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City of Richmond - Request for Proposal  

The City of Richmond is requesting proposals from a qualified Respondent to manage and 

operate its Housing Choice Voucher Program (HCVP). 

The City of Richmond will award a firm fixed-price contract. Proposals will be evaluated as 

described in full RFP package. Proposals must be submitted in accordance with these instructions. 

Failure to furnish a complete proposal on, or before the time and date due, shall result in the 

proposal's elimination from consideration. 

Copies of the complete RFP package may be obtained from the office of the City Clerk Lisa 

Cassity at lcassity@richmond.ky.us  or City Manager Rob Minerich at rminerich@richmond.ky.us 

or by calling (859) 623-1000. Sealed proposals should be addressed and submitted to Richmond 

City Hall, Attn: Lisa Cassity, 239 W. Main Street, Richmond, KY. 40475 and are due by 12:00 

Noon. EST. May 5th, 2023. (Proposals received after this time shall be rejected, without opening.) 

 
 

 

 

 

(859)-623-1000 www.richmond.ky.us 

mailto:lcassity@richmond.ky.us
mailto:rminerich@richmond.ky.us
http://www.richmond.ky.us/


 
1. May proposals be hand delivered to the City Manager's office (239 West Main Street, 

Richmond, KY 40475), with time-stamped receipt of delivery provided, by 12:00 Noon, 
EST, May 5th, 2023? 

-Yes, they may be hand delivered by 12:00 Noon, EST, May 5th, 2023. 

2. HUD submission instructions (HUD-5369-B, pages 19-20 of the RFP) state that (under 9. 
Offer Submission), "Offers shall be submitted as follows and shall be enclosed in a sealed 
envelope and addressed to the office specified in the solicitation. The proposal shall show 
the hour and date specified in the solicitation for receipt, the solicitation number, and the 
name and address of the offeror, on the face of the envelope." Is "RFP N" (on the cover 
page of the RFP) the correct solicitation number? 

Yes 

3. In Attachment A: Scope of Service (RFP page 9), the 9th bullet states, "Participates in staff 
meetings with the Executive Director and other Authority personnel; attends training 
workshops as required with cost to contractor." Can you provide the average annual cost 
per person for attending training workshops? 

$100.00 

4. The RFP refers to an Attachment E on page 11, item 2: "2. HCV Program staff to be 

managed by the selected firm, with input from COR on high level staffing decisions. 

Examples of decisions requiring COR involvement include organizational structure (see 
Attachment E for currently existing structure), staffing levels, compensation packages, 

discontinuation of management level staff, or other such decisions at COR discretion. 
Examples of staffing decisions to be made by selected firm without direct COR input 

include recruitment, hiring and training of new staff; performance reviews; personnel 

matters, disciplinary measures, discontinuation of front-line staff, and other similar 
staffing matters." However, there is no Attachment E included with the RFP. Can you 

provide Attachment E? 

Please disregard reference to attachment E as it was removed.  Please see answer to 
question 6 for current organization. 

5. On page 15 of the RFP, under 1. Proposal Evaluation Process, it states (in the 2nd bullet), 

"The proposals will first be reviewed to determine if all the requirements outlined have 

been met. Failure to meet the requirements or being over-budget will result in the 

proposal being eliminated from consideration." What would constitute "being 
overbudget?" 

All proposals will be evaluated based in comparison to the current approved budget 

and additional costs to the City. 



6. Can the COR provide a listing of current staffing patterns and job descriptions for each 

position for the HCV Program? 

Director of Section 8 
Case Manager 
Family Self-Sufficiency Coordinator 
Family Self-Sufficiency Coordinator 
Fiscal Controller 
Sec. 8 Housing Inspector 
Secretary 
 
Job Descriptions attached. 
 

7. Can we receive a copy of the current AHAP, SEMAP and operational plan for COR's HCV 

Program? 

Unavailable at this time – will update all potential applicants when available 

8. Can we receive a current roster or list of approved HCV units for the area covered? 

Unavailable at this time – will update all potential applicants when available 

9. Can we receive a copy of the current HCV budget, as approved by the COR? 

Please see linked document 
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CITY OF RICHMOND 
 

POSITION DESCRIPTION 
 
 
CLASS TITLE:  Secretary 
 
DEPARTMENT:  Section 8 Housing  
 
PAYGRADE: 1 
 
CHARACTERISTICS OF THE CLASS:  Under the supervision of the Executive Director, this 
individual will be responsible for all clerical duties. 
 
