
REQUEST FOR PROPOSAL 

FOR 

EXECUTIVE SEARCH FIRM SERVICES 
RFP# 2024-003

DUE BY: THURSDAY, JUNE 6, 2024 
2:00 P.M. (EST) 



RFP# 2024-003 

RFP # 2024-003 Executive Search Firm 

The Palatka Housing Authority (‘PHA’ or ‘Authority’), Palatka, Florida, is seeking proposals from 
qualified, responsible companies/individuals to provide Executive Search Firm Services for 
recruitment of a new President / Chief Executive Officer (CEO), in accordance with the 
requirements of the U.S. Department of Housing and Urban Development (HUD). 

Sealed proposals will be accepted by the PHA, located at 400 N. 15th Street, Palatka, FL 32177 
until 2:00 p.m. Eastern Standard Time (EST) Thursday, June 6, 2024.  Faxed proposals will 
not be considered.   

Executive Search Firm 

Each Proposer should submit an original and (3) copies of Proposal to Palatka Housing Authority 
to the Attn:  Ms. Willie Mae Thomas, Interim Executive Director, in a sealed envelope 
bearing on the outside: Name of submitting firm, Company address and designated as 
proposal for ‘Executive Search Firm’ PHA-2024-RFP-ESF-003.    

Proposals must be clearly marked – “Request for Proposals # 2024-003 Executive Search Firm 
Services”.  ***Note:    If you send your proposal via FedEx or UPS, please make certain that 
the proposal #PHA-2024-RFP-ESF-003 is labeled on the outside of the Air mail envelope.  

Proposal specifications will be available at the PHA office for pickup/mail out on Tuesday, May 
7, 2024.  Also, you may download the proposal documents from the Palatka Housing Authority 
website at: http://www.palatkaha.org.  Please be advised that all documents should be filled out 
properly and all items on the checklist must accompany your proposal.  All proposals will remain 
valid for 90 days.  The point of contact is Ms. Willie Mae Thomas at (386) 329-0132, ext. 215.  
All questions must be submitted via email to wmthomas@palatkaha.org.  The deadline to 
submit questions will be Thursday, May 30, 2024.   

The PHA reserves the right to cancel this solicitation, waive informalities in the proposals 
received, accept any which we consider to be in our best interest, and to reject any and all 
proposals.  The PHA is an equal opportunity employer/drug free workplace (EOE/DFW). The 
PHA has a goal and policies encouraging participation of small, minority, and women owned 
businesses in the provision of goods and services. 

http://www.palatkaha.org/
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REQUEST FOR PROPOSALS # 2024-003 

Executive Search Firm Services 

NOTICE OF INTENT TO RECEIVE PROPOSALS 

In accordance with the U.S. Department of Housing and Urban Development (HUD) Handbook 7 
460.8 REV-2, Florida Statutes and with other applicable laws, the Palatka Housing Authority 
(PHA) formally requests competitive proposals from qualified, responsible companies/individuals 
to provide Executive Search Firm Services for recruitment of a new President / Chief Executive 
Officer in accordance with the requirements of PHA and the U. S. Department of Housing and 
Urban Development (HUD). 

SECTION A 

A. Background

The Palatka Housing Authority, Palatka, FL was created pursuant to Chapter 421, Florida Statutes 
for the purpose of providing decent, safe, and sanitary housing to low-income residents. The PHA 
owns and manages a variety of low-income and affordable housing units and administers Section 
8 Housing Choice Vouchers along with supportive service programs for its residents. Together, 
these programs provide quality and sustainable housing opportunities for qualifying households. 

A five-person Board of Commissioners, authorized by the laws of the State of Florida, appointed 
by the Mayor, is responsible for the development of housing policy and the authorization of 
expenditures.  PHA's jurisdiction includes the City of Palatka and surrounding cities. 

B. Scope of Services

Palatka Housing Authority seeks proposals from qualified executive search firms and/or 
individuals to provide executive recruiting services. PHA is committed to attracting the most 
experienced and qualified applicants in today's employment market. To this end, the selected firm 
will conduct a successful search for a new Executive Director, which includes the responsibilities 
of acting as President and CEO of affiliated entities of the PHA.  

