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CONTRACT FOR  
AFFORDABLE HOUSING CATALYST PROGRAM SERVICES BETWEEN  

FLORIDA HOUSING FINANCE CORPORATION 
AND 

THE FLORIDA HOUSING COALITION, INC. 
 
 
This Contract for Affordable Housing Catalyst Program Services #068-2017 (Contract) is 
entered into by and between the FLORIDA HOUSING FINANCE CORPORATION 
(Florida Housing), a public corporation and a public body corporate and politic, with 
headquarters located at 227 North Bronough Street, Suite 5000, Tallahassee, Florida, 
32301, and the FLORIDA HOUSING COALITION, INC. (Contractor), located at 1367 
East Lafayette Street, Suite C, Tallahassee, Florida, 32301.  This Contract shall become 
effective on July 1, 2017 (Effective Date). 
 

RECITALS 
 

A. The Contractor represents that it is fully qualified and possesses the requisite skills, 
knowledge, qualifications and experience to provide the required services and offers to 
perform those services described in Exhibit A attached hereto and incorporated herein. 

 
B. Florida Housing has a need for such services and does hereby accept the offer of the 

Contractor upon the terms and conditions outlined in this Contract. 
 
C. Florida Housing has the authority pursuant to Florida law to direct disbursement of 

funds for compensation to the Contractor under the terms and provisions of this 
Contract. 

 
AGREEMENT 

 
NOW, THEREFORE, for valuable consideration, the receipt and sufficiency of 

which is hereby acknowledged, the parties agree as follows: 
 

A. ATTACHMENTS 
 
This Contract has the following attachments, which are incorporated herein: 

 
Exhibit A, Scope of Work 
Exhibit B, Deliverables 
Exhibit C, Fee Schedule 

 
B. ENGAGEMENT OF THE CONTRACTOR 

 
The Contractor agrees to provide services in accordance with the terms and conditions 

hereinafter set forth.  The Contractor agrees to perform the services set forth in Exhibit A, 
and as otherwise stated in this Contract.  The Contractor understands and agrees that all 
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services under this Contract are to be performed solely by the Contractor, and may not be 
subcontracted or assigned without the prior written approval and consent of Florida 
Housing. 
 

C. TERM OF CONTRACT 
 

The initial term of this Contract shall be for one year from July 1, 2017. 
 

D. MODIFICATION OF CONTRACT  
 
Either party may request a modification of the provisions of this Contract.  

Modifications that are mutually agreed upon shall be valid only when reduced to writing 
and signed by the parties. 

 
E. INVOICES 
 
The Contractor shall submit invoices to the program contact person in Section J, 

Administration of Contract.  Each invoice for fees shall be in a format that is clearly 
itemized so that the invoice states the specific services performed and when and where the 
services were performed.  Payment of an undisputed invoice shall be made within a 
reasonable period of time not to exceed 30 days after receipt of the invoice.  If the 
Contractor is found to be in non-compliance with Florida laws, federal laws, Florida 
Housing rules or Florida Housing policies governing its duties hereunder, or fails to 
perform its duties hereunder, any compensation received in connection with this Contract 
shall be subject to forfeiture to Florida Housing. 

 
F. FEES/COSTS 
 
The Contractor shall be compensated as described in the Fee Schedule attached hereto 

as Exhibit C.   
 
G. LIABILITY: INDEPENDENT CONTRACTOR; COMPLIANCE WITH LAWS   

 
1. Florida Housing shall not be deemed to have assumed any liability for the 

acts, omissions, or negligence of the Contractor, its agents, its servants, or employees, 
and the Contractor specifically accepts responsibility for its acts, omissions or 
negligence and for the acts, omissions or negligence of its agents, servants or 
employees, and shall defend and hold Florida Housing harmless from and against the 
claims of any party arising out of or claimed to arise out of any such acts, omissions, 
or negligence. 

 
2. This Contract is executed on behalf of Florida Housing by the signatory 

only in his or her designated capacity as representative and on behalf of Florida 
Housing. Such individual shall neither have nor incur any individual or personal 
responsibility or liability under this Contract as a result of such execution.  
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3. Nothing herein shall be construed as a waiver of sovereign immunity by 
Florida Housing; it being the intent to reserve all such rights and immunities to the 
fullest extent of the law. 

 
4. The Contractor, together with its agents, suppliers, subcontractors, officers, 

and employees, shall have and always retain under this Contract the legal status of an 
independent contractor, and in no manner shall they be deemed employees of Florida 
Housing or deemed to be entitled to any benefits associated with such employment. 
During the term of this Contract, the Contractor shall maintain at its sole expense those 
benefits to which its employees would otherwise be entitled to by law. The Contractor 
remains responsible for all applicable federal, state, and local taxes, and all FICA 
contributions. 

 
5. The Contractor shall comply with all laws, rules, codes, ordinances, and 

licensing requirements that are applicable to the conduct of its business, including those 
of federal, state and local agencies having jurisdiction and authority. In addition, and 
by way of non-exhaustive example, the Contractor shall comply with Florida Housing 
policies while on Florida Housing premises and in the conduct of its business with 
Florida Housing personnel.  

 
6. The Contractor specifically accepts responsibility for payment of all taxes, 

assessments, or contributions that may be required to be paid to any unit of government 
as a result of the payments being paid to or by the Contractor, if any, in conjunction 
with the services rendered pursuant to this Contract. At no time shall the Contractor 
make any commitments for or incur any charges or expenses for, or in the name of, 
Florida Housing.  

 
7. The Contractor shall not be relieved of liability to Florida Housing for 

damages sustained by Florida Housing by virtue of any termination or breach of this 
Contract by the Contractor. 

 
H. DEFAULT AND REMEDIES 
 

1. If any of the events listed in subparagraph 2. of this section occur, all 
obligations on the part of Florida Housing to continue doing business with the 
Contractor or assign any future transaction to the Contractor shall, if Florida Housing 
so elects, terminate and Florida Housing may, at its option, exercise any of its remedies 
set forth herein, or as otherwise provided by law.  However, Florida Housing may 
continue doing business with the Contractor as a participant after the happening of any 
event listed in subparagraph 2. of this section without waiving the right to exercise such 
remedies, without constituting a course of dealing, and without becoming liable to 
include the Contractor in the transaction or any future transaction. 

 
2. The Events of Default shall include, but not be limited to, the following: 

 
a. If any report, information or representation provided by the Contractor in 
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this Contract is inaccurate, false or misleading in any respect;  
 
b. If any warranty or representation made by the Contractor in this Contract or 

any other outstanding agreement with Florida Housing is deemed by Florida 
Housing to be inaccurate, false or misleading in any respect; 

 
c. If the Contractor fails to keep, observe, or perform any of the terms or 

covenants contained in this Contract, or is unable or unwilling to meet its 
obligations as defined in this Contract; 

 
d. If, in the sole discretion of Florida Housing, the Contractor has failed to 

perform or complete any of the services identified in the attachments;  
 
e. If the Contractor has not complied with all Florida laws, federal laws, 

Florida Housing rules or Florida Housing policies applicable to the work; 
 
f. If the Contractor has discriminated on the grounds of race, color, religion, 

sex, national origin, or disability in performing any service identified in the 
attachments;  

 
g. If the Contractor does not comply with the terms and conditions set forth in 

Section 420.512(5), Fla. Stat.; 
 
h. If the Contractor commits fraud in the performance of its obligations under 

this Contract; or 
 
i. If the Contractor refuses to permit public access to any document, paper, 

letter, computer files, or other material subject to disclosure under Florida’s Public 
Records Law. 

 
Upon the occurrence of any Event of Default listed in subparagraph 2. above, Florida 

Housing will provide written notice of the Default detailing the grounds that constitute the 
Event of Default (Notice of Default), delivered by courier service or electronic mail to the 
address set forth in Section J, Administration of Contract, herein. 

 
3. Upon the occurrence of any Event of Default listed in subparagraph 2. 

above, Florida Housing may provide the Contractor a reasonable period of time to cure 
the Event of Default (Cure Period).  If Florida Housing provides a Cure Period, Florida 
Housing will notify the Contractor of the length of the Cure Period in the Notice of 
Default. 