DUTIES AND RESPONSIBILITIES: 
 
 1.   Serve as receptionist, referring telephone calls and answering general questions. 
 
 2.   Basic knowledge about all aspects of the program. 
 
 3.   Provide information about the program to all Section 8 participants. 
 
 4.   Document available housing for prospective landlords. 
 
 5.   Schedule appointments for the Director and Inspector.  
 
 6.   Screening and referring calls to other agencies and businesses.  
 
 7.   Operate database computer with present and future equipment, a well as, other office  
       equipment. 
 
 8.   Knowledge of Grant writing. 
 
 9.   Receive and process Housing applications. 
 
10.  Process interim, recertification and new tenant data on computer.  Type, process and 
        copy related forms. 
 
11.  Run reports as needed, type and post. 
 
12.  Mail recertification notifications 
 
13.  Purge tenant files 
 
14.  File folders, paperwork and etc. 
 



Ordinance 22-13 

15.  Process all Portability paperwork 
 
16.  Process all Termination paperwork 
 
17.  Receive and sort mail 
 
18.  Attend training sessions as needed 
 
19.  Other duties and responsibilities are not limited to the above 
 
 
TRAINING AND EXPERIENCE:  Graduation from an accredited high school or equivalent 
GED supplemented by three (3) years of progressive related responsible experience. 
 
SPECIAL KNOWLEDGE, SKILLS AND ABILITIES:  Must be able to work well with the 
public and fellow employees.  Have thorough knowledge of the program, work with other public 
agencies.  Must have ability to operate database computer and office equipment.  Must have 
confidentiality, integrity and ability to maintain confidential information. 
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CITY OF RICHMOND 
 

POSITION DESCRIPTION 
 
CLASS TITLE: Housing Inspector 

 
DEPARTMENT: Section 8 
 
PAYGRADE: 4 

 
CHARACTERISTICS OF THE CLASS:   The Housing Inspector is under the 
supervision of the Executive Director. The fundamental reason this classification exists 
is to conduct initial move-in, annual occupied and special inspections on single family 
residences, town houses and apartments to ensure that properties meet federal and local 
housing quality standards required for eligibility in the Section 8 Housing Choice 
Voucher Program. Incumbents make independent judgments in the field in accordance 
with departmental policy, and must effectively communicate these decisions to others to 
obtain compliance. 

 
DUTIES AND RESPONSIBILITIES: 

1. Inspects properties for compliance with Housing and Urban Development (HUD) 
Housing Quality Standards (HQS); 

2. Inspects properties for compliance with applicable local building codes and 
zoning ordinances that have been added to the HQS requirements by the City and 
approved for inclusion by HUD; 

3. Assesses damages, determines who is responsible for correction, and establishes 
deadlines for completion of work; 

4. Completes inspection reports and related documentation; 
5. Documents efforts to bring properties into compliance and conducts follow-up 

inspections to ensure that work is completed; 
6. Testifies and presents evidence in administrative hearings .and court proceedings; 
7. Assures all inspections are scheduled, performed, and inputted into the software 

system in a timely manner; 
8. Provides information on other City agencies and departments when needed; 
9. Demonstrates continuous effort to improve operations, decrease turnaround times, 

streamline work processes, and work cooperatively and jointly to provide quality 
seamless customer service. 

10. Maintain and submit Section Eight Management Assessment Program (SEMAP) 
Reports. 

11. Attend training sessions as needed. 
12. Conduct Rent Reasonableness comparability’s per HUD Guidelines with all related 

documentations. 
13. Other duties and responsibilities are not limited to the above. 
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SPECIAL KNOWLEDGE, SKILLS, AND ABILITIES: 

Knowledge of: 

• Federal Housing Quality Standards. 
• Local ordinances and building codes incorporated into the HQS for the Section 8 

Program in City of Richmond. 
• Building trades and construction methods. 
• ·General understanding of the Section 8 Program and the Landlord/Tenant Act. 
• City agencies and departments. 
• City of Richmond, Berea and Madison County streets. 
• Computer skills 

 
Ability to: 

• Communicate orally with customers, clients or the public in face-to-face one-to 
one settings, using a telephone, or in group settings. 