Respondents will be expected to provide services in all of the service categories identified below. 

Deliverables 

1. Coordinate all stages of the recruitment process with the Board of Commissioners
(BOC) and assigned PHA staff.

2. Solicit input from PHA BOC through meetings and interviews to understand the role,
responsibilities, qualifications and appropriate experience needed for the position.

3. Solicit input from PHA BOC regarding elements they feel should be included in a
recruitment brochure, both in terms of job classification and ideal candidate.
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4. Develop and implement an aggressive recruitment strategy and plan to identify
potential qualified candidates, including the preparation and placement of
advertisements in appropriate professional journals, publications and web based and
technology platforms.

5. Conduct a national search, actively seeking those candidates whose background,
experience and education best meet the needs of the position by sourcing executive
candidates through a number of different channels, including advertising in nationally
recognized publications likely to attract qualified candidates, proactively reaching
out to candidates in the marketplace that may not be actively seeking the position,
accessing the firm's network of qualified C-level candidates and other best practice
recruitment strategies utilized in the industry.

6. Screen the initial pool of applicants to final candidates for review by the Board of
Commissioners and PHA assigned staff.

7. As required, administer assessments for each search. In the event politically sensitive
or potentially embarrassing issues arise from a candidate's background, conduct in-
depth interviews with the principal parties to clarify the event.

8. Provide summary applicant reports to the BOC on all finalists.
9. Arrange, with the input of the BOC, and coordinate the interviews for the top

qualified candidates, including but not limited to the development of interview
itineraries and travel arrangements.

10. Review resumes for background and qualifications, followed by telephone and/or
video interviews to clarify each applicant's experience; verify academic credentials
and/or licenses; verify references and employment credentials; and, prepare a written
summary of 10 to 15 candidates with the most promising qualifications for the
position prior to candidate interviews.

11. In concert with PHA's BOC, determine an appropriate interview and selection
process. This may include information gleaned from community stakeholders,
resident input sessions, and PHA staff interviews to provide perspective.

12. Design interview questions.
13. Converse with the BOC preliminary terms of an employment agreement.
14. Provide consulting and advisory services to hiring officials on the final candidate

selection. In the event that the selected candidate leaves employment with the PHA
before a period of one year, an additional recruitment and selection process will be
conducted at no cost to the agency.

15. Conduct complete and detailed reference check. A minimum of three reference
checks must include a national review of past, personal and public fiscal
responsibility. The reference checks shall include a review of the applicant's technical
ability, as well as the applicant's ability to effectively interact and communicate with
the BOC, staff and stakeholders. Preliminary local and national criminal background
checks of those candidates who appear to be best qualified for the position should be
completed in advance of interviews.

16. Communicate with all candidates to acknowledge their applications and inform them
of their final status in the search.

17. As necessary, assist with offer, acceptance and relocation negotiation.
18. The respondent shall provide all required services and supplies to include labor,

materials and transportation in accordance with the requirements stated herein.
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SECTION B 
 

1. Evaluation Criteria 
 
The evaluation of professional qualifications of the proposals will be based on the qualifications 
of the Applicant's firm, technical criteria, references and proposal evaluation scoring. Specific 
evaluation criteria to evaluate the technical qualifications of each Applicant and their degree of 
importance and/or relative weight are numbered as Evaluation Factors 1 - 4, with a possible 100 
points possible, excluding bonus, and are as follows: 
 

EVALUATION 
FACTOR # 

SELECTION CRITERIA 
 

FACTOR TYPE/DESCRIPTION 
MAX 

POINT 
VALUE 

 
 
1 

The PROPOSED COSTS/FEE SCHEDULE submitted by the 
proposer. Outline fee structure and/or rates clearly and completely. 
Clarity of the proposed fees, reasonableness of cost and the 
relationship of cost to completed services/deliverables are 
important elements. Fee must include all direct and indirect costs, 
including staffing, equipment and travel. 

