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REQUEST FOR PROPOSALS - HOUSING COUNSELING SERVICES 

OVERVIEW 

This Request For Proposals (RFP) is being issued by the City of Olean (Olean). The purpose of 

this notice is to solicit proposals from interested professional housing consulting 

agencies/organizations to provide technical assistance in connection with the administration of 

the Olean Homeownership Assistance Program funded, in part, by the NYS Housing Trust Fund 

Corporation under the 2016-2017 NYS HOME Local Program. To be considered for this 

assignment, housing counseling agencies must meet the following criteria: 

1. The organization must be authorized to do business in, and have an office in the State of

New York.

2. The organization should have knowledge of the New York State Homes & Community

Renewal HOME Local Program; and

3. The organization must have experience in administering NYS HOME or similar

homeownership assistance programs.

Nothing in this RFP will be construed to create any legal obligation on the part of Olean or any 

respondents. Olean reserves the right, in its sole discretion, to amend, suspend, terminate or 

reissue this RFP in whole or in part, at any stage. In no event will Olean be liable to respondents 

for any costs or damages incurred in connection with the RFP or any other costs incurred in 

reliance on the RFP. No respondent will be entitled to repayment from Olean for any costs or 

expenses for fees related to this RFP. All supporting documentation submitted in response to 

this RFP will become property of Olean. 

SCOPE OF WORK 

A. NYS HOME Administration.

Olean is seeking technical assistance from professional housing consulting 

agencies/organizations to assist City staff in administering activities and services outlined in the 

attached Administration Plan in connection with the Olean Homeownership Assistance Program 

(OHAP) including, but not limited to: 

• Outreach/Marketing: Implementing the City's Affirmative Marketing Plan advertising

the OHAP to households least likely to apply for homeownership assistance. Such

assistance would include developing brochures; outlining program guidelines for

distribution; contacting and meeting with area organizations to outline the OHAP

process.



• Working with prospective home buyers to review and verify household income,

determine homeownership affordability, home financing options, etc.

• Analyzing household total debt-to-income ratio and housing debt-to-income ratio to

compare with HOME qualifying ratios and conducting subsidy layering analysis to

determine appropriateness of HOME assistance.

• Complying with site specific environmental clearance procedures.

• Coordinating loan closing and recording mortgage liens.

Olean expects to assist 28 eligible buyers who have successfully completed 8 hours of housing 

counseling. The provision of housing counseling services is not included in this RFP. 

B. Reporting

• Providing monthly activity and progress reports to designated Olean staff.

• Submitting monthly vouchers and corresponding invoices with backup materials.

• Maintaining all records and files in accordance with HUD, NYS HCR and

Olean's local OHAP guidelines.

EVALUATION CRITERIA AND SCORING 

Organizations will be evaluated on the basis of their written responses to this RFP, additional 

written information as requested by CD staff, and oral interviews, if any, based on the following 

criteria: 

1. Experience in providing professional housing assistance services on HUD & 3 0% 

NYS funded projects

2. Qualifications of personnel 20% 

3. Organization and approach 20% 

4. Fees 15% 

5. Location/geographic area 15% 

REQUESTED INFORMATION 

Please provide the following information: 

1. A brief description of your organization, its hist01y and main areas of business.

Indicate the total number of staff and the team available to Olean.

2. A summary of the key strengths and qualifications of your organization.

3. A brief summary of the professional background of any individuals who would be

assigned to work with Olean on the OHAP.

4. Pricing proposal. The proposed pricing should be based on a fixed fee per

person/household.



5. CmTent documentation regarding your organization's liability insurance.

SELECTION PROCESS 

The Selection Committee comprised of Olean Community Development staff will review 

qualifications in accordance with the evaluation criteria set f01ih herein. Any contract resulting 

from this RFP will not necessarily be awarded to the vendor with the lowest price. Instead, 

contract will be awarded to vendor whose proposal received the most points in accordance with 

criteria set f01ih in this RFP. 

QUESTIONS 

Questions that arise prior to submission of proposal must be submitted in writing by September 

15, 2017 via email to: mgeorge@cityofolean.com. Please call the Community Development office 

at 376-5647 to confirm that your email was received. 

SUBMITTAL DUE DATE 

Each respondent must submit one (1) original and two (2) copies as a response to this RFP by 

Thursday, September 21, 2017 via hard mail to: 

Department of Community Development 

101 East State Street 

Olean, NY 14760 



1 General Program Administration Requirements 

1.1 Use of Funds

1.1.1 Eligible Activities 

i. Homebuyer Purchase Assistance: funds may be used to assist a homebuyer to
provide down payment and/or closing cost assistance to purchase a single family (1-4)
unit, non-HOME assisted existing home or newly constructed home.

ii. Homebuyer Purchase Assistance with Housing Rehabilitation: funds may be used to
assist a homebuyer to provide down payment and/or closing cost assistance and funds
for housing rehabilitation, to purchase a single family (1-4) unit, non-HOME assisted
existing home. The housing rehabilitation must be complete within 6 months of
purchase by the homebuyer.

iii. LPAs may assist HOME eligible applicants making less than 80% of Area Median
Income (AMI). There is no requirement that the applicant be a first-time homebuyer,
however, the applicant must not own a home at the time of application for assistance.

iv. If the LPA is going to assist homeowner occupied properties with rental units, Chapter 4
of this Plan applies and the questions must be completed by the LPA. If the property
does not have rental units, Chapter 4 does not apply.

