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RFP INFORMATION AT A GLANCE  

SBHA CONTACT PERSONS 

  
Elizabeth Salinas, Executive Director

 Janet Montalvo, Finance Director 
info@sanbenitohousing.com 

Phone:  956-399-7501 

HOW TO OBTAIN THE RFP 
DOCUMENTS 

1. Send an e-mail request to 
info@sanbenitohousing.com.  E-mail must include 
contact name, company/agency name, contact 
phone number, and must reference RFP Fee 
Accounting in subject line. 

2. In-person at the SBHA Main Office:  1400 N 
Reagan St, San Benito, TX  78586

3. On the SBHA website: 
www.sanbenitohousing.com/doing-business-with-
sbha

QUESTIONS 

Any questions or requests for further information 
must be submitted in writing no later than 5:00 pm 

CST on June 13, 2024, by email to 
info@sanbenitohousing.com

  

PROPOSAL SUBMITTAL 
DEADLINE

  
Thursday, June 20, 2024 4:00 pm CST 

San Benito Housing Authority
1400 N. Reagan St. 

San Benito, TX  78586  
**Proposals must be received in-hand, and date and time-

stamped by the SBHA no later than 4:00 pm CST on this date** 

  

ANTICIPATED APPROVAL BY 
SBHA BOARD OF DIRECTORS 

  

Wednesday, June 26, 2024 
Special Board Meeting

1400 N. Reagan St. 
San Benito, TX  78586  
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INTRODUCTION
The San Benito Housing Authority (Agency) requests proposals (RFP) from qualified Fee Accounting 

year-  

 
tenant 

 manages and 
operates a 50-unit development 
has  is the home 

aforementioned. 

The Agency seeks Proposals from qualified entities to provide general fee accounting services to the 

Generally Accepted Accounting Principles (GAAP) and the offero

ument and any designated attachments in its entirety. 

Prospective offerors requiring any explanation or interpretation of the solicitation must request it in 
CST on 

Salinas . Any information given to a 

 

information: 

RFP 02-2024 
San Benito Housing Authority 

Fee Accounting Services 

Due Date and Time: June 20 4:00 pm CST. Note: Incomplete or non-compliant 
considered. 

or shall make a recommendation to the 
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1. Right to Reject, Waive, or Terminate the RFP
RFP  

2. Right to Not Award  

3. Right to Terminate
 

4. Right to Determine Time and Location
successful offeror(s) shall provide the services called for in the RFP. 

5. Right to Retain Proposals
 

6. Right to Negotiate  

7. Right to Reject Any Proposal

proposals offering alternate or non-requested services.  

No Obligation to Compensate
incurred in responding to this RFP. 

9. Unauthorized Sub-Contracting Prohibited. 

Agency. Any 

 

10. Project Staffing Changes. 

Agency retains the 
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TERM OF CONTRACT

three (3  additional one-

nd the successful offeror. 

remain for at least 90 days after the end of the contract.  For the 

 

1. Initial Contract: 2024-2025 - -2027 
2. 1St Option –Year: 2027-
3. 2nd Option –Year: -2029 

Current/Previous Contractor 

Lindsey & Company  MRI Real 
company.
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General Requirements  

1.

 

2.

for use in auditing purposes and the Single Audit Act. 

3. Report to the Executive Director any items unusual in nature. 

Special Requirements 

The  

1. . Perform all operations necessary to maintain 
 

a. econciliations  

 

c.  

d.  

e. Assist in coding checks . 

f.
. 

g. Provide a detailed transaction register -end. 

h.  

i. Maintain investment and insurance registers. 

Schedules). 

k.
 

l. -  

m. -
entries. 

2. Board Reports. Provide the  

a. Prepare Balance Sheet and Income statements for 

Include months reserve 
 

. 
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c. (Year-  
3. Year-End Close. Complete the close-out for the fiscal year and preparation of all forms 

a. -
   

timely any other required year-
schedules for independent auditors 

Discussion and Analysis (MD&A). 

4. Operating Budgets. Assist in the preparation of Operating Budgets for all programs administered 
: 

 Administrative Fee . Preparation of 
  

meeting. 

5.
 utility estimates

one (1) revision. 

6. at least 
quarterly. 

7. IRS reporting. Assist and consult staff in the prepar  W-2 and1099s.  
Form 990. 

On- . Perform on-site visits as needed to provide clarification on financial matters 

successful proposer 

Agency via telephone or email.  

Consultation and Assistance

and Assis
 

a. -end closing outside of Task 3. 

 

c.
requirements. 

d. -  

9. Other Services.  

a. Provide procurement guidance as needed. 