30 

2 

ORGANIZATIONAL STRUCTURE & STAFFING. Provide the 
names and titles of each individual who will be providing services, 
as well as resumes from staff for each component of the scope of 
services who will actually perform the work, their position in the 
firm, and years and types of experience in relation to the scope of 
the proposal. Make sure to specify the individual(s) who will have 
primary responsibility for contact and communication. Provide a 
summary of the organization, size and structure of the firm. 

10 

3 

The proposer's QUALIFICATIONS, DEMONSTRATED 
TECHNICAL CAPABILITIES, AND PAST PERFORMANCE to 
provide services as outlined in Section B-2, Scope of Services. A 
summary of the firm's experience and expertise in conducting 
national searches at the highest executive levels, including firm's 
completed projects of a similar scale to PHA within the past five (5) 
years that resulted in successful employment of an executive level 
candidate; skill in working with a wide range of constituencies and 
stakeholders in developing consensus and facilitation of public 
forums. Include statement indicating whether the firm or 
individuals assigned as recruiters have been the subject of any 
disciplinary action during the past three (3) years; and whether the 
firm or individuals assigned as recruiters have been suspended or 
debarred from providing services to government funded agencies, 
or other government activity. 

30 

4 

DEMONSTRATE REPONSIVENESS OF THE PROPOSAL by 
highlighting the Applicant's methodology describing how firm will 
deliver tasks and deliverables described in the SOW. Firm shall 
provide a narrative response detailing the plan for performing the 
services that articulates what services and the level of effort that 

30 
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would be required for each search engagement. Provide details of 
the firm's workload and ability to be responsive to the PHA 
requirements. Be clear in addressing the deliverables within this 
RFP. 

 TOTAL POINTS (OTHER THAN PREFERENCE POINTS & INTERVIEW)  
 
NOTE: Points will be awarded for each Factor by each of the appointed evaluation committee 
members based on his/her opinion after a thorough review of the information submitted by each 
proposer within his/her proposal.  
 
PHA shall, to the greatest extent feasible, make every effort to ensure that small businesses, 
minority owned and women-owned businesses, and labor surplus area businesses, and other 
individuals or firms located in or owned in substantial part by persons residing in the area of 
PHA-owned communities are used when possible in PHA's contracting opportunities.  
 
Respondent is encouraged to provide a contracting/employment opportunity plan, noting the 
potential jobs and subcontracting opportunities that will be made available by Respondent for the 
services to be provided. 
 
All Respondents who are awarded contracts by PHA must comply with the requirements of Section 
3, as applicable.  
 
Preference Evaluation Factors. The following factors will be utilized by the PHA to evaluate each 
proposal submittal received: 
 
MBE/WBE/SBE Participation: Minority Business Enterprise (MBE), Women's Business 
Enterprise (WBE), and Small Business Enterprise (SBE) designation, participation and/or joint 
venture. (5 maximum points): 
 

A. M/WBE or SBE designated firm - submit copy of state or local certification (5  
maximum points), OR 
 

B. Joint venture or subcontract with a M/WBE or SBE firm - submit copy of state or  
local certification of joint venture partners or subcontractors and M/WBE & SBE  
Utilization Form showing percentage of ownership or participation. (3 maximum  
points) 

 
2. Evaluation Method 

 
1. Responsiveness. Each proposal received will first be evaluated for responsiveness (i.e. 

meets the minimum of the requirements). 
 

2. Evaluation Packet. An evaluation packet will be prepared for each evaluator, including 
the following documents: Instructions to Evaluators; Proposal Tabulation Form; 
Written Narrative Form for each proposer; Recap of each proposer's responsiveness; 
Copy of all pertinent RFP documents. 
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3. Evaluation Committee. The Agency anticipates that it will select a minimum of a four-
person committee to evaluate each of the responsive "hard copy" proposals submitted 
in response to this RFP. PLEASE NOTE: No proposer shall be informed at any time 
during or after the RFP process as to the identity of any evaluation committee member. 
If, by chance, a proposer does become aware of the identity of such person(s), he/she 
SHALL NOT make any attempt to contact or discuss with such person anything related 
to this RFP. As detailed within Section D of this document, the designated CO is the 
only person at the Agency that the proposers shall contact pertaining to this RFP. 
Failure to abide by this requirement may (and most likely will) cause such proposer(s) 
to be eliminated from consideration for award. 