1.1.2 Planned Activities: 

Q1. Respond in the order of the question: please tell us what your agency 

wants to do with HOME funds, who you want to help, what specific 

assistance you will provide the HOME applicant, how HOME 

administrative and staff costs of project delivery will directly help your 

agency, who are your partners, what other funds are in the program, 

describe your specific interaction with the prospective homebuyer, 

describe what is already in place to begin the program, describe any 

unique features of program design and what will make your agency 

successful in completing the program within 2 years. 

The City of Olean seeks to utilize $400,000 in HOME funds to provide 
assistance to 28 low- to moderate-income eligible homebuyers (no 
rehabilitation and no target population) to purchase single family homes in the 
City. We plan to right size the assistance for each homebuyer and estimate 
we will offer $.11,000 per unit tor downpayment & closing costs, budgeting an 
additional $1,5�Cf.'per unit for minor improvements. City funds in the amount of 
$13,776 will supplement the HOME budget for project delivery and 
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administration. The City has administered the Olean Homeownership 

Assistance Program (OHAP) since 2001 using CDBG funds via the Small 

Cities program. To date, we have provided assistance to approximately 90+ 

individuals and households. However, the majority of CDBG funding has 

been depleted ($22, 000+ remaining will assist two recently approved 

applicants), and we currently have two eligible homebuyer applicants on a

waiting list anxious to take advantage of our program. If successful in 

securing HOME funding we will be able to reach out and increase our pool of 

applicants to include those who may not necessarily be "first time" 

homebuyers. HOME administration and project delivery funds are crucial to 

the City's ability to manage this program. Through a RFP process consistent 

with HOME procurement standards, we will procure the services of a HUD 

certified homeownership counseling service to assist with pre-purchase 

counseling. 

Our CO staff has 15+ years of experience in administering the OHAP, and we 

understand the important link between sustainable homeownership and 

quality pre- and post-counseling and education. Our existing policies and 

procedures in place for our OHAP will need only minor revisions in order to 

implement the HOME program. Our internal housing committee reviews all 

requests for assistance under the OHAP and makes recommendation to the 

City Council who authorizes approval of all applications. City staff has regular 

interaction with potential homebuyers, conducting intake interviews, reviewing 

credit reports, offering homeownership counseling, etc. Our goal has been to 

empower our applicants with a strong knowledge in the area of 

homeownership - specifically the home buying process, budgeting, money 

management, credit, banking, mortgage financing, insurance, community 

involvement, home maintenance, foreclosure prevention, etc. 

We have administered 3 consecutive homeownership programs (2000, 2002 

& 2004) consistent with CDBG guidelines and regulations. All three programs 

expended funding within the required two year time frame (with the exception 

of program income). 

In addition, the City of Olean was recently awarded $100,000 in funding from 

USC to address housing vacancy and blight. Our USC budget includes 

funding for post-homeownership counseling which we expect to incorporate 

into our counseling services for a more comprehensive approach to 

homeownership sustainability. Securing HOME funds will advance an 

important community goal--to increase affordable homeownership 

opportunities to existing and new residents which will improve their quality of 

life and help preserve and stabilize our local neighborhoods. 

Q2. List which homebuyer activity from above will be performed in this 

program. 
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Q3. Describe the priority household type(s), including special needs or 

other target populations, income targets and the target area. 
As with the City's existing homeownership program, we will assist households 

with no target populations between 50% and 80% of median income. We will 
actively reach out to all populations, including underserved, within a 30+ mile 
radius of the City of Olean that includes 5 counties. We believe that 
applicants between the income range referenced above who receive 

homeownership counseling and are able to secure financing via conventional 
private/public lending institutions have the most success in sustainable 
homeownership. 

1.1.3 iVlarket Need: 

LPAs must conduct and document a market analysis to support there is a need for the 
specific type of HOME assisted homebuyer program to be offered in the service area. 
This analysis must be based on current relevant data from the service area that 
demonstrates a local market need for HOME funded down payment and closing cost 
assistance and if applicable, the need for funds for housing rehabilitation. 

Q4. Please provide a detailed description and document, using current local 

data sources for the service area, the need for the homebuyer 

assistance program being proposed. 

The City's housing market has seen minor gains in recent years and has not 
shown signs of major swings that were evidenced in most of the country 
during the past 5-7 years, according to a recent market analysis performed by 
Susan Payne, Strategic Planning & Economic Development consultant. 
Rather, the median value of an owner-occupied house has remained constant 
at about $70,000, which was the same number reported in the 2012 US 
Census data. An affordable housing market study completed for STEL, Inc. 
by GAR Associates, Inc., (while the emphasis was on need for multi-family 
housing in the City of Olean) also considered the demand for homeownership 
units. The study concluded that the housing market within the City of Olean 
reflects a fairly stable housing environment, an adequate supply of, and 
demand for low- to moderate affordable housing. A recent review of the 
Realtor.com website indicates that 69 homes with a listing maximum price of 
$75,000 are currently offered for sale in the City of Olean. 

1.1.4 Fonn(s) of Assistance 

A. HTFC requires that the HOME assistance be secured with the HTFC Note and
Mortgage. The LPA will be given the template for this document at contract execution.
No other forms to secure the HOME investment will be accepted. The note and
mortgage requires execution and public recording, as described below in Section 1.5.
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