 



RFP# 02-2024
Fee Accounting Services 

Page 9 of 14 
 

c.  and implementing compliant financial policies and 
procedures. 

d.
needed.
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INSTRUCTIONS TO OFFERORS
1.  RFP 02-2024, San Benito 

Housing Authority, Fee Accounting  Due Date and Time: Thursday, 
June 20, 2024, 4:00 pm CST at San Benito Housing Authority, 1400 N. Reagan, San Benito, 
Texas  78586 -

-
 to get your proposal 

time-stamped. Proposal -
-stamped upon receipt.  

2.  

3.
Proposals shall remain firm and valid for ninety (90) days from said deadline. 

4.

956-399-7501 or via email at .  

5. Bid Proposal Form 
included in this package. 

6.

 

7.
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PROPOSAL FORMAT

- . 

Tab 1. Knowledge and Experience

-for-
housi

provides.  

 

Tab 2. Management and Staffing Plan

and ensuring quality control of services provided. Provide a staffing plan that identifies key personnel 

proposed staff. If the 
those exceptions. 

Tab 3. References. Provide no more than five (5) references of housing authorities currently under 

Provide a copy of t
CPAs. 

Tab 4. Licensing and Insurance Requirements
 

a. E
engagement is licensed as a C P Accountant. 

insurance carrier and coverage amount. 
c.  
d.

 
e.

 
f.

contactor to provide the services provided in the RFP.  
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Tab 5. Bid Proposal Form. initial contract and  option periods 
according to the instructions and form provided. 

Tab 6. HUD Forms. - - -
)

a. HUD Form 5369-B, Instructions to Offerors, Non-Construction. Read and initial each page 
  

HUD form 5369-C, Certifications and Representations of Offerors, Non-Construction. 
 

c. HUD Form 5370-C, General Contract Conditions, Non-Construction. Read and initial 
 

Tab 7. Sample Monthly Financial Statements and Board Reports. Example of financial statements 
 

Tab 8.  Include completed IRS Form W-9
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The 

 

 

# Evaluation Factor Maximum Points

1 
Knowledge and Technical Expertise.
Demonstration of in-
regulations specific to Housing 

30 

2 

Management and Staffing.

quality services and ensure quality control of 
 

20 

3 

Firm’s Prior Experience in Related Areas. 
Documentation of successful experience in providing the services 

for similar services of a 
20 

4 

Price.

30 

 Total Points 100

 he 
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San Benito Housing Authority 
Bid Proposal Form 

Please provide a separate page totaling the itemization of costs for the amounts for all items listed in 

 

Services per the Request for Proposals at the 
 

Annual Amount: $ _______________________________________________________ 
(Itemized in supporting documents)

 

Payable in 12 monthly payments of: $ _________________________________________ 

Additional Services and Fees not included in Scope of Services:

    

    

    

    

    

FIRM NAME: _______________________________________________________________________ 

Federal ID: _______________________________________________________________________ 

Address:  _______________________________________________________________________ 

Authorized Representative:  ____________________________________ ______________________ 
     Signature    Date 

Print or Type Name: ______________________________   Date: ______________________________ 

_____________________________   Email: __________________________________







(a) The bidder/offeror represents and certifies as part of its bid/
offer that, except for full-time bona fide employees working
solely for the bidder/offeror, the bidder/offeror:

(1) [    ] has, [   ] has not employed or retained any person or
company to solicit or obtain this contract; and

(2) [     ]  has, [    ] has not paid or agreed to pay to any person
or company employed or retained to solicit or obtain this
contract any commission, percentage, brokerage, or other
fee contingent upon or resulting from the award of this
contract.

(b) If the answer to either (a)(1) or (a) (2) above is affirmative,
the bidder/offeror shall make an immediate and full written
disclosure to the PHA Contracting Officer.

(c) Any misrepresentation by the bidder/offeror shall give the
PHA the right to (1) terminate the resultant contract; (2) at its
discretion, to deduct from contract payments the amount of any
commission, percentage, brokerage, or other contingent fee; or
(3) take other remedy pursuant to the contract.

The bidder/offeror represents and certifies as part of its bid/ offer
that it:

(a) [    ] is, [    ] is not a small business concern.  “Small business
concern,” as used in this provision, means a concern, includ-
ing its affiliates, that is independently owned and operated,
not dominant in the field of operation in which it is bidding,
and qualified as a small business under the criteria and size
standards in 13 CFR 121.

(b) [    ] is, [    ] is not a women-owned small business concern.
“Women-owned,” as used in this provision, means a small
business that is at least 51 percent owned by a woman or
women who are U.S. citizens and who also control and
operate the business.