 
4. If Florida Housing provides a Cure Period and if the Contractor is unable or 

unwilling to cure the Event of Default within the Cure Period, Florida Housing may 
exercise any remedy permitted by law.  The pursuit of any one of the following 
remedies shall not preclude Florida Housing from pursuing any other remedies 
contained herein or otherwise provided at law or in equity.  The remedies include, but 
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are not limited to the following: 
 

a. Florida Housing may terminate the Contract on the tenth (10th) day after the 
Contractor receives the Notice of Default or upon the conclusion of any applicable 
Cure Period, whichever is later;  

 
b. Florida Housing may commence an appropriate legal or equitable  action 

to enforce performance of the terms and conditions of this Contract; 
 
c. Florida Housing may exercise any corrective or remedial actions including, 

but not limited to, requesting additional information from the Contractor to 
determine the reasons for or the extent of non-compliance or lack of performance, 
issuing a written warning to advise that more serious measures may be taken if the 
situation is not corrected, advising the Contractor to suspend, discontinue or refrain 
from incurring fees or costs for any activities in question or requiring the Contractor 
to reimburse Florida Housing for the amount of costs incurred; or  

 
d. Florida Housing may exercise any other rights or remedies that may be 

otherwise available under law. 
 

I. TERMINATION 
 

1. Florida Housing may terminate the contract, without cause, at any time upon 
ten (10) days written notice delivered by courier service or electronic mail to the 
Contractor at the address set forth in Section J, Administration of Contract, herein.  

 
2. The Contractor may terminate this Contract, without cause, at any time upon 

ninety (90) days written notice delivered by courier service or electronic mail to Florida 
Housing at the physical or electronic address, as applicable, set forth in Section J, 
Administration of Contract, herein. The Contractor shall be responsible for all costs 
arising from the resignation of the Contractor and the costs associated with the 
appointment of and transition to a successor Contractor. 

 
J. ADMINISTRATION OF CONTRACT 

1. The Florida Housing contract manager for this Contract is: 

Contract Administrator 
Florida Housing Finance Corporation 
227 North Bronough St., Suite 5000 

Tallahassee, Florida  32301-1329 
Phone:  850.488.4197 

E-mail:  Contract.Admin@floridahousing.org 
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2. The Florida Housing program contact for this Contract is: 
 

Robert Dearduff 
Special Programs Administrator & Local Government Liaison 

Florida Housing Finance Corporation 
227 North Bronough St., Suite 5000 

Tallahassee, Florida  32301-1329 
Phone:  850.488.4197 

E-mail: Robert.Dearduff@floridahousing.org 
or the designated successor. 

 
3. The Contractor’s contract managers for this Contract are: 
 

Jaimie Ross 
President/CEO 

Florida Housing Coalition, Inc. 
1367 E. Lafayette Street 

Tallahassee, Florida 32301 
Phone: 850.878.4219 
Cell: 850. 212.0587 

E-mail: Ross@flhousing.org 
or the designated successor. 

Susan Pourciau 
Chief Operating Officer 

Florida Housing Coalition, Inc. 
1367 E. Lafayette Street 

Tallahassee, Florida 32301 
Phone: 850.878.4219 
Cell: 850.274.9764 

E-mail: Pourciau@flhousing.org 
or the designated successor. 

 
4. All written approvals referenced in this Contract shall be obtained from the 

parties’ contract manager or their respective designees. 
 
5. All notices shall be given to the parties’ contract manager. 
 

K. PUBLIC RECORDS; CONFIDENTIALITY; COPYRIGHT, PATENT, 
TRADEMARK; FILES 

 
1. Public Records  
 
Files Subject to Florida's Public Records Law:  Any file, report, record, document, 

paper, letter, or other material received, generated, maintained or sent by the Contractor 
in connection with this Contract is subject to the provisions of Section 119.01-.15, Fla. 
Stat., as may be amended from time to time (Florida's Public Records Law).  The 
Contractor represents and acknowledges that it has read and understands Florida's 
Public Records Law and agrees to comply with Florida's Public Records Law.  

 
Pursuant to Section 119.0701(2)(b), Fla. Stat., the Contractor will be required to 

comply with public records laws, specifically to: 
 

a. Keep and maintain public records required by the public agency to perform 
the service. 
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b. Upon request from the public agency’s custodian of public records, provide 
the public agency with a copy of the requested records or allow the records to be 
inspected or copied within a reasonable time at a cost that does not exceed the cost 
provided in this chapter or as otherwise provided by law. 

 
c. Ensure that public records that are exempt or confidential and exempt from 

public records disclosure requirements are not disclosed except as authorized by 
law for the duration of the contract term and following completion of the contract 
If the contractor does not transfer the records to the public agency. 

 
d. Upon completion of the contract, transfer, at no cost, to the public agency 

all public records in possession of the contractor upon termination of the contract 
or keep and maintain public records required by the public agency to perform the 
service.  If the contractor transfers all public records to the public agency upon 
completion of the contract, the contractor shall meet all applicable requirements for 
retaining public records.  All records stored electronically must be provided to the 
public agency, upon request from the public agency’s custodian of public records, 
in a format that is compatible with the information technology systems of the public 
agency. 
 
Notwithstanding anything contained herein to the contrary, the provisions and 

requirements of this paragraph shall only apply if and when the Contractor is acting on 
behalf of Florida Housing. 

 
If the Contractor has questions regarding the application of 

Chapter 119, Florida Statutes, to the Contractor’s duty to provide 
public records relating to this contract, contact the Corporation Clerk 
at: 

Corporation Clerk 
227 N. Bronough Street, Suite 5000 

Tallahassee, Florida 32301-1329 
Phone:  850.488.4197 

E-mail:  Corporation.Clerk@floridahousing.org 
 
2. Confidentiality 
 

a. If the Contractor asserts that any information or materials intended to be 
delivered or provided under this Contract constitute a trade secret, or are otherwise 
confidential or exempt from the public records disclosure requirements of Florida’s 
Public Records Law, such assertion must be made writing to Florida Housing’s 
Contracts Manager upon submitting them to Florida Housing. 

 
b. It is the Contractor’s obligation and responsibility to maintain the secrecy 

of trade secrets and the confidentiality of other confidential information by 
adequately marking such materials as confidential or exempt before forwarding 
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such information or materials to Florida Housing.  
 
c. In the case of work product furnished to Florida Housing pursuant to this 

Contract that is confidential, the Contractor will treat such materials as confidential 
and will not reveal or discuss such materials or any other information learned as a 
result of this Contract with any other person or entity, except as authorized or 
directed by Florida Housing.   

 
d. Working papers, copies, internal documents, procedures, methods and 

related materials considered confidential and/or proprietary shall be treated as 
confidential and/or proprietary and shall not be revealed or discussed with any other 
person or entity, except as authorized or directed by Florida Housing.  All such 
records and materials will remain the property of Florida Housing. 

 
e. If the Contractor is required to disclose or publish the existence or terms of 

transactions under this Contract pursuant to Florida’s Public Records Law, then the 
Contractor shall notify Florida Housing in writing of such disclosure within two (2) 
days after receipt of the Public Records request. 
 
3. Copyright, Patent and Trademark 
 

a. If the Contractor brings to the performance of this Contract a pre-existing 
copyright, patent or trademark, the Contractor shall retain all rights and entitlements 
to that pre-existing copyright, patent or trademark unless the Contract provides 
otherwise. 

 
b. If any discovery or invention arises or is developed in the course of or as a 

direct result of work or services performed under this Contract, the Contractor shall 
refer the discovery or invention to Florida Housing for a determination whether 
patent protection will be sought in the name of Florida Housing.  Any and all patent 
rights accruing under or in connection with the performance of this Contract are 
hereby reserved to Florida Housing.  In the event that any books, manuals, films, 
or other copyrightable material are produced, the Contractor shall notify Florida 
Housing in writing.  Any and all copyrights or trademarks created by or in direct 
connection with the performance under this Contract are hereby reserved to Florida 
Housing. 

 
c. All subcontracts or other arrangements entered into, by the Contractor, with 

prior written approval and consent of Florida Housing, for the purpose of 
developing or procuring copyrightable materials (e.g. audiovisuals, computer 
programs, software, publications, curricula, research materials or training 
materials, etc.) shall specifically reference and reserve Florida Housing’s exclusive 
rights to use and exploit copyrights and licenses to the extent permitted by copyright 
law and Florida Statutes. 
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4. Files 
 

a. Contents of the Files:  The Contractor shall maintain files containing 
documentation to verify all compensation to the Contractor in connection with this 
Contract, as well as reports, records, documents, papers, letters, computer files, or 
other material received, generated, maintained or filed by the Contractor in 
connection with this Contract.  The Contractor shall also keep files, records, 
computer files, and reports that reflect any compensation it receives or will receive 
in connection with this Contract. 

 
b. Retaining the Files:  The Contractor shall maintain these files for five years 

after the fiscal year in which the files become inactive, except that, if any litigation, 
claim or audit is commenced with respect to the transactions documented by such 
files before the end of the aforementioned five-year period and extends beyond the 
expiration of the five-year period, these files will be retained until all litigation, 
claims, or audit findings involving the files have been resolved. 

 
c. Access to the Files:  Upon reasonable notice, the Contractor and its 

employees shall allow Florida Housing or its agent(s) access to its files during 
normal business hours, 9:00 a.m. to 5:00 p.m., Monday through Friday, provided 
such day is not a holiday. 

 
d. Return of the Files:  In the event this Contract is terminated, all finished or 

unfinished documents, data, studies, computer files, correspondence, and other 
products prepared by or for the Contractor under this Contract shall be submitted 
to Florida Housing within 15 days of such termination at the expense of the 
Contractor. 
 