 
4. Evaluation. PHA will evaluate and award points pertaining to Evaluation Factor No. 1. 

The appointed evaluation committee, independent of the CO, his/her designee, or any 
other person at the Agency, shall evaluate the responsive proposals submitted and 
award points pertaining to Evaluation Factors No. 2 thru 4. Upon final completion of 
the proposal evaluation process, the evaluation committee will forward the completed 
evaluations to the CO or his/her designee. 

 
5. Determination of Top-ranked Proposer. Typically, the subjective points awarded by the 

evaluation committee will be combined with the objective points awarded by the CO 
to determine the final rankings, which is typically forwarded by the CO to the ED/CEO 
for approval. If the evaluation was performed to the satisfaction of the ED/CEO, the 
final rankings may be forwarded to the Housing Authority Board of Commissioners 
(BOC) at a scheduled meeting for approval. Contract negotiations may, at the Agency's 
option, be conducted prior to or after the BOC approval. 

 
a. Minimum Evaluation Results. To be considered to receive an award a proposer  
      must receive a total calculated average of at least 70 points (of the 110 total possible        
      points detailed within Section C herein). 

 
b. Ties. In the case of a tie in points awarded, the award shall be decided as detailed  
      within Section 6.12.C of HUD Procurement Handbook 7460.8 REV 2, by "drawing     
      lots or other random means of selection." 

 
6. Notice of Results of Evaluation. If an award is completed, all proposers will receive by 

e-mail a Notice of Results of Evaluation. Such notice shall inform all proposers of 
which proposer received the award. 

 
SECTION C  
 

1. Due Date of Proposal 
 
Proposals are due by 2:00 p.m. on Thursday, June 6, 2024. 
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Mailed or delivered to the attention of: 
Willie Mae Thomas, Procurement Officer 
Palatka Housing Authority 
400 N. 15th Street 
Palatka, FL 32177  

2. Contract Award

A contract shall be awarded in accordance with the terms of Form HUD 5369, Instructions to 
Proposers for Contracts, Public and Indian Housing Programs, attached hereto as Exhibit A, and 
its Procurement Policy.  A selection committee shall make a recommendation to the Board of 
Commissioners. The Board of Commissioners will make the final selection of the firm to be 
awarded the contract. A contract will be awarded to the Proposer whose proposal best meets the 
needs and requirements of PHA for the best value. Failure to meet the threshold requirements may 
result in rejection of the proposal. PHA reserves the right to reject any and all proposals, to award 
one or more contracts or no contract.  

By completing, executing and submitting a proposal, the proposer is thereby agreeing to abide by 
all terms and conditions pertaining to this RFP as issued by the Agency, including the contract 
clauses specified, each attached hereto. Accordingly, the Agency has no responsibility to conduct 
after the submittal deadline any negotiations pertaining to the contract clauses already published.  

SECTION D 

1. Instructions to Proposers

See HUD Form 5369-B, Instructions to Offerors Non-Construction. 

SECTION E 

1. Required Certifications

See HUD Form 5369-C, Certifications, and Representations of Offerors Non-Construction 
Contract. 

2. Acceptance of Proposals

Proposal must be signed, sealed, and received in completed form at the Palatka Housing Authority 
no later than the proposal submission time and date stated herein. Proposals submitted after the 
designated date and hour will not be accepted for any reason.  

PHA reserves the right to accept or reject any or all Proposals, to take exception to these RFP 
specifications or to waive any irregularities and/or informalities. Proposer may be excluded from 
further consideration for failure to comply fully with the specifications of this RFP.  
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PHA also reserves the right to reject the Proposal of any Proposer who has previously failed to 
perform properly, or to complete on time, contract(s) of a similar nature; who is not in a position 
to perform the contract, or who habitually and without just cause neglected the payment of bills or 
otherwise disregarded its obligations to subcontractors, providers of materials, or employees. 
 