• Comprehend and make inferences from written materials. 
• Objectively interpret and consistently apply regulations in accordance with 

department policies. 
• Operate a variety of standard office equipment requiring continuous or repetitive 

arm-hand movements. 
• Learn job-related material primarily through oral instruction and observation. This 

learning takes place mainly in an on-the-job training setting. 
• Produce written documents with clearly organized thoughts using proper sentence 

construction, punctuation, and grammar. 
• Enter data or information into a terminal, PC, or other keyboard device. 
• Observe or monitor objects to determine compliance with prescribed operating or 

safety standards. 
• Perceive the full range of the color spectrum, such as when working with 

electrical wires. 
• Measure distances using a tape measure. 
• Work in a variety of weather conditions with exposure to the outdoor elements. 
 Bend or stoop repeatedly or continually while performing inspections. 
• Travel over rough, uneven, or rocky surfaces. 
  Make independent decisions to resolve problems or conflicts, and to enforce 

housing program rules and regulations. 
• Work cooperatively with the Executive Director, City employees, housing 

applicants and residents, community workers, and the public. 
• Work safely without presenting a direct threat to self or others. 

 
TRAINING AND EXPERIENCE: Two years of experience in building inspections or in a 
technical trade such as plumbing, electrical, or HVAC, including some public contact work. 
Other combinations of experience and education that meet the minimum requirements may 
be substituted. 

 
SPECIAL NECESSARY REQUIREMENTS: Valid Driver’s License 
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CITY OF RICHMOND 

POSITION DESCRIPTION 

CLASS TITLE: Fiscal Controller 
 

DEPARTMENT: Section 8 Housing Program 
 
PAYGRADE: 6 

 
CHARACTERISTICS OF THE CLASS: The Fiscal Control is under general 
supervision and performs various financial and housing activities as required by HUD 

 
DUTIES AND RESPONSIBILITIES: 
(1) Prepares annual budget to HUD 
(2) Prepares annual requisition request to HUD 
(3) Prepares annual year end reports as required by HUD 
(4) Prepares annual city budget under the Director's supervision. 
(5) Prepares monthly bank reconciliation 
(6) Maintains ledger and journal entries. 
(7) Processes all accounts payable for office expenses. 
(8) Collects account receivable from tenants. 
(9) Prepares monthly financial statements. 
(10) Processes bids on contracts for annual audits. 
(11) Processes monthly HAP and utilities checks to landlords and tenants. 
(12) Processes any damage, unpaid rent or vacancy loss claims. 
(13) Collecting, verifying and compiling financial data regarding tenants. 
(14) Processes interim, re-certification, and new tenant data on computer. 
(15) Maintains ledger on individual amounts paid to landlords to support information 

on 1099 forms. 
(16) Reports payroll information and reimbursement to City Hall. 

 
EDUCATION AND EXPERIENCE:  Two years attendance at an accredited 
university college, or vocational school supplemented by 3 years of related experience. 
Education can be substituted by experience on a year-to-year basis. 

 
SPECIAL KNOWLEDGE, SKILLS AND ABILITIES:  Must be able to work well 
with the public. Have thorough knowledge of the program. Ability to communicate and 
work with the US Department of HUD. 
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CLASS TITLE: Family Self Sufficiency Coordinator II 
 
DEPARTMENT: Section 8 Housing 
 
PAY GRADE: 4 
 
CHARACTERISTICS OF THE CLASS: The Family Self Sufficiency Coordinator 
(FSS) is under the supervision of the Executive Director and provides counseling as 
motivation to families to seek schooling and /or employment to become financially 
independent of government assistance.  The FSS Coordinator II takes on additional 
responsibilities beyond those of the FSS Coordinator I as detailed below.      
 