L. PERSONALLY IDENTIFIABLE INFORMATION (PII); SECURITY 
 

1. If the Contractor or any of its subcontractors may or will create, receive, 
store or transmit PII under the terms of this Contract, the Contractor shall provide for 
the security of such PII, in a form acceptable to Florida Housing, without limitation, 
non-disclosure, use of appropriate technology, security practices, computer access 
security, data access security, data storage encryption, data transmission encryption, 
security inspections and audits.  The Contractor shall take full responsibility for the 
security of all data in its possession or in the possession of its subcontractors, and shall 
hold Florida Housing harmless for any damages or liabilities resulting from the 
unauthorized disclosure of loss thereof.   

 
2. The Contractor agrees to maintain written policies and procedures for PII 

and/or data classification.  This plan must include disciplinary processes for employees 
that violate these guidelines. 

 
3. The Contractor agrees at all times to maintain reasonable network security 

that, at a minimum, includes a network firewall. 
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4. The Contractor agrees to protect and maintain the security of data with 

protection security measures that include maintaining secure environments that are 
patched and up-to-date with all appropriate security updates as designated by a relevant 
authority (e.g. Microsoft notifications, Common Vulnerabilities and Exposures (CVE) 
database, etc.)  The Contractor agrees that PII shall be appropriately destroyed based 
on the format stored upon the expiration of any applicable retention schedules. 

 
5. The Contractor agrees that any and all transmission or exchange of system 

application data with Florida Housing and/or any other parties shall take place via 
secure Advanced Encryption Standards (AES), e.g. HTTPS, FTPS, SFTP or equivalent 
means.  All data stored as a part of backup and recovery processes shall be encrypted, 
using AES. 

 
6. In the event of a breach of PII or other sensitive data, the Contractor must 

abide by provisions set forth in section 501.171, Fla. Stat.  Additionally, the Contractor 
must immediately notify Florida Housing in writing of the breach and any actions taken 
in response to such a breach.  As the information becomes available the statement must 
include, at a minimum, the date(s) and number of records affected by unauthorized 
access, distribution, use, modification or disclosure of PII; the Contractor’s corrective 
action plan; and the timelines associated with the corrective action plan. 

 
M. OTHER PROVISIONS 
 

1. This Contract shall be construed under the laws of the State of Florida, and 
venue for any actions arising out of this Contract shall lie in Leon County.   

 
2. No waiver by Florida Housing of any right or remedy granted hereunder or 

failure to insist on strict performance by the Contractor shall affect or extend or act as 
a waiver of any other right or remedy of Florida Housing hereunder, or affect the 
subsequent exercise of the same right or remedy by Florida Housing for any further or 
subsequent default by the Contractor. A waiver or release with reference to any one 
event shall not be construed as continuing or as constituting a course of dealing. 

 
3. Any power of approval or disapproval granted to Florida Housing under the 

terms of this Contract shall survive the terms and life of this Contract as a whole. 
 
4. The Contract may be executed in any number of counterparts, any one of 

which may be taken as an original. 
 
5. The Contractor understands and agrees to cooperate with any audits 

conducted in accordance with the provisions set forth in Section 20.055(5), Fla. Stat. 
 

N. LOBBYING PROHIBITION 
 
No funds compensation or other resources received in connection with this Contract 
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may be used directly or indirectly to influence legislation or any other official action by 
the Florida or Federal Legislature or any state or Federal agency.  The Contractor further 
acknowledges that it has not retained the services of any lobbyist or consultant to assist in 
the procurement and negotiation of this Contract. 

 
O. LEGAL AUTHORIZATION 
 
The Contractor certifies with respect to this Contract that it possesses the legal authority 

to enter into this Contract and that, if applicable, its governing body has authorized, by 
resolution or otherwise, the execution and acceptance of this Contract with all covenants 
and assurances contained herein.  The Contractor also certifies that the undersigned 
possesses the authority to legally execute and bind the Contractor to the terms of this 
Contract. 

 
P. PUBLIC ENTITY CRIME 

 
 Pursuant to Section 287.133(2)(a), Fla. Stat.:  “A person or affiliate who has been 

placed on the convicted vendor list following a conviction for a public entity crime may 
not submit a bid, proposal, or reply on a contract to provide any goods or services to a 
public entity; may not submit a bid, proposal, or reply on a contract with a public entity for 
the construction or repair of a public building or public work; may not submit bids, 
proposals, or replies on leases of real property to a public entity; may not be awarded or 
perform work as a contractor, supplier, subcontractor, or consultant under a contract with 
any public entity; and may not transact business with any public entity in excess of the 
threshold amount provided in s. 287.017 for CATEGORY TWO for a period of 36 months 
following the date of being placed on the convicted vendor list.” 
 

Any contract in violation of this provision shall be null and void.  
 
Q. CONFLICTS OF INTEREST 

 
1. Section 420.503(32), Fla. Stat., states: 
 

Prohibited business solicitation communication’ means a private written or 
verbal communication between a member, officer, or covered employee of the 
corporation and a service provider regarding the merits of the service provider 
and whether the corporation should retain the services of the service provider. 
The term does not include:  
 
(a) A verbal communication made on the record during a public meeting;  
 
(b) A written communication provided to each member and officer of the 
corporation and made part of the record at a public meeting;  
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(c) A written proposal or statement of qualifications submitted to the 
corporation in response to a corporation advertisement seeking proposals or 
statements of qualifications as part of a competitive selection process.  
 
(d) A verbal or written communication related to the contractual responsibilities 
of a service provider who was selected to provide services or who was included 
in a pool of service providers eligible to provide services as a result of a 
competitive selection process, so long as the communication does not relate to 
solicitation of business.  
 
(e) A verbal or written communication related to a proposed method of 
financing or proposed projects, so long as the communication does not relate to 
solicitation of business. 

 
2. By executing this contract, the Contractor certifies that it shall comply with, 

and is currently in compliance with, Section 420.512(5), Fla. Stat., as amended. 
 
3. In addition to the conflict of interest rules imposed by the Florida Statutes, 

should the Contractor become aware of any actual, apparent, or potential conflict of 
interest or should any such actual, apparent, or potential conflict of interest come into 
being subsequent to the effective date of this Contract and prior to the conclusion of 
the Contract, the Contractor will provide notification to Florida Housing, through first 
class certified mail, return receipt requested (Notice of Conflict of Interest), to the 
address and individual set forth in Section J, Administration of Contract herein, within 
ten (10) working days.  If Florida Housing, in its sole discretion, finds the Contractor 
to be in non-compliance with this provision, without prior written consent from Florida 
Housing’s Executive Director, any compensation received in connection with this 
Contract shall be subject to forfeiture to Florida Housing and all obligations on the part 
of Florida Housing to continue doing business with the Contractor or assign any future 
transaction to the Contractor shall, if Florida Housing so elects, terminate. 

 
R. ENTIRE AGREEMENT 

 
This Contract, including any and all attachments, embodies the entire agreement of the 

parties.  There are no other provisions, terms, conditions or obligations between the parties.  
This Contract supersedes all previous oral or written communications, representations or 
agreements on this subject. 

 
S. SEVERABILITY 

  
If any provision of this Contract is in conflict with any applicable statute or rule, or is 

otherwise unenforceable, then such provision shall be deemed null and void to the extent 
of such conflict or unenforceability, and shall be deemed severable, but shall not invalidate 
any other provision of this Contract. 
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EXHIBIT A 
SCOPE OF WORK 

 
All items listed in this section are subject to funding availability for the Catalyst program. 
 

A. Objectives 
 

 The work being procured shall include, but is not limited to, the following two general 
components:  a training component and a technical support and assistance component.  These are 
described individually below. 
 

1. Training Component 
 

The training component of the proposal shall be designed to build the housing development 
capacity of state and local governments, public housing authorities, not-for-profit and 
community-based organizations, as a permanent resource for the benefit of communities in this 
state related to affordable housing.  Florida Housing contemplates that the training shall be 
delivered in workshops, clinics and via webinars, typically lasting one to two days for six hours 
per day; though individual workshops or clinics could be proposed outside these parameters.  
The scope of the training shall include, but is not limited to:   

 
a. Real estate development skills related to affordable housing and supportive housing 

including the construction process and property management and disposition;  
 
b. The development of public-private partnerships to reduce housing costs;  
 
c. Management and board responsibilities of community-based organizations; 
 
d. Administration of state and federal affordable housing programs;  
 
e. Workshops for program administrators and staff, onsite visits, guidance in 

achieving project completion, and a newsletter to community-based organizations and 
local governments; and 

 
f. Materials for self-instruction. 