3. Withdrawal of Proposals 
 
Proposal may be withdrawn on a written or telegraphic (faxed) request dispatched by the Proposer 
in time for delivery in the normal course of business prior to the time specified herein for proposal 
receipt, provided that written confirmation of any telegraphic withdrawal with the signature of the 
Proposer is placed in the mail and postmarked prior to the time specified herein for proposal 
receipt. Negligence on the part of the Proposer in preparing its Proposal confers no right of 
withdrawal or modification of its proposal after the due date and time specified herein. 
 
SECTION F 
 

1. Mandatory Clauses 
 
See HUD Form 5370-C, General Conditions for Non-Construction Contracts. 
 
SECTION G 
 

1. Insurance 
 
NOTE: Please see attached exhibits. 
 
The successful Proposer shall be required to furnish original Certificates of Insurance evidencing 
the required coverage to be in force on the date of the Contract, and Renewal Certificates of 
Insurance, or a copy of the policy, if the coverage has an expiration or renewal date occurring 
during the term of this Contract or extensions thereof. The receipt of any certificates does not 
constitute agreement by PHA that the insurance requirements in the Contract have been fully met 
or that the insurance policies indicated on the certificates comply with all Contract requirements. 
The insurance policies shall provide for thirty (30) days prior written notice to be given to PHA in 
the event coverage is substantially changed, canceled, or non-renewed. 
 
Approval, disapproval or failure to act by PHA regarding any insurance supplied by Proposer shall 
not relieve Proposer of full responsibility or liability for damages and accidents as set forth in the 
Contract documents. Neither shall the bankruptcy, insolvency or denial of liability by the insurance 
company exonerate Proposer from liability. See Exhibit D, HUD Form 5370-C, General 
Conditions for Non-Construction Contracts. 
 

2. Rules, Regulations, and Licensing Requirements 
 
Each Proposer and its staff must possess all of the required State of Florida licenses, as well as all 
other licenses required by Palatka to perform in accordance with the contract scope of services 
herein. In addition, the Proposer shall comply with all laws, ordinances and regulations applicable 
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to the scope of services contemplated herein. The successful Proposer is presumed to be familiar 
with all Federal, State and local laws, ordinances, codes, rules and regulations. 
SECTION H 
 

1.      SUBMISSION REQUIREMENTS  
 
AN ORIGINAL, 1(ONE) COPY AND 1(ONE) USB/JUMPDRIVE of the Proposal must be 
submitted and received by the housing authority no later than the proposal submission time and 
date. Proposals should provide a straightforward, concise description of Contractor's ability to 
fulfill the requirements of this solicitation. 
 
HUD and PHA Required Forms (completed, signed & returned): 
• HUD Form 5369-C, Certifications and Representations of Offerers Non-Construction 

Contract. 
• Non-Construction Contractor's Certification of Record of Previous Participation in Federal, 

State or Local Government Funded Contracts 
• Contractor's Certification of Authorization to Execute Proposal/Contract on Behalf of 

Company 
• Non-Collusive Affidavit of Contractor/Subcontractor 
• Sworn Statement Pursuant to Sections 287.133(3)(a) Florida Statutes, on Public Entity 
 
SECTION I 
 

1. Section 3 Requirements 
 
Section 3 of the Housing and Urban Development Act of 1968, as amended (12 U.S.C. 1701 u) 
requires that PHA ensure that employment and other economic and business opportunities 
generated by HUD financial assistance, to the greatest extent feasible, are directed to public 
housing residents and other low-income persons, particularly recipients of government housing 
assistance, and business concerns that provide economic opportunities to low and very-low income 
person. Therefore, pursuant to 2 CFR 200 and 24 CFR 135, the Proposer shall comply with PHA's 
approved Section 3 Policy and Procedures, as attached hereto, relative to residents for the contract 
awarded by PHA. Each Proposal shall include a plan for Section 3 Compliance. 
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PALATKA HOUSING 