(c) [    ] is, [    ] is not a minority enterprise which, pursuant to
Executive Order 11625, is defined as a business which is at
least 51 percent owned by one or more minority group
members or, in the case of a publicly owned business, at least
51 percent of its voting stock is owned by one or more
minority group members, and whose management and daily
operations are controlled by one or more such individuals.

For the purpose of this definition, minority group members are:

(Check the block applicable to you)

[   ]  Black Americans [   ]  Asian Pacific Americans

[   ]  Hispanic Americans [   ]  Asian Indian Americans

[   ]  Native Americans [   ]  Hasidic Jewish Americans

(a) The bidder/offeror certifies that—

(1) The prices in this bid/offer have been arrived at indepen-
dently, without, for the purpose of restricting competi-
tion, any consultation, communication, or agreement
with any other bidder/offeror or competitor relating to (i)
those prices, (ii) the intention to submit a bid/offer, or
(iii) the methods or factors used to calculate the prices
offered;

(2) The prices in this bid/offer have not been and will not be
knowingly disclosed by the bidder/offeror, directly or
indirectly, to any other bidder/offeror or competitor be-
fore bid opening (in the case of a sealed bid solicitation)
or contract award (in the case of a negotiated solicitation)
unless otherwise required by law; and

(3) No attempt has been made or will be made by the bidder/
offeror to induce any other concern to submit or not to
submit a bid/offer for the purpose of restricting competition.

(b) Each signature on the bid/offer is considered to be a certifi-
cation by the signatory that the signatory:

(1) Is the person in the bidder/offeror’s organization respon-
sible for determining the prices being offered in this bid
or proposal, and that the signatory has not participated
and will not participate in any action contrary to subpara-
graphs (a)(l) through (a)(3) above; or

(2) (i)  Has been authorized, in writing, to act as agent for the
following principals in certifying that those principals
have not participated, and will not participate in any
action contrary to subparagraphs (a)(l) through (a)(3)
above (insert full name of person(s) in the bidder/offeror’s
organization responsible for determining the prices of-
fered in this bid or proposal, and the title of his or her
position in the bidder/offeror’s organization);

(ii)  As an authorized agent, does certify that the princi-
pals named in subdivision (b)(2)(i) above have not par-
ticipated, and will not participate, in any action contrary
to subparagraphs (a)(l) through (a)(3) above; and



(iii)  As an agent, has not personally participated, and will
not participate in any action contrary to subparagraphs
(a)(l) through (a)(3) above.

(c) If the bidder/offeror deletes or modifies subparagraph (a)2
above, the bidder/offeror must furnish with its bid/offer a
signed statement setting forth in detail the circumstances of
the disclosure.

(a) The Contractor warrants that to the best of its knowledge and
belief and except as otherwise disclosed, it does not have any
organizational conflict of interest which is defined as a
situation in which the nature of work under a proposed
contract and a prospective contractor’s organizational, fi-
nancial, contractual or other interest are such that:

(i)  Award of the contract may result in an unfair competi-
tive advantage;

(ii)  The Contractor’s objectivity in performing the con-
tract work may be impaired; or

(iii) That the Contractor has disclosed all relevant infor-
mation and requested the HA to make a determination
with respect to this Contract.

(b) The Contractor agrees that if after award he or she discovers
an organizational conflict of interest with respect to this
contract, he or she shall make an immediate and full disclo-
sure in writing to the HA which shall include a description of
the action which the Contractor has taken or intends to
eliminate or neutralize the conflict.  The HA may, however,
terminate the Contract for the convenience of HA if it would
be in the best interest of HA.

(c) In the event the Contractor was aware of an organizational
conflict of interest before the award of this Contract and
intentionally did not disclose the conflict to the HA, the HA
may terminate the Contract for default.

(d) The Contractor shall require a disclosure or representation
from subcontractors and consultants who may be in a position
to influence the advice or assistance rendered to the HA and
shall include any necessary provisions to eliminate or neutralize
conflicts of interest in consultant agreements or subcontracts
involving performance or work under this Contract.

The offeror represents that the following persons are authorized
to negotiate on its behalf with the PHA in connection with this
request for proposals:  (list names, titles, and telephone numbers
of the authorized negotiators):

In the absence of any actual or apparent conflict, the offeror, by
submission of a proposal, hereby warrants that to the best of its
knowledge and belief, no actual or apparent conflict of interest
exists with regard to my possible performance of this procure-
ment, as described in the clause in this solicitation titled “Orga-
nizational Conflict of Interest.”

The offeror hereby certifies that the information contained in
these certifications and representations is accurate, complete,
and current.

Signature & Date:

Typed or Printed Name:

Title:








