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Section I: Introduction 
The Montgomery County Housing Authority (MCHA), headquartered in Norristown, PA is 
seeking proposals (Proposals) from qualified firms (Proposers) for ongoing Insurance Brokerage 
and Consulting Services provided in a proactive method to manage all insurance requirements 
for six (6) sites. The initial term of the Professional Service Contract (Contract) shall be one (1) 
year, with annual reviews and four (4) optional one (1)-year renewals at the sole discretion of 
the MCHA. 
 
MCHA is a public housing authority authorized under state law, established in 1938, and under 
contract with the U.S. Department of Housing and Urban Development (HUD). All MCHA data is 
highly sensitive and must be kept secure and strictly confidential. The selected Proposer(s) may 
be subject to a Confidentiality Agreement. 

Section II: General Instructions 
Proposal Submission 
Proposer shall furnish all information required by the solicitation as indicated in Appendix G 
and contained within all appendices that require action on the part of the Proposer. The 
proposal document shall be sealed in an envelope, which shall be clearly marked with the 
words “Insurance Brokerage and Consulting Services,” the Proposer’s name and address, and 
the date of solicitation closing. One original and six bound copies, sealed, clearly identified 
proposals will be received until 11:00 a.m. (local time), October 3, 2024, at the Authority’s 
Administration Office, 104 West Main Street, Norristown, PA 19401. The Proposer must also 
submit a single PDF inclusive of all required attachments by the deadline to 
ben.laudermilch@montcoha.org. 
 
Proposals that do not conform to these requirements may be rejected. The MCHA shall not 
accept, or review Proposals received after the designated submission deadline. The MCHA, at 
its sole discretion, reserves the right to re-designate the submission deadline upon reasonable 
notice to all RFP recipients. The MCHA reserves the right to reject any and all proposals if it 
determines it to be in the best interest of the MCHA to do so. 
 
Inquiries and Modifications 
Inquiries and questions regarding this RFP will be accepted in writing until 4:00 p.m. on 
September 12 , 2024. and should be submitted via email only to Ben Laudermilch at 
ben.laudermilch@montcoha.org. 
 
On or before this date and time: Proposers may submit any questions, clarifications, or requests 
for further information. Proposers must promptly notify the MCHA of any ambiguity, 
inconsistency, or error they may discover upon examination of this RFP and all documents 
attached and/or referenced hereto. Further, Proposers must notify the MCHA of any term(s) in 
any document attached to this RFP to which the Proposer has an objection or that it is unwilling 
to execute. Requested modifications to any term or to any attachment to the RFP not 
submitted via email on or before this date will not be reviewed or considered by the MCHA 
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unless the MCHA, in its sole and absolute discretion and judgment, determines any such 
changes are minor in nature and not prejudicial to fair competition. 
 
Responses to inquiries and modifications to the terms of this RFP or any attachment thereto, if 
acceptable to the MCHA, will be issued as an addendum to every individual or firm on record as 
having received the RFP from the MCHA and posted on the MCHA website. 
 
Anticipated Key Dates 

• Deadline for Submission of Questions – September 12, 2024, 4:00 p.m. 
• MCHA Written Response to Questions – September 19, 2024 
• Deadline for Submission of Proposals – October 3, 2024, 11:00 a.m. 
• Contract Start Date – TBD 

Section III: RFP Background - Strategic Risk Management Initiative 
MCHA is evaluating all areas of business to strategically manage risk and costs and maximize 
value. Once an award is made, MCHA plans to work with the Contractor to perform an 
evaluation, and annually assist in procurement of insurance. Our objective is to work in 
partnership with the Contractor to  select insurance vendors  that best achieve value and 
service quality, while also identifying opportunities to reduce costs and improve our vendor 
selection and management processes. 
 
The ultimate goal is to enhance the value of MCHA’s relationship with its vendors. As part of 
this program, we are reviewing our procurement of Risk Management and Insurance Brokerage 
services. We believe there is significant value to be gained from reviewing current insurance  
arrangements, to assure that our program is providing superior service at a competitive price. 
 