DUTIES AND RESPONSIBILITIES: 
 

1) Attend training sessions as needed. 
2) Refer telephone calls and answer general questions. 
3) Document available housing for prospective landlords. 
4) Schedule appointments for the Director and Inspector. 
5) Operate database computer, as well as, other office equipment. 
6) Process interim, recertification and new tenant data (as needed only)   

   type, process and copy related forms. 
7) Provide information about the FSS program to all Section 8 participants. 
8) Interview interested families including: 

a. explain the FSS contract 
b. discuss individual training/service plan 
c. Outline escrow account procedures 
d. Obtain appropriate signatures 

9) Keep participants informed of available services. 
10) Provide case management: 

a. maintain summary of progress reports 
b. issue monthly progress reports 
c. contact families who do not respond 
d. occasional home/work place visits 

11) Maintain ledger of families on FSS program, declined, waiting list and graduate 
12) Conduct yearly recertification for FSS families and other tenants when 

requested by Director. 
13) Knowledge of Grant Writing 
14) Purge tenant files 
15) Serve as receptionist as needed 
16) File folders, paperwork and etc 
17) Maintain Escrow Accounts 
18) Attend Human council Meetings 
19) Complete and Submit Family Self Sufficiency Grant 
20) Other duties and responsibilities are not limited to the above. 
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TRAINING AND EXPERIENCE:  Combination equivalent to graduation from High 
School plus one year of experience or related administrative experience. 
 
SPECIAL KNOWLEDGE, SKILLS AND ABILITIES:  Must be able to work well 
with the public.  Have thorough knowledge of the program, work with other public 
agencies.  Knowledge of operating data base computer and office equipment. 
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CITY OF RICHMOND 
 

POSITION DESCRIPTION 
 
 
CLASS TITLE: Family Self Sufficiency Coordinator  
 
DEPARTMENT: Section 8 Housing 
 
PAY GRADE: 3 
 
CHARACTERISTICS OF THE CLASS: The Family Self Sufficiency Coordinator 
(FSS) is under the supervision of the Executive Director and provides counseling as 
motivation to families to seek schooling and /or employment to become financially 
independent of government assistance.   
 
DUTIES AND RESPONSIBILITIES: 
 

1) Attend training sessions as needed. 
2) Refer telephone calls and answer general questions. 
3) Document available housing for prospective landlords. 
4) Schedule appointments for the Director and Inspector. 
5) Operate database computer, as well as, other office equipment. 
6) Process interim, recertification and new tenant data (as needed only)   

   type, process and copy related forms. 
7) Provide information about the FSS program to all Section 8 participants. 
8) Interview interested families including: 

a. explain the FSS contract 
b. discuss individual training/service plan 
c. Outline escrow account procedures 
d. Obtain appropriate signatures 

9) Keep participants informed of available services. 
10) Provide case management: 

a. maintain summary of progress reports 
b. issue monthly progress reports 
c. contact families who do not respond 
d. occasional home/work place visits 

11) Maintain ledger of families on FSS program, declined, waiting list and graduate 
12) Conduct yearly recertification for FSS families and other tenants when 

requested by Director. 
13) Knowledge of Grant Writing 
14) Purge tenant files 
15) Serve as receptionist as needed 
16) File folders, paperwork and etc 
17) Maintain Escrow Accounts 
18) Attend Human Council Meetings 
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19) Complete and Submit Family Self Sufficiency Grant 
20) Other duties and responsibilities are not limited to the above. 

 
 

TRAINING AND EXPERIENCE:  Combination equivalent to graduation from High 
School plus one year of experience or related administrative experience. 
 
SPECIAL KNOWLEDGE, SKILLS AND ABILITIES:  Must be able to work well 
with the public.  Have thorough knowledge of the program, work with other public 
agencies.  Knowledge of operating data base computer and office equipment. 
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CITY OF RICHMOND 

POSITION DESCRIPTION 

CLASS TJTLE: Case Manager 
 

DEPARTMENT: Section 8 
 
PAYGRADE: 2 

 
CHARACTERISTICS OF THE •CLASS: The Case Manager is under the supervision of 
the Executive Director. Performs and coordinates work to provide residence with 
supportive services. Incumbents make independent judgments in the field in accordance 
with departmental policy, and must effectively communicate these decisions to others to 
obtain compliance. 

 
DUTIES AND ·RESPONSIBILITIES: 

 
• Refer telephone calls and answer general questions; 
• Document available housing for prospective landlords; 
• Schedule appointment for the Director and Inspector; 
• Operate database computer, as well as, other office equipment; 
• Submitting and receiving Portability paperwork; 
• Maintain and submit Section Eight Management Assessment Program (SEMAP) 

Reports; 
• Conduct eligibility interview upon request; 
• Conduct Briefing upon request; 
• Prepare and maintain updated packets; 
• Conduct recertification upon request; 
• Process tenant data; 
• Home visit recertification; 
• Attend training sessions as needed; 
• Other duties and responsibilities are not limited to the above. 

