPENSES 
 

Please provide the fixed hourly rates for the Scope of Services to be provided to the 
Agency. Fixed hourly rates shall include contractor’s labor, field equipment, overhead, 
insurance, and profit.  Please include price chart which itemized fixed hourly rates. 
 
Vendors shall provide pricing for the base year and each option year period. These prices 
must be valid for a minimum of one hundred twenty (120) days. 

 

G. ACTUAL OR POTENTIAL CONFLICTS 
 

All bidders are subject to applicable Federal, District and Agency conflict of interest 

laws, regulations, and guidelines. Failure to comply with any such laws, regulations or 

guidelines will result in the proposal being rejected. 

 

State whether you, your company, or any individual within your company represents 

any clients or interests or has a personal interest whether that interest is financial or 

otherwise, which creates or may create an actual or potential conflict in the performance 

of services for the Agency. 
 
Please include a statement to the effect that at the time that you or your company are selected by 

the Agency, any facts which are known or come to light which create or may create an actual or 

potential conflict will be fully disclosed in writing to the Agency. 
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IV.  LOCAL SMALL AND DISADVANTAGED COMPANIES OR 

INDIVIDUALS/JOINT VENTURE RELATIONSHIPS 

 

It is the goal of the Agency to promote and assist participation by local, small and disadvantaged 

business enterprises licensed by the D.C. Department of Small Local Business Development 

(“DSLBD”) as a Certified Business Enterprise (“CBE”) (D.C. Official Code § 2-218.01 et seq.).  

 

The bidder will be required to comply with all applicable requirements as set forth in the Small 

and Certified Business Enterprise Development and Assistance Amendment Act of 2014 (D.C. 

Law 20-108).  Any company or contractor seeking to submit a bid response or proposal as a CBE 

must submit its CBE number and a copy of the letter(s) of certification issued by the DSLBD. 

 

Companies may subcontract and/or respond as joint ventures.  If a joint venture arrangement has 

been entered into with a CBE for purposes of responding to this request, bidders are required to 

provide DSLBD’s certification of the joint venture agreement at the time of proposal 

submission. The CBE number of subcontractors must also be provided at the time of proposal 

submission. All subcontract agreements must comply with DSLBD requirements. Please also 

include the following information in your response: 

 

1. The nature of the joint venture or subcontractor agreement and the amount of 

work to be performed by each company. Please also state the specific tasks for 

which each company will be primarily responsible. 

 

2. Identify the person who will have primary responsibility for overall or primary 

coordination with Agency staff. 

 

3. The fee-sharing agreement between the companies. 
 
The Agency encourages established companies or individuals to joint venture with minority and 

women owned companies. However, the submission of a joint venture proposal does not in any 

way prohibit the Agency from selecting one or more companies based on each company’s 

demonstrated expertise, cost-efficiencies and needs of the Agency. 
 
In the case of a pre-established relationship, each company must be qualified to perform its work 

with the highest level of skill and diligence required to fulfill responsibilities owed to the 

Agency. 

 

V. SELECTION CRITERIA 

 

The Agency will review each proposal to determine which, if any, is most advantageous to the 

Agency’s needs.  Companies will be evaluated on experience to provide the requested services 

listed in the Scope of Services and the cost to the Agency.    
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Method of Evaluation  

 

An evaluation system will be utilized to review the proposals, using among others, items 1 

through 5 on the Evaluation Criteria following.  In evaluating proposals, the Agency places a 

high value on the following factors, not necessarily in any order of importance.  Please note that 

price will not be the only factor in this selection process. 

 

Evaluation Criteria Points 

 

FACTOR 1 

Cost to the Agency 

 Price evaluation shall be based upon best value. 

40 

 

FACTOR 2 

Qualification and Experience 

Experience in providing the requested services listed in the Scope of Services. 

25 

 

FACTOR 3 

Performance 

Past performance with similar contracts. 

15 

 

FACTOR 4 

Approach and Timeline 

Approach and timeline for completing the requested services.  

20 

 

FACTOR 5 

DC Department of Small & Local Business Development 

Only a maximum of 12 points will be awarded to a business that is certified in 

any of the following categories: (a) Local Business Enterprise (LBE); (b) 

Small Business Enterprise (SBE); (c) Disadvantaged Business Enterprise 

(DBE); (d) Resident Owned Business (ROB); (e) Development Zone 

Enterprise (DZE); (f) Longtime Resident Business (LRB); (g) Veteran Owned 

Business (VOB); and (h) Local Manufacturing Business Enterprise (LME). 

** 

TOTAL POINTS 100 
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VI. ADDITIONAL PROVISIONS 

 

1. The Agency reserves the right: (i) to amend or modify this RFP; (ii) to revise any 

requirement(s) of this RFP; (iii) to require supplemental statements or information 

from any responding party; (iv) to accept or reject any or all proposals; (v) to 

extend the deadline for submission of responses; (vi) to negotiate or hold 

discussions with any bidder; (vii) to correct deficiencies which do not completely 

conform to the instructions; (viii) to select one or more companies for all or part 

of the requested services; and (ix) to cancel, in whole or in part, this RFP, if the 

Agency deems it in its best interest to do so. The Agency may exercise the 

foregoing rights at any time without notice and without liability to any bidder or 

any other party for its expenses incurred in the preparation of proposals or 

otherwise. Proposals will be prepared at the sole cost and expense of the bidder. 

 

2. This RFP does not commit the Agency to select a company, to pay the cost 

incurred in preparation of any proposal, or to procure or contract for the services 

described herein. 

 

3. Nothing stated at any time by any representative of the Agency will effect a 

change in or constitute an addition to this RFP unless confirmed in writing by the 

Agency. 

 

4. Companies submitting proposals must agree to keep confidential the information 

in their respective proposals and any information received from the Agency. 

 

5. The final selection may be presented for approval by the Agency’s Board of 

Directors at a public meeting. Companies submitted for recommendation and/or 

approval pursuant to this RFP will be notified of the date and time of any such 

meeting. 

 

6. The company(s) selected will be required to execute a contract prescribed by the 

Agency, and to abide by all relevant laws and policies of the Agency and the 

District of Columbia. 

 

VII. TERM 

 

The Agency expects to enter a contract with the winning bidder(s) for a period not to exceed one 

(1) year with three (3) one-year option year periods. Options years will be exercised at the sole 

discretion of the Agency and is subject to the availability of funds.    

 
VIII. PRE-BID MEETING 

 

Companies planning to submit proposals must attend the pre-bid meeting on Tuesday, April 12, 

2022, at 10:00AM (ET).  The Pre-Bid Meeting will be held at 815 Florida Avenue, NW, 

Washington, DC 20001.  Proposals from companies who do not attend the Pre-Bid Meeting will 

not be considered.   
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X. QUESTIONS ABOUT THIS RFP 

Companies may submit questions related to this RFP in writing or by e-mail no later than noon 

on Thursday, April 14, 2022. All questions shall be sent to Keami Estep, Director Procurement 

& Corporate Resources at procurement@dchfa.org. No oral proposals or oral modifications of 

proposals will be considered.  

X. DEADLINE 

The deadline for submission of proposals is Monday, May 2, 2022, at 4:00PM (ET). Proposals 

must be received via email at procurement@dchfa.org on or before the deadline. 

 

XI.  PROPOSAL SUBMISSION 

Please submit one (1) electronic PDF file of the proposal via email to procurement@dchfa.org.  

  

The subject line of the email and the outside packaging of the Flash Drive submission must 

include “HVAC, Mechanical Equipment & Building Maintenance Support Services RFP: 

Your Agency Name” 
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