MCHA has identified the following project goals: 

• Ensure MCHA’s services are priced competitively. 
• Ensure “proper” coverages are in place. 
• Assemble a broker service team that will assist the Company in the development 

and execution of its Risk Management Strategy. 
• Through this RFP, MCHA wishes to evaluate and qualify brokers for participation in 

its insurance procurement, which include the following insurance lines: 
o Property 
o General Liability 
o Workers Compensation 
o Crime Bond 
o Direct/Officer/Management Liability 
o Cyber Insurance 
o Any others recommended for consideration  
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Section IV: Services Required 
Selected firm will: 

 Consult annually with the MCHA regarding its existing insurance coverage, its claims 
history, its operations and risk profile, and the available insurance/risk management 
products available. 

 Continually update the MCHA regarding insurance and risk management products and 
developments. 

 Annually facilitate procurement of coverages/products that the MCHA determined to be 
in its best interest. 

 Assist with claims reporting, evaluation, and management. 
 Provide other services as necessary or appropriate to assist the MCHA in managing costs 

and risk and maximizing value in the context of insurance/risk management. 
 
Selection Criteria 
The Proposer shall perform or have experience with the following services: 

• Expertise in assessing in force coverages 
• Qualifications, experience, and breadth of knowledge of assigned team members 
• Market representation and expertise of insurance marketplace 
• Service capacity and capabilities 
• References – please provide at least one reference 

 
Broker Qualifications 
Proposers must identify all applicable qualifications to demonstrate eligibility. In general, a 
Proposer must be able to address the following: 

• Overview of Company Structure/ History/ Philosophy 
o Describe the structure of your organization, including number of employees and 

available resources, locally. 
o The number of employees in your office that have new business responsibilities 

versus service experience. 
o Employee to client account ratio in each department including claims, loss 

control and account management. 
• Competitive advantage 

o Outline your perceived strengths and weaknesses in the marketplace. 
o Describe how you are different from your competitors. 

• Service Team – Illustrate the account team structure. 
• Qualifications 

o Expertise; technical/industry specific 
o Discuss and describe the experience your office has in servicing and 

understanding the unique needs and exposures of MCHA’s size and resources.  
• Marketing – Provide your thoughts on the state of the insurance market MCHA will 

be experiencing for our renewal and what markets with bid waivers should be 
approached. 

• Coverage Expertise 
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o Describe how your firm ensures its clients receive the broadest coverage 
available in the marketplace at an economical cost. 

o Describe the steps in reviewing our current program. 
o Describe your approach to securing Cybersecurity insurance and how you 

balance coverage with cost. 
• Claims Management – Describe your approach to claims management and the 

services to be provided: 
o Discuss how you will assist in claim audits and other file reviews as deemed 

necessary for current insurer services. 
o Describe how you will assist MCHA to actively manage open claims to assure 

timely and cost-effective closure. 
• Quality Control – Discuss how your organization will ensure accuracy and timely 

delivery of Policies and other “insurance related” documents. 

Section V: MBE/WBE Requirements 
It is the policy and practice of the MCHA to encourage the participation of minority-owned and 
women-owned businesses in the procurement of goods and services. The MCHA strongly 
encourages all Proposers to develop creative responses to this RFP that make use of joint 
ventures, partnerships, and other “team” approaches to the delivery of the Services. The MCHA 
places a high value on the Proposer's approach to maximizing the meaningful participation and 
utilization of minority- and women-owned businesses.  
 
The Proposer's Qualification Statement should explain in detail how any proposed team 
approach, partnership and/or joint venture will be structured, the proposed work and fee 
distribution arrangements, and responding allocation of contract responsibilities. 
 
The MCHA reserves the right to require documentation supporting a Proposer's claimed 
minority and/or women-owned business enterprise status. The MCHA will utilize the following 
definitions to determine claimed status: 
 

• Minority Business Enterprise (MBE): A business organization that is owned or 
controlled 51% or more by one or more minority groups as defined by the State 
Diversity Office (SDO) and certified as such by SDO in the relevant service category. 

• Women-Owned Business Enterprise (WBE): A business organization that is owned 
and controlled 51% or more by one or more women and certified as such by SDO in 
the relevant service category. 