SPECIAL KNOWLEDGE, SKILLS, AND ABILITIES: 

Knowledge of: 

.. Federal Housing Quality Standards. 

.. General understanding of the Section 8 program and the Landlord/Tenant Act. 
• City agencies and departments. 
• Computer skills. 
• 'Section Eight Management Assessment Program. 
.. Voucher Management System. 
• Housing Choice Voucher. 
• PIH Information Center. 
• Enterprise Income Verification. 
• Family Self Sufficiency Program. 
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Ability to: 

.. ·Communicate orally with customers, clients orthepublic.in face-to-face one-to 
one settings, using a telephone, or in group settings. 

.. Comprehend .and make inferences from written materials. 

..  Objectively interpret and consistently apply regulations in accordance with 
department policies. 

• -Operate a variety of standard office equipment requiring continuous or repetitive 
arm-hand movements. 

• Learn job 'related material primarily through oral instruction and observation. 
This learning takes place mainly in .an on-the-job training setting. 

.. Produce written documents with clearly organized thoughts using proper 
sentence construction, punctuation, and grammar. 

• Enter data or information into a terminal, PC, or other keyboard device. 
• Observe or monitor objects to determine compliance with prescribed operating or 

safety standards. 
• Work in a variety of weather conditions with exposure to the outdoor elements. 
• Bend or stoop repeatedly or continually while performing job activities. 
• Make independent decisions to resolve problems or conflicts, and to enforce 

housing program rules and regulations. 
• Work cooperatively with other Executive Director, City employees, housing 

applicants and residents, community workers, and the public. 
• Work safely without presenting a direct threat to self or others. 

- • Ability to counsel and make referrals. 
• Ability to plan and organize. 

 
TRAINING AND EXPERIENCE: 

 
Bachelor's Degree in Social Work, Public Administration or a related field. 
Four (4) years’ experience in a related area. 
An equivalent combination of education and experience may be substituted. 

 
SPECIAL NECESSARY REQUIREMENTS: 

 
Valid Driver’s License 
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CITY OF RICHMOND  

POSITION DESCRIPTION 

CLASS TITLE: Executive Director 
 
DEPARTMENT: Section 8 
 
PAYGRADE: 6 

 
CHARACTERISTICS OF THE CLASS: The Director will be responsible for all 
activities pertaining to the Section 8 Housing Voucher Program which involves field and 
office work. 

 
DUTIES AND RESPONSIBILITIES: 

 
1) Supervise a staff of four full-time and one part-time employee. 

 
2) Have knowledge of Federal, State and Local Housing projects, and oflaws, 

regulations and requirements relative to the program. 
 

3) Work within the framework of the Section 8 Administrative Plan, operating 
policies and applicable HUD regulations regarding participants and applicants. 

 
4) Must read, interpret and explain changes in regulations regarding participants and 

applicants. 
 

5) Directs all activities pertaining to applications, determining family eligibility, 
issuing vouchers. 

 
6) Inspects 5% of units under lease to determine compliance with Housing Quality 

Standards (HQS). 
 

7) Approved leases, monthly payments to landlords. 
 

8) Performing annual and interim recertification. 
 

9) Resolving disputes between tenants and landlords. 
 

10) Responsible for keeping statistical information necessary for program needs and 
HUD requirements. 

 
11) Coordinates fiscal information with accounting section to determine status of 

various accounts. 
 

12) Have knowledge of local housing stock and rent being charged. 
 

13) Signs monthly HAP & Utility Checks 
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TRAINING AND EXPERIENCE: Combination equivalent to graduation from college or 
related administrative experience. 

 
SPECIAL KNOWLEDGE, SKILLS AND ABILITIES: Must be sensitive to needs and 
special problems associated with lower-income families. Knowledge of counseling 
methods and techniques. Some knowledge of the principles and practices of keeping 
financial records. Ability to prepare and submit reports and ideas in a clear and concise 
manner, orally and in writing. Deal courteously and tactfully with tenants and at time 
take a firm stand and enforce it. 
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