 
2. Technical Support and Assistance Component 

 
The Contractor shall provide specialized technical assistance and support to local 

governments, not-for-profits and other qualified organizations to implement the HOME 
Program, SHIP Program, The Hardest Hit Fund and other affordable housing programs.  The 
Contractor’s technical assistance staff shall have the capacity to respond to technical assistance 
needs as they arise during the contract year, and as identified by the Contractor or Florida 
Housing.  Such technical support and assistance shall include, but is not limited to: 
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a. The formation of local and regional housing partnerships as a means of bringing 
together resources to provide affordable housing.  

 
b. The implementation of regulatory reforms to reduce the risk and cost of developing 

affordable housing.  
 

c. The implementation of affordable housing goals and strategies included in local 
government comprehensive plans.  

 
d. Compliance with requirements of state and federally funded housing programs and 

implementation of reporting systems to monitor compliance and program 
accomplishments.  

 
B. Scope of Services 

 
 The Contractor shall perform and render the services identified below as an independent 

contractor and not as an agent, representative, or employee of Florida Housing.  These services 
shall be known as “Contractor and professional services” and shall include, but are not limited to, 
the provision of advice and assistance to Florida Housing in the following areas: 
  

1. Technical Assistance Delivery  
 

The Contractor shall deliver technical assistance to housing professionals, staff of city, 
county and state governments, public housing authorities, not-for-profit and community-based 
organizations and others who participate in the development of affordable housing.  Delivery 
of technical assistance shall be in the form of workshops, clinics, telephone and e-mail 
technical assistance, on-site technical assistance and webinars meeting the following criteria:  

 
a. Workshops 

  
i. The Contractor shall conduct workshops, as contracted, specifically 

designed for housing professionals, local governments, housing advocates, state 
agencies, not-for-profits public housing authorities and community based organizations 
that participate in the development of affordable housing.  Instructors for workshops 
must be knowledgeable in the subject matter and have experience in the development 
of affordable housing. 

 
ii. Workshop topics, dates and locations shall be established by Florida 

Housing and the Contractor at least thirty (30) days prior to the workshop date.  
Workshop locations shall be selected to assure geographic distribution and access to 
interested parties. 

 
iii. Workshops shall be held on weekdays (i.e., Monday through Friday) and 

shall typically begin at 8:30 a.m. and end at 4:30 p.m. 
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iv. The training shall consist of lecture, discussions, handouts, and other 
relevant information covering the workshop topic. 

 
v. The Contractor shall consult with and obtain prior approval from Florida 

Housing in determining final workshop content, training schedule, training duration 
and workshop locations.   

 
vi. The Contractor shall be responsible for scheduling all workshop meeting 

rooms and speakers, and any payment associated therewith. 
 

vii. The Contractor shall be responsible for the registration of all workshop 
participants. 

 
b. Clinics    

 
i. Upon consultation between Florida Housing and the Contractor, the 

Contractor shall be available to conduct clinics that have been requested by one or more 
local governments, not-for-profits or community based organizations. Such 
organizations must be involved with a local or regional affordable housing delivery 
process in coordination with agencies providing local government funds.   

 
ii. Clinics shall be customized to meet the individual needs of participants from 

a geographically proximate region and shall be typically limited to twenty-five (25) 
participants.  Where possible, appropriate, and relevant, the Contractor shall extend an 
invitation to other regional interests to participate in the clinic.    

 
iii. The Contractor shall be responsible for the same tasks for clinics as are set 

forth in Section B.1.a. above for workshops.  
  

c. Telephone and E-mail Technical Assistance 
 

i. The Contractor shall provide telephone and e-mail technical assistance 
through the installation and operation of a Florida toll-free telephone line to be used 
solely for the purpose of providing technical assistance under the Affordable Housing 
Catalyst Program.   

 
ii. The telephone line shall be answered by a knowledgeable member of the 

Contractor’s technical assistance team during the business day from 9:00 a.m. to 5:00 
p.m., Eastern Time, Monday through Friday, excluding observed holidays or on an 
adjusted schedule agreed to by Florida Housing due to budget limitations. 

 
iii. All cost associated with the installation, staffing and maintenance of the 

toll-free line shall be paid for by the Contractor. 
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iv. The Contractor shall establish an e-mail address(es) to receive incoming 
messages. E-mail inquiries must be responded to within one (1) business day or on an 
adjusted schedule agreed to by Florida Housing due to budget limitations. 

 
d. On-site Technical Assistance 

 
i. The Contractor shall be available to provide on-site technical assistance to 

local governments, not-for-profits, community-based organizations or other entities 
that receive SHIP, HOME or Hardest Hit Fund Program funds, or other affordable 
housing program funds. 

 
ii. Upon receipt of a request for on-site technical assistance, the Contractor 

shall submit a written request to Florida Housing for approval.  The request shall 
identify who will be receiving technical assistance, the reason a technical assistance 
visit is needed, any problem areas, estimated length of time needed for the on-site visit, 
and any previously conducted site visits. 

 
iii. Technical assistance on-site visits shall last up to six hours, depending upon 

the needs and desires of the technical assistance client.  In instances where six hours is 
inadequate to address an organization’s needs, the contractor shall propose a longer 
time frame for assistance.  In instances where more than twelve (12) hours of assistance 
is anticipated, the Contractor shall develop and submit a technical plan for assistance 
(TPA) for the organization.  The TPA shall be submitted in addition to the on-site 
technical assistance request form described in (b) above. This plan will address the 
subject areas in which the organization needs assistance and will outline the actions 
that will be taken to improve the organization’s performance in those areas. 

 
iv. After each on-site technical assistance visit, the Contractor shall submit a 

written report to Florida Housing in an acceptable format. 
 

v. All costs associated with the on-site visit must be paid for by the  Contractor 
including: salaries, materials, preparation and research  time to deliver the technical 
assistance to the customer and all travel related expenditures. 

 
e. Webinars 

  
i. The Contractor shall conduct webinars, as contracted, specifically designed 

for housing professionals, local governments, housing advocates, state agencies, not-
for-profits public housing authorities and community based organizations that 
participate in the development of affordable housing.  Instructors for webinars must be 
knowledgeable in the subject matter and have experience in the development of 
affordable housing. 

 
ii. Webinar topics, dates shall be established by Florida Housing and the 

Contractor at least thirty (30) days prior to the webinar date.   
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iii. The Contractor shall consult with and obtain prior approval from   Florida 
Housing in determining final webinar content, training schedule, and training duration.   

 
iv. The Contractor shall be responsible for the registration of all webinar 

participants. 
 

f. Off-site Technical Assistance  
 

i. The Contractor shall be available to provide off-site technical assistance to 
local governments, not-for-profits, community-based organizations or other entities 
that receive SHIP, HOME or Hardest Hit Fund Program funds, or other affordable 
housing program funds. 

 
ii. Upon receipt of a request for off-site technical assistance, the Contractor 

shall submit a written request to Florida Housing for approval.  The request shall 
identify who will be receiving technical assistance, the reason technical assistance is 
needed, any problem areas, estimated length of time needed, and any previously 
conducted site visits. For off-site technical assistance provided as a follow-up to 
participants of an approved workshop, clinic, stakeholder event or site visit are 
considered pre-approved and will be reported as part of the monthly report.  

 
iii. Off-site technical assistance shall be documented as part of the monthly 

report from the Contractor. 
 

2. Instructional Materials 
 

The Contractor shall furnish at its own expense all instructional materials for all 
workshops, webinars and clinics.  This shall include, but not be limited to: course outline; 
transparencies/charts/graphs used for classroom instruction; manuals and/or resource materials 
approved by Florida Housing; any transportation associated with workshop site tours for the 
instructors and workshop participants; audio/visual equipment, or other equipment necessary 
to present materials for instructional training and workshop delivery; any computers and 
software needed for workshop participants. 

 
3. Workshop and Clinic Speakers  

  
The Contractor shall ensure that all workshop, webinar and clinic speakers possess the 

knowledge, skills and expertise in the designated topic area. 
 