• Joint Venture: A joint or combined business agreement on a particular project 
between an SDO-certified MBE or WBE firm(s) and a non-SDO-certified firm in which 
the MBE and/or WBE portion of the combination is valued at least 25% or more of 
the contracted amount. 
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Section VI: Proposal Requirement 
Proposals that do not conform to these requirements may be rejected. 
Service Plan 
The Proposer shall describe the way the Proposer shall develop, implement, and provide each 
of the services required. To be eligible for contract award, the Proposer's Service Plan(s) shall 
include, at a minimum, the following information: 
 

1. An explanation and description of how the Proposer will provide the required 
services. 

2. Approach to consultations and providing/receiving feedback to/from client. 
3. A thorough description of items, information, reports, or the like (if any) that the 

Proposer will require from the MCHA to complete the Services. 
4. A thorough description of items, information, reports, etc. that the Proposer shall 

provide to keep MCHA informed of Proposer's performance regarding the Services. 
Fee Proposal 
To be eligible for contract award, the Proposers shall submit a Fee Proposal for performance of 
the Services as follows: 
 

A. The Proposer's Fee Proposal shall indicate a rate for each category of service. The 
fee rate for each category shall also include all anticipated expenses and overhead 
costs in connection with the provision of the services and shall not include 
projections of insurance costs to be procured under this Contract. 

B. The Fee Proposal shall be signed by an officer of the Proposer who is legally 
authorized to enter into a contractual relationship in the name of the Proposer. 

C. If the Proposer must outsource or sub-contract any work to meet the requirements 
contained herein, this must be clearly stated in the proposal as well as the name and 
description of the organization(s) being sub-contracted. 

D. Costs included in the proposal must include any outsourced or subcontracted work. 
E. Costs for any additional project hours outside of the scope of work. 
F. Required Forms 

In addition to all other submissions required by this RFP, the Proposer must complete and 
submit the documents that are referenced in Appendix G. 

Section VII: Proposal Evaluation Process 
Proposals shall be reviewed by a selection committee composed of MCHA staff appointed by 
the MCHA Executive Director or his designee (MCHA Selection Committee).  
 
Evaluation of proposals shall be conducted by the MCHA Selection Committee pursuant to the 
following phases: 
 

1. All eligible Proposals and attachments shall be reviewed in full.  
2. References for all eligible Proposers shall be conducted and reviewed.  
3. A “short list” will be compiled.  
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4. Proposers on the “short list” may be required to present themselves before the 
MCHA Selection Committee for interviews at a date and time selected by the 
Committee.  

5. The Proposal that best serves the interests of the MCHA, with price and all 
evaluation factors considered, including proposed revisions, shall be recommended 
to the Executive Director. The Executive Director shall recommend the contract 
award to be voted on by the MCHA Board of Directors. 

Section VIII: Proposal Evaluation Criteria  
The contract award shall be conditioned on successful negotiation between the Proposer and 
the MCHA and is subject to the approval of the MCHA Executive Director and the MCHA Board 
of Directors. The MCHA expressly acknowledges that the contract may be awarded to a 
Proposer who does not submit the lowest Fee Proposal. The MCHA will use a weighted scale 
during the evaluation as per the below percentages totaling 100%. 
Qualifications 

1. 35% - Demonstrated experience of the Proposer's workforce to be employed under 
the contract in each of the qualification factors listed in Section VI. 

2. 23% - Demonstrated experience working with public housing authorities or similar 
public or private organizations. 

3. 7% - Meaningful participation of minority and women employees and contractors, 
including MBE/WBE owned businesses as part of Proposer's team. 

4. 15% - Staff Assigned to Project - Qualifications/experience of individual(s) assigned 
as primary consultant including previous relevant and related experience. 

5. 10% - References - Client references for similar work. (Please provide a minimum of 
three references). 

6. 10 % - All services must be itemized to include an explanation of all fees, materials, 
and Business/Terms/Price/Fee - A description of the Proposer’s fee proposal for the 
scope of work requested above. Proposer should describe how it will provide 
consulting services in a way that will permit MCHA to anticipate the estimated cost 
of services. How the Proposer will keep costs reasonable and provide quality 
services to MCHA. MCHA must judge the Proposer’s proposed fees to be reasonable, 
not necessarily the lowest. 