Upon request from Florida Housing the Contractor will arrange for a meeting between any 

new staff members working under this contract and appropriate Florida Housing staff at no 
cost to Florida Housing. 
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4. Catalyst Marketing - Materials and Activities 
 

a. The Contractor shall market all workshops, webinars and clinics statewide.  
Marketing materials shall meet the following criteria: 

 
i. The Florida Housing logo, sponsorship information, training session 

content, dates, times and locations shall be prominently displayed on all written 
marketing materials.  

 
ii. Marketing materials for workshops, webinars and clinics shall be 

distributed at least thirty (30) days prior to any workshop or clinic, unless otherwise 
approved by Florida Housing.  Materials shall be distributed to local governments 
participating in the SHIP Program and HOME Program, agencies participating in the 
Hardest Hit Fund Program, not-for-profit corporations which produce or desire to 
produce affordable housing, public housing authorities, and other interested parties. 
The information shall also be posted on a website maintained by the contractor which 
shall be linked to the Florida Housing website. 

 
b. Two weeks prior to each workshop and clinic, the Contractor shall mail or e-mail 

information to each registered participant which includes: registration confirmation, 
workshop or clinic location, map directions, designated parking areas, lodging information 
and an agenda for the workshop or clinic which includes the names of the speakers and the 
topics to be addressed.    

 
c. The Contractor shall also market workshop, webinar or clinic information through 

the newsletters of related organizations, such as Florida Community Development 
Association, Florida League of Cities, Florida Association of Counties, Florida 
Homebuilders Association, Florida American Planning Association, Regional Planning 
Councils, Florida Association of Housing and Redevelopment Officials, Florida 
Association of Homes and Services for the Aging, and other appropriate organizations, but 
shall not be required to purchase paid advertising in these newsletters.   

 
d. The Contractor shall provide to Florida Housing copies of written materials that 

discuss the Catalyst Program for review and comment by Florida Housing prior to printing 
and distribution in any brochure, newsletter or publication produced for the purpose of this 
contract.  This material shall state that the services the Contractor performs for the 
Affordable Housing Catalyst Program are made possible through the Florida Housing 
Finance Corporation.   

 
e. The Contractor shall maintain a web site containing the following information:  

 
i. Technical assistance listing of workshops by date and location; 

ii. Contact information for purposes of registration;  
iii. Course descriptions and agendas; and 
iv. Training manuals, Powerpoint presentations, webinars and videos contracted 

under and paid for through Catalyst. 
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5. Technical Assistance Log 
 

The Contractor shall maintain a monthly technical assistance log in a format acceptable to 
Florida Housing.  This log shall contain statistical information on the number of on-site 
technical assistance visits conducted, number of telephone calls received on the toll-free 
telephone line, number of workshops and clinics conducted and the total number of clients 
served.  

 
6. Reports  

 
a. Monthly Report 

 
As part of each monthly report, the Contractor shall provide actual and estimated 

charges to date and a current record of expenditures and estimated expenditures in a format 
acceptable to and approved by Florida Housing.   

 
7. Meetings and Conferences 

 
The Contractor shall be available upon reasonable notice to attend and conduct meetings 

on behalf of Florida Housing, as directed in writing by Florida Housing, to further the 
development of affordable housing.  Meetings may be held in Tallahassee or other designated 
locations in Florida.  Meetings conducted or attended on behalf of Florida Housing may be 
counted as a technical assistance on-site visit.  

 
8. Evaluations 

 
a. Workshops, Webinars and Clinics 

  
 For each workshop and clinic, the Contractor shall distribute an evaluation form, 

acceptable to Florida Housing, to all those participating in the workshop, webinar or clinic.  
The Contractor shall submit the completed evaluation forms to Florida Housing with the 
monthly report.   

 
b. On-site Technical Assistance 

 
For each on-site technical assistance visit, the Contractor shall distribute an on-site 

evaluation form, acceptable to Florida Housing, to the client receiving the on-site technical 
assistance.  The Contractor shall instruct the client to complete the form and then mail, fax, 
or e-mail the evaluation to Florida Housing. 
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EXHIBIT B 
DELIVERABLES 

 
The following is a detailed list with descriptions of Deliverables. FHFC may also add 

new topics or require multiple topics to be condensed into one event if needed. All 
deliverables will be approved by FHFC prior to scheduling.  
  

A. New Workshops: 
 

1. Running a Successful Rehabilitation Program- The rehabilitation 
process requires housing administrators and their staff to work with homeowners, 
contractors, building inspectors, local officials and funders.  Understanding each of 
these groups and learning to work with them helps to avoid some of the problems that 
are commonly encountered in rehabilitation programs.  This interactive workshop will 
address a variety of rehabilitation strategies and incorporate the lessons learned from 
the Webinars.  Key topics include: 

 
a. The Home Inspection Process,  
b. Clear work write ups, and  
c. Warranties and guarantees. 

 
2. Assessment of Fair Housing - The Affirmatively Furthering Fair Housing 

(AFFH) rule and Assessment of Fair Housing (AFH) tool provide an effective 
planning approach to aid jurisdictions in taking meaningful steps to promote fair 
housing choice, overcome historic patterns of segregation, and foster inclusive 
communities.  Participants will learn who is responsible for what under the new rules.  
The presenters will discuss the AFH process, offer best practices in community 
engagement, explain how the AFH ties into other planning requirements, and present 
guidance on the best ways to set goals, measure progress, and assess outcomes.   

 
3. Clean, Green and Solar - This workshop will target rehabilitation 

administrators, nonprofits and contractors, to help them create opportunities for low- 
and moderate-income communities to access solar energy and other clean and green 
systems.  Participants will learn how to integrate solar and energy technology, and 
clean, green practices into existing programs.  Participants will learn how to access 
resources such as bulk rate solar, federal incentives, and utility programs.  The 
workshop will feature a demonstration of sample projects from start to finish, 
including homeowner rehabilitation, new home construction, and accessibility 
modifications.  Financing sources for solar and energy specific activities will also be 
covered. 

 
4. The Nonprofit as Affordable Housing Developer - This workshop is 

designed for the new nonprofit developer, and will be scheduled in advance of the Pre-
Development workshop and the Development Process workshops (existing workshops 
listed below.  It will also be scheduled and marketed in connection with the nonprofit 
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capacity workshop “Enhancing Nonprofit Capacity for Providing Affordable Housing 
Assistance”. 

 
The successful nonprofit affordable housing developer is based on a strong 

organizational framework but must possess additional strengths and qualifications to 
build and operate housing for low and moderate income and special needs households.  
Participants will examine the essential characteristics and assets a nonprofit housing 
developer requires to navigate the path from concept to completion and ongoing 
operation of large and small scale housing projects.   Best practices to be explored 
include organizational structure, staff and specialized skills, selection and response to 
financing resources, putting the development team together, deciding when to joint 
venture with another developer, drafting the developer agreement, managing the 
development process, tenant and resident selection, and ongoing property 
management.  Participants will understand the importance of leadership and team 
management in creating a sustainable development business that serves low income 
and special needs households.   

 
Key Topics Include: 

• Mission requirements  
• Staff Expertise  
• Developer and Joint Venture Agreements 
• Financing Requirements 
• Development Management 
• Property Management 

 
B. Existing Workshops to be repeated: 

 
1. Financing and Monitoring Rental Housing with SHIP. This workshop 

addresses the principles behind developing/financing affordable rental housing.  The 
challenges and opportunities of both new construction and rehab will be covered, as 
will small, scattered site deals and large scale developments. Learn what SHIP requires 
for ongoing monitoring of assisted rental units.  The presenters will discuss tax credit 
deals from a SHIP perspective to help participants understand the local government 
obligation for monitoring.  Key topics include understanding the market, sources and 
uses, and calculating affordability. 

 
2. The Predevelopment Process. Predevelopment is one of the most 

important components of housing development. This training provides guidance to 
non-profit organizations on predevelopment and due diligence required in order 
evaluate project feasibility.  It is designed to complement the Affordable Housing 
Funding Sources workshop.  Presenters will cover site acquisition, 
construction/design, zoning, budgeting and other elements of the predevelopment 
process. We will discuss Florida Housing Finance Corporation’s Predevelopment 
Loan Program and the requirements and walk through the process for obtaining a loan.  
Sometimes it is a necessity to find a development partner for a joint venture.  The 
presenters will address how to evaluate a potential development partner, how to divide 
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up the work, and ways to divide the fee. Examples of successful partnerships will also 
be covered. 

 
3. The Development Process. Affordable housing production is the goal of 

many of Florida’s housing programs, and this workshop provides the participants with 
an introduction to the housing development process from the point of view of the 
developer. It is designed for nonprofit developers, housing program administrators, 
and their community partners.  The presenter will address land use, impact fees, 
permitting, platting and more. Understanding the development process, as well as the 
costs and financing needed to make affordable housing production happen will enable 
housing administrators to design effective affordable housing programs. Participants 
will also gain a better of understanding of how amounts and timing of subsidies 
directly influence the incomes of the families being served.  Key topics include 
financing, site selection, market analysis, and how housing is made affordable. 

 
4. Affordable Housing Funding Sources. An overview of funding, 

including SHIP, SAIL, CDBG, HOME, HOPWA, ESG, HUD CoC, and LIHTC. 
Presenters will provide an overview of where these sources come from, how they are 
allocated, the allowable uses, and the process to obtain them. Participants will build 
on that knowledge and discuss how these funds could be leveraged in different 
scenarios.  The training is designed for SHIP administrators, other local government 
housing staff, and nonprofit organizations.  This session is a must for those new to the 
world of affordable housing. 

 
5. Proficiency in Income Qualification. This is an intensive workshop on 

the details of income compliance designed specifically for those who process 
applications for SHIP assistance and the people who supervise them.  This course 
introduces numerous critical eligibility activities, including income verification, 
determining household size, and calculation of annual income.  The training covers 
applicant intake, income and asset verification, and file documentation.  Hands on 
exercises will challenge participants to apply qualification methods to case studies and 
to reflect on how lessons learned may be applied to each participant’s daily SHIP 
work. 

 
6. LHAP Preparation and Strategy Design. This workshop addresses the 

fundamentals of implementing the LHAP as required by SHIP.  The training will be 
strongly recommended for staff with LHAPs due in 2017.  Training will focus on 
requirements for completing the plan and assessing what improvements will benefit a 
local government’s housing strategies.  The guidance from this training will help SHIP 
administrators adjust, adapt, and be successful in the LHAP submittal and approval 
process. The presenters will look beyond a list of rules and regulations to help 
participants understand the basis and reasoning for program requirements.  This deeper 
knowledge will help participants as they consider how to update their process or 
strategies.  Key Topics will include preparing the AHAC Report and tuning up your 
housing strategies in a changing market. 
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7. Enhancing Nonprofit Capacity for Providing Affordable Housing 
Assistance. Managing a high-performing nonprofit involves focusing on how things 
operate, and how they might work more effectively.  This workshop is designed for 
those interested in organizational capacity and health, including executive directors, 
senior staff, board members, and local government staff working with nonprofits.  The 
presenters will explore several facets of nonprofit capacity, including resource, 
organizational, political, programmatic, and networking capacity.  Participants will 
learn methods of evaluating new lines of business while staying in compliance with 
an organization’s 501c3 status and true to its organizational mission.  The training will 
help participants identify what factors can boost nonprofit performance, addressing 
topics like staffing and strategic planning.  The presenters will discuss how to decide 
if your organization needs a development partner, and how to divide the work and fees 
in a joint venture.  In addition, the trainings will discuss board of directors’ 
composition and fiduciary responsibilities, to help distinguishing between board and 
staff responsibilities. Participants will learn how to evaluate a nonprofit’s financial 
strength by examining the documents that must be reviewed.   

 
8. Shared Equity Homeownership (Existing- Formerly titled 

‘Community Land Trust’) 
This workshop will explain shared equity programs, and how incorporating shared 

equity provisions into SHIP strategies can more effectively expand and preserve the 
affordable housing stock.  We will cover the philosophy, mechanics, and best practices 
for shared equity programs including how a local government can partner with a 
community land trust to implement a SHIP shared equity program.  Presenters will 
address key topics such as resale restrictions, local government disposition of surplus 
lands, lending for shared equity programs, and recordkeeping. Participants will also 
learn about Fannie Mae and Freddie Mac’s Duty to Serve Rule, effective January 
2018, which applies to shared equity affordable housing. 

 
C. New Webinars 

 
1. Owner Occupied Rehabilitation program webinar series 
 
This certificate of completion training will have a series of prerequisite webinars 

culminating with a workshop. Attendees may attend one or more of the sessions:  
 

a. Webinar #1: Roles and Responsibilities - This training addresses the roles 
and responsibilities of the key participants in the rehabilitation process, including 
the contractor, homeowner, SHIP administrator, and third-party sub recipient.  The 
webinar presents information about “who is responsible for what” to achieve 
success. 

 
b. Webinar #2: Contractor Selection and Evaluation - In this training, 

participants will learn how to work with contractors and homeowners to avoid 
some of the problems that are commonly encountered in rehabilitation programs.  
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Participants will learn methods for removing non-performing contractors, and 
retaining those who produce timely results.   

 
c. Webinar #3: Initiating Rehabilitation Assistance -  Participants in this 

webinar will learn details about procuring a repair contract, establishing a contract 
with the homeowner, and deciding when payments are made. 

 
d. Webinar #4: Addressing Complaints in the Rehabilitation Process - This 

training covers options for addressing homeowner or contractor complaints. An 
attorney will join other presenters to address the role of arbitration and discuss 
what input may be provided by the affordable housing advisory committee 
(AHAC).  The training will include real case studies to enhance the presentation 
and illustrate how to address complaints. 

 
e. Webinar #5: Pre- and Post-Disaster Recovery with SHIP -  Florida must be 

prepared for hurricanes, fires, floods, tornados and more.  Every hurricane season 
has the potential to be a destructive one—this is incentive enough to plan ahead.  
This webinar will be presented in coordination with the Florida Division of 
Emergency Management (DEM), who will detail new construction and 
rehabilitation features that strengthen a home against damage from futures 
disasters.  Participants will learn to identify community partners who are preparing 
for disasters and organizing to respond when the time comes.  This training will 
highlight details from the proposed publication on this subject.  Presenters will 
address the valuable contribution of the SHIP program in responding to past 
disasters.  Learn how to ‘tune up’ your SHIP disaster response strategy.  Key topics 
will include the Local Mitigation Strategy and Voluntary Organizations Active in 
Disasters.  DEM presenters will include Meredith Van Valkenburgh (RCMP), 
Jamie Leigh Price (Bureau of Mitigation), Danny Hinson (Community Rating 
System), and Evan Rosenberg (Bureau Chief for Recovery). 
 

f. Webinar:  Working with Blended Financing/Subsidy Layering - 
Monitoring projects that have several different funding sources can be difficult. 
Determining which rule takes precedence over another is important to understand 
when monitoring blended projects.  This webinar offers guidance on monitoring 
projects that have multiple funding sources such as SHIP, HOME and tax credit 
financing.  It will address which project rules apply when there are multiple 
funding sources and considerations when reviewing rents, utility allowances, 
annual Resident Income Certifications, recording keeping and file reviews.  

 
g. Webinar: Development Plan Review - The webinar will present 

development underwriting from the perspective of local SHIP administrators. 
While SHIP funds may make up only a small portion of a development’s overall 
sources, it is imperative that staff understand how to accurately assess its ability to 
succeed financially and fulfill SHIP requirements, including expenditure deadlines 
and ongoing compliance. This training will provide a general framework for 



   

6 | P a g e  
Exhibit B 
Deliverables 

reviewing development plans, which SHIP staff may apply with their own local 
programs, policies and procedures.   

 
h. Webinar: Alternative Approaches to Affordable Housing Development- 

This training explores Shared Equity Models, Linkage Fees, Inclusionary Zoning 
Ordinances, and other localized approaches to producing and preserving 
affordable housing.  For example, a community land trust (CLT) is a form of 
shared equity that maintains ownership of underlying land through a ground lease 
which also sets resale pricing to protect the affordability of the housing as time 
goes on.  The Town of Jupiter will serve as a case study for methods of providing 
workforce housing.  Participants will learn about the challenges and highlights 
experienced throughout the process for the first municipality in the state of Florida 
to adopt a workforce housing ordinance with both a linkage fee and inclusionary 
zoning requirements. 

 
i. Webinar:  Submitting a Successful Application for Florida Housing’s 

RFA-   In recent years, Florida Housing Finance Corporation has issued requests 
for applications (RFAs) to provide tax credits for developments with a homeless 
or special needs focus. However, these RFAs have been undersubscribed. This 
webinar—which will be designed with input from Florida Housing’s multi-family 
program staff—will focus on these and other RFAs that receive relatively few 
applications and may be opportunities for funding success. Learn what is involved 
with submitting an application and the planning that goes into a development that 
receives funding through these RFAs.   

 
j. Webinar:  Emergency Solutions Grants (ESG) and SHIP- This training will 

make the connection between assisting homeless households with these two 
funding sources.  The presenters will offer methods for coordinating services, 
providing housing stability counseling, and establishing priorities of assistance.  
 
2. Obtaining the CHDO Designation Webinar Series  
 
This series addresses the benefits of becoming a Community Housing 

Development Organization (CHDO), as well as the requirements for maintaining that 
status.  It is designed for nonprofits interested in the CDHO designation, local 
government staff interested in working with CHDOs, and staff at current CHDOs.   

 
a. Webinar #1 provides an overview of the HOME rules and regulations.  