Section IX: General Conditions of the RFP 
RFP 
An electronic copy may be obtained at https://www.montcoha.org. The Proposer is responsible 
for periodically reviewing the RFP webpage for updates, supplementals and answers to 
questions. 
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Acceptance of RFP and Contract Terms 
Proposer's submission of a proposal in response to the RFP shall constitute acceptance by the 
Proposer of the terms and conditions of this RFP. If a Proposal is accepted for Contract award, 
the Proposer agrees to accept the HUD Conditions of Non-Construction contracts, as shown in 
(Appendix E), and subject to the MCHA Supplementary terms and conditions (Appendix C). Any 
proposed changes to the contract must be included in the firm’s proposal or they will not be 
considered. 
 
Contract Award 
Subject to the rights reserved in this RFP, the MCHA shall give written notice to the selected 
Proposer (the Contractor) no later than one hundred twenty (120) days after the date 
designated for receipt of proposals; the parties may extend the time for acceptance by mutual 
agreement. The award of the contract is subject to the approval of the MCHA Board of 
Directors and shall be conditioned on the successful negotiation of revisions, if any, to the 
Proposal that are recommended as part of the evaluation of Proposals. 
 
Term 
The initial term of the Professional Service Contract (Contract) shall be one (1) year, with annual 
reviews and four (4) optional one-year renewals at the sole discretion of the MCHA. 
 
No Warranty 
Proposers shall examine the RFP, specifications, and instructions pertaining to the Services. 
Failure to do so shall be at the Proposer's own risk. It is assumed that the Proposer has made 
full investigation to be fully informed as to the extent and character of the Services and of the 
requirements of the specifications. No warranty is made or implied as to the information 
contained in the RFP, specifications, and/or instructions. 
 
Expense of RFP Submission 
All expenses incurred in the preparation and submission to the MCHA of Proposals in response 
to this RFP shall be borne by the Proposer. 
 
MCHA Reservation of Rights 
The MCHA reserves the right to cancel this RFP, or to reject, in whole or in part, any and all 
Proposals received in response to this RFP, upon its determination that such cancellation or 
rejection is in the best interests of the MCHA. The MCHA further reserves that right to waive 
any minor informalities in any Proposals received. The determination of the criteria and process 
whereby proposals are evaluated, the decision as to who shall receive a Contract award, or 
whether an award shall be made as a result of this RFP, shall be at the sole and absolute 
discretion of the MCHA.  
 
A proposal may be corrected, modified, or withdrawn, provided that the correction, 
modification, or request for withdrawal is made by the Proposer in writing and is received at 
the place and prior to the date and time designated in the RFP for receipt of Proposals. After 
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such date and time, the Proposer may not change the Fee Proposal or any other provision of its 
Proposal in a manner prejudicial to the interests of the MCHA and/or fair completion. 
 
The MCHA shall waive minor informalities or allow the Proposer to correct them. If a mistake in 
the intended Fee Proposal is clear on the face of the Proposal, the MCHA shall correct the 
mistake to reflect the intended correct Fee Proposal and shall so notify the Proposer in writing 
and the Proposer may not withdraw its Proposal. A Proposer may withdraw its Proposal if a 
mistake is clear on the face of the Proposal, but the intended Fee Proposal is not similarly 
evident. 
 
Insurance Requirements 
The Contractor must be willing and able to carry and maintain the required insurance as set 
forth in Appendix C. 
 

END of RFP 











Appendix G 

Documents required to be Included with Proposal submission. 

I. Proposal outlining services to be provided. Must include all phases of work
including cost projections outlined in RFP.

II. Certifications of Firms Submitting Proposals (Appendix B).

III. Non-collusion Affidavit (Appendix D).

IV. Statement of Proposers Qualifications (Includes a minimum of three (3)
references).

V. HUD Form 5370-C: General Conditions for Non-Construction Contracts.

VI. Registration and good standing at SAM.gov.

34