This introductory webinar will help CHDO staff navigate their way to success in 
a changing environment that is placing increasing pressure to perform in the 
HOME program.  Participants will learn what developing strategies to employ in 
order to build or demonstrate that their agencies have the capacity needed to 
maintain CHDO status and receive HOME CHDO set-aside funds.   
 

b. Webinar #2 will address details of CHDO activities during predevelopment 
and underwriting.  The presenters will discuss pitfalls to avoid with subsidy 
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layering.  The training will provide ideas for complying with requirements for 
CHDO board composition and will also address how to start a HOME Consortium. 

 
3. Joint Ventures Webinar Series   
 
Sometimes it is a necessity for a nonprofit developer to find a for profit 

development partner.  Some need a partner because of the experience required for 
Florida Housing applications.  And realistically, some just aren’t ready to go it alone.   
 

a. Webinar #1: Options for Partnership- A development partner can be either 
a nonprofit or for profit entity that has experience with the proposed type of 
development.  Assess if your organization needs a development partner, and learn 
how to evaluate a potential development partner and how to structure a Developer 
Agreement.  Presenters will offer ideas for locating a partner and methods for 
checking references.  The training will focus on what a nonprofit developer can 
expect from a partnership.  

 
b. Webinar #2: Showcase of Successful Partnerships- Features partnerships 

will be issued to illustrate key topics about how to assign the work, and ways to 
divide the fee.  Presenters with discuss risks involved with partnerships. 
 
4. Training for Multifamily Property Managers 

 
Intended audience – property managers and their staff who perform marketing and 

tenant selection activities. Webinar presenters will include a representative from the 
property management field with experience in risk management and fair housing 
requirements.  

 
a. Webinar:  The first webinar in this series is an introduction to fair housing 

topics relevant for multifamily property managers.  It will offer guidance to ensure 
that marketing, tenant screening, and property management policies and 
procedures comply with fair housing requirements.  Participants will consider 
plans and actions that take meaningful steps to promoting fair housing choice and 
fostering inclusive communities.  

  
Topics include: 

 
i. Brief overview: What is “fair housing” and who are the groups 

protected by fair housing requirements? 
ii. Marketing and tenant selection practices related to fair housing, as well 

as Florida Housing requirements and Tenant Selection Plans. 
iii. Reasonable accommodations and modifications related to tenant 

selection and physical and other types of accessibility for persons with 
disabilities.  

iv. Practical guidance related to policies, processes, and information 
gathering related to disabilities.  
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b. Webinar:  The second and last webinar in this series builds on the first by 
providing training on special topics, including: 

 
i. Conducting tenant selection on a case by case basis for homeless and 

special needs households. 
ii. Screening in versus screening out households with special needs, 

disabilities, and histories of homelessness. 
iii. Selection criteria, parameters, and thresholds related to access for 

special needs applicants (e.g., criminal records, credit and employment 
histories, eviction and homelessness histories), while taking into 
consideration property and other residents’ needs. 

iv. Working with support services agencies to facilitate access.  
 
5. Housing Counseling Webinar Series 
 
Intended audience- SHIP administrators may benefit from establishing many local 

partnerships.  This includes engaging the expertise of local nonprofits and other who 
offer counseling and education on several housing topics.   

 
1. Webinar A: Offering Housing Education and Counseling with SHIP-  In 

the first webinar of this series, SHIP administrators will learn how to partner with 
HUD approved counseling agencies to provide education and one-on-one 
assistance to the SHIP eligible households who want SHIP purchase assistance.  
Equipping buyers with this knowledge helps increase the possibility that buyers 
will have success with homeownership.  This first webinar will provide an 
overview of available housing counseling resources, including an introduction to 
SHIP housing counseling funds.  The following activities will be discussed: 
helping households find a home to buy, locating an affordable rental, and 
maintaining homes.   

 
2. Webinar B:  Successfully Implementing Counseling Assistance- The 

second and final webinar in this series will address how HUD approved counseling 
agencies may provide your SHIP eligible applicants with post-purchase education, 
foreclosure prevention classes, and one-on-one counseling.  The presenters will 
discuss the process of selecting and contracting with a counseling agency.  The 
training will also address the HUD Counseling Notice of Funding Availability 
(NOFA) and HUD’s new examination for certifying individual counselors. 

 
D. Existing Webinars to be repeated 

 
1. Preparing for SHIP Monitoring Visit - This workshop details the process 

and items that SHIP monitors focus their attention on during their review of a SHIP 
jurisdiction.  This will help local governments be prepared for and achieve the best 
outcome from next monitoring visit. The training will outline SHIP rule compliance, 
as well as Florida Housing options for addressing non-compliance.  Beyond discussing 
mere compliance, this training will help local governments perform a health and 
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effectiveness "checkup" on the local SHIP program using diagnostic exercises.  Key 
topics include steps in the monitoring process and common monitoring findings. 
 

2. Special Needs Assistance with SHIP Funds - This webinar will help 
housing administrators develop strategies to expend the required 20 percent of the 
SHIP allocation to serve persons with special needs. This training will review 
documentation and reporting requirements related to each type of applicant with 
special needs as defined in s. 420.0004 of the Florida Statutes.  The presenters will 
highlight successful initiatives from SHIP communities involving assistance with 
rental housing, home repair, purchase assistance, and more.  Learn how local Centers 
for Independent Living, Arc agencies and other service providers can help identify 
special needs applicants in need of housing assistance.  The presenters will review 
collaborations with CoC homeless Coordinated Entry, Foster Care, and domestic 
violence programs.   The training will help fine tune plan to comply with the special 
needs requirement in a timely fashion.  
 

3. Best Practices for Implementing a Rapid Rehousing strategy - The 
Florida Legislature has codified that SHIP jurisdictions may provide up to a year of 
rent subsidies for very low income applicants who are homeless and/or special needs 
households, in addition to eviction prevention and/or deposits. This set of webinars 
will allow participants to hear from SHIP jurisdictions that have implemented a rapid 
rehousing SHIP strategy in coordination with their Continuum of Care agencies and 
other community partners. Presenters will compare and contrast rent assistance 
programs for homeless applicants and for applicants with special needs. Key Topics 
include determining eligibility of applicants, rent limits for the units, steps in the rental 
assistance process, and the importance of case management. We will summarize best 
practices, offer tips, and cover how to avoid pitfalls. Presenters will review how SHIP 
can dovetail with other types of rent subsidies (ESG, HUD CoC, HOME, SSVF, etc.), 
how to implement the rent subsidy strategy, how to select and work with a sub-
recipient organization, and housing counseling services that may be offered in 
conjunction with SHIP rental assistance. A sample rent assistance strategy will be 
offered, as well as answers to Frequently Asked Questions. 
 

4. Income Certification for SHIP Applicants - This webinar provides a 
comprehensive overview of the income qualification process for SHIP applicants.  It 
is designed for those who process applications for SHIP assistance and the people who 
supervise them.  The training will cover the process from application intake through 
approval, file management and compliance.  The presenter will address critical 
eligibility activities, including income verification, determining household size, and 
income inclusions and exclusions.  Participants will learn how to compute anticipated 
annual income and complete income and asset verification.   
 

5. Preparing and Submitting the Annual Report - This webinar will 
provide guidance on proper preparation of the SHIP annual report highlighting 
changes to the online reporting system and common errors made on the report. The 
training is especially designed to help new SHIP staff members who have recently 
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been assigned tracking or annual reporting responsibilities.  Learn how to access and 
use the SHIP annual report website, and how to locate the data to record in the reports. 
The presenter will discuss certification procedures and the tracking of expenditures, 
demographics, deadlines and more.   
 

6. New LHAP Strategy Design and Amendments - This webinar provides 
guidance on new strategies and amendments and the considerations of what should be 
included when updating or changing the LHAP.  Learn how to write a SHIP strategy 
that is clear, concise and complies with all requirements.  The training will highlight 
details in the current version of the LHAP template and offer instructions on making 
updates to the Housing Delivery Goals Chart or other LHAP Exhibits.  Learn best 
practices to ensure quick approval of your new or updated strategy, as well as common 
mistakes to avoid. 
 

7. Financial Management for Non-Profits 
Good fiscal management policies and procedures are important to every business, and 

nonprofit businesses are no exception.  A clean audit and sound financials are often key 
to successful loan and grant applications. We will explore financial management industry 
standards and tools you can use to ensure your financial house is in order.  Presenters will 
discuss budgeting, monthly reporting for the Board of Directors, and the importance of 
internal controls and financial oversight, as well as developing solid financial policies to 
ensure accountability. We will review how to generate useful financial reports and how to 
interpret those reports. The importance of tracking income and expenditures by funding 
source, grant, or contract will be discussed as a component of grant management, 
compliance, and reporting. 

 
8. Best Practices for Serving on a Housing Nonprofit Board 

This is the first a two-part webinar series beneficial for board members who are less 
likely to travel to workshops.  This training will provide board members with knowledge 
and tools to improve their ability to lead their nonprofits and ensure their continued 
strength.  Key Topics: Oversight and Governance, Financial Oversight, Organization 
Leadership Succession, and Building a More Inclusive Board. 
 
E. Publications  

 
Publications will address topics relevant to the following workshops and webinars, 

although the publications are more extensive than typical workshop materials.  Excerpts 
from the publications may be printed for use in the workshops, relevant clinics, and site 
visits, or shared via email.  Copies of the entire publications will be posted at 
www.flhousing.org. Beyond workshop attendees, the publications have a broader 
audience.  Not everyone who needs the information may attend a workshop, and there are 
staff who benefit from a written guide if they miss a workshop, were hired after a 
workshop, or could not travel to it.  In addition, the publications are for local elected 
officials, AHAC members, and community stakeholders.  For each proposed publication, 
appropriate Florida Housing staff will have the opportunity to review draft materials at 
least twice, for a period not to exceed 14 days per review. 

http://www.flhousing.org/
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1. Guidebook for SHIP Administrators - $10,000 
 

This is a guide for SHIP administrators and the local government staff who assist them.  
It is designed to assist staff with all aspects of SHIP.  A week by week calendar of activities 
helps guide new staff during their first three months of SHIP work. In addition, this guide 
provides a checklist of deadlines, and a timeline of activities throughout the year.  This 
publication helps staff assemble and learn from several important SHIP documents-
including the LHAP, tracking spreadsheets, AHAC reports, and contractors’ lists- to 
ensure a seamless transition in SHIP program operations.  

  
Key topics include: 

a. Steps of the assistance process,  
b. Set-aside requirements,  
c. Special needs compliance, and  
d. Local partnerships.   

 
Timing for publication:  To be completed by June 30, 2018. 
FHC staff will be writing this with assistance from FHC board members. 
Electronic document: no printing costs. 

 
2. Using SHIP for Disaster Preparation and Disaster Response Field 

Guide - $16,700 
 

A wide variety of disasters will be addressed in this guide, along with how to 
coordinate repairs paid by FEMA, insurance, affordable housing funding and other 
financing sources for disaster response.  The focus of this guide is SHIP, and it will 
provide an overview of how SHIP fits into the larger plan for disaster preparation and 
response in Florida.   
 

Key topics include: 
a. Disaster preparation, 
b. Disaster response, and 
c. Using Funding Other than SHIP 

 
Topic:  Disaster preparation. The best practices of several communities will be 

highlighted, including pre-approving vendors, identifying available rental housing, and 
planning for the use of volunteers.  The guide will also offer information on how to 
integrate disaster mitigation features into a home repair program. 

   
Topic: Disaster response. The guide will detail several options for SHIP disaster 

response.  Limitations of a SHIP-funded short-term response will be addressed as part of 
the guidance on how to avoid duplication of assistance.   The severity of the disaster and 
its aftermath will generally determine the type of SHIP assistance needed. 
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Topic: Using Funding Other than SHIP. The guide will address the program 
requirements of CDBG-DR in the event these funds are allocated to a community that has 
experienced a disaster.   The scope of assistance provided by the Florida Department of 
Emergency Management will be included with guidance on coordination and compliance.  
Several examples from the past fifteen years will be included to illustrate a variety of 
disasters with varying severity.   
 

Timing for publication:  To be completed by December 31, 2017. 
 
FHC staff will be writing this with assistance from FHC board members.  More input 

will be requested from the following staff at the Florida Division of Emergency 
Management: Meredith Van Valkenburgh (RCMP), Jamie Leigh Price (Bureau of 
Mitigation), Danny Hinson (Community Rating System), and Evan Rosenberg (Bureau 
Chief for Recovery). 

 
This document released in print: The price includes printing costs for 2,500 

guidebooks. Justification for printing: Disaster preparation and recovery involves many 
local players.  Printed guidebooks can be provided to partners as a means of starting the 
discussion about how to collaborate on preparation planning.  
 

3. The Credit Underwriting Process - $10,000 
 
The credit underwriting process that takes place after a funding award has been 

approved is complex, and is critical to the closing of financial agreements.  This guide 
de-mystifies the underwriting process and provides guidance that begins in the 
predevelopment phase through the closing process.  It provides step by step instruction 
about third-party analyses and the documentation that will be required throughout the 
underwriting process.  The publication contains information from FHFC Credit 
Underwriting service providers and will address timeframes and sequencing.  The 
guide will include sample document forms and case studies that provide guidance on 
how to assess project feasibility, financing, operations, and project timelines.   

 
Timing for publication:  To be completed by June 30, 2018. 
FHC staff will be writing this with assistance from FHC board members. 
Electronic document: no printing costs 

 
4. Permanent Supportive Housing Guidebook - $17,000    
 
This publication addresses property management of small- and medium-sized 

permanent supportive housing properties, and offers guidelines for providing and 
managing support services.  Part 1 on property management includes a template with 
sample language to guide the housing provider in successfully planning and managing 
supportive housing property developments. Topics include: 

 
a. Planning during development; 
b. Marketing; 
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c. Tenant selection plan; 
d. Fair housing considerations; 
e. Tenant handbook;  
f. Rent determination and collection;  
g. Establishing agreements and coordination with support services;  
h. Maintenance; 
i. Establishing and maintaining operating budgets and reserve accounts; and  
j. Compliance with regulations.   

 
Part 2 on support services focuses on the situation when the organization that 

manages the property also provides support services rather than contracting with 
another provider.  Topics include: 

a. Effectively separating the roles of property management and support 
services provider; 

b. Managing the interplay and potential conflicts between property and 
services roles; 

c. Designing client-centered flexible support services to meet the needs of 
tenants housing stability); 

d. Ensuring tenant choice while maximizing housing stability; 
e. Working with mainstream community-based supports; 
f. Funding support services in permanent supportive housing; 
g. Implementing best practices in services (e.g., harm reduction, crisis 

planning, trauma informed care, housing first); 
h. Staffing; and 
i. Compliance with regulations. 

 
Timing for publication:  To be completed by June 30, 2018. 
FHC staff will be writing this with assistance from FHC board members. 
Electronic document: no printing costs 
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EXHIBIT C 
FEES 

 
Affordable Housing Catalyst Program 

 
Fees and Services for Contract Period of July 1, 2017 through June 30, 2018 

 
Category Unit Cost Unit Type Units Total 

SHIP Roundtable at 
Conference 

$10,000 Day 1 $10,000 

Telephone/Email TA $9,200 Month 12 $110,400 
Offsite TA $150 Hour 119 $17,850 
Site Visits/Onsite TA $1,800 Day 26 $46,800 
Clinics  $3,000 Clinic 15 $45,000 
New Workshops $11,000 Workshop 4 $44,000 
Existing Workshops $9,000 Workshop 8 $72,000 
New Webinars $2,000 Webinar 18 $36,000 
Existing Webinars $1,000 Webinar 8 $8,000 
Stakeholder Group Events $2,500 Event 10 $25,000 
Off-site TA follow-up for 
participants of workshops, 
clinics, stakeholder group 
events and site visits 

$150 Hour 163 $24,450 

Publications Variable1 Publications 4 $53,700 
Unallocated Reserve2 TBD TBD TBD $6,800 
Total    $500,000 

 
 

Hardest Hit Program 
 

Fees and Services for Contract Period of July 1, 2017 through June 30, 2018 
 

Category Unit Cost Unit Type Units Total 
HHF Telephone/Email TA $2,500 Month 12 $30,000 
Offsite TA $150 Hour 180 $27,000 
Onsite TA $1,800 Day 12 $21,600 
TOTAL    $78,600 

 
 

REMAINDER OF PAGE INTENTIONALLY LEFT BLANK 
 

                                                
1 See Exhibit B, Item E. 
2 Funds in this category may be allocated to one or more of the above budget line items upon written 
mutual agreement of both parties. 
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NOTES: 
 

A. The contract line item and total amounts approved are to be considered “up to’ 
amounts.  Florida Housing is under no obligation to expend the entire contract amount. 

 
B. All budget items under workshops, clinics, webinars and onsite TA are subject to 

approval prior to each event. 
 
C. Subject matter for all workshops, clinics, and webinars are subject to review and 

approval from Florida Housing prior to scheduling. 
 
D. All published materials are subject to pre-approval by Florida Housing.  This 

includes approving credentials of writers and contributors, printing costs which are 
verified by estimates/invoicing from a printer, and any other associated costs. 
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