O 386.329.0132 

F 386.329.0145 

400 North 15th Street 

Palatka, FL 32177 
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Palatka, FL 32178 
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PROPOSAL DOCUMENT CHECKLIST 

EACH PROPSER SHALL PROVIDE THE FOLLOWING DOCUMENTS IN THEIR 
PROPOSAL PACKET. 

a) CERTIFICATE OR COPY OF THEIR CONRACTOR'S/BUSINESS LICENSE

b) NON-COLLUSIVE AFFIDAVIT (Requires Notary)

c) PUBLIC ENTITY CRIME SWORN STATEMENT (Requires Notary)

d) CURRENT COPY OF THEIR CERTIFICATE OF LIABILITY INSURANCE AND
WORKMAN'S COMP INSURANCE

e) HUD FORM 5369 B, INSTRUCTIONS TO OFFERS NON CONSTRUCTION

f) HUD FORM 5369 C, CERTIFICATIONS AND REPRESENTATIONS OF OFFERS
NON CONSTRUCTION CONTRACT

g) HUD FORM 5370 C GENERAL CONDITIONS FOR NON CONSTRUCTIONS
CONTRACTS

h) SECTION 3 INFORMATION
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Palatka Housing Authority 
400 N. 15th Street 

Palatka, FL  32177 
Phone (386) 329-0132 / Fax (386-329-0132) 

Section 3 Policy 

The Palatka Housing Authority shall attach to each contract, or clause to be included into each 
contract, the following Section 3 Requirements, based on the Housing and Urban Development 
act of 1968, as amended, 12 U.S.C. 1701u (section 3).  Such language may be incorporated into 
existing contracts by attaching a contract rider, executed, and signed by both contractor and the 
Palatka Housing Authority. 

A. The work to be performed under this contract is subject to the requirements of section 3
of the Housing and Urban Development Act of 1668, as amended, 12 U.S.C. 1701u
(section 3).  The purpose of section 3 is to ensure that employment and other economic
opportunities generated by HUD assistance or HUD-assisted projects covered by section
3 shall, to the greatest extent feasible, be directed to low- and very low-income persons,
particularly persons who are recipients of HUD assistance for housing.

B. The parties to this contract agree to comply with HUD's regulations in 24 CFR part 135,
which implements section 3.  As evidenced by their execution of this contract, the parties
to this contract certify that they are under no contractual or other impediment that would
prevent them from complying with the part 135 regulations.

C. The contractor agrees to send each labor organization or representative of workers with
which the contractor has a collective bargaining agreement or other understanding, if any,
a notice advising the labor organization or worker's representative of the contractor's
commitments under this section 3 clause, and will post copies of the notice in
conspicuous places at the work site where both employees and applicants for training and
employment positions can see the notice.  The notice shall describe the section 3
preference, shall set forth minimum number and job titles subject to hire, availability of
apprenticeship and training positions, the qualifications for each; and the name and
location of the person(s) taking applications for each of the positions; and the anticipated
date the work shall begin.

D. The contractor agrees to include this section 3 clause in every subcontract subject to
compliance with regulations in 24 CFR part 135, and agrees to take appropriate action, as
provided in applicable provision of the subcontract or in this section 3 clause, upon a
finding that the subcontractor is in violation of the regulations in 24 CFR Part 135.  The
contractor will not subcontract with any subcontractor where the contractor has notice or
knowledge that the subcontractor has been found in violation of the regulations in 24
CFR part 135.

E. The contractor will certify that any vacant employment positions, including training
positions, that are filled (1) after the contractor is selected but before the contract is
executed, and (2) with persons other than those to whom the regulations of 24 CFR part
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135 require employment opportunities to be directed, were not filled to circumvent the 
subcontractor's obligations under 24 CFR part 135. 

F. Noncompliance with HUD's regulations in 24 CFR part 135 may result in sanctions, 
termination of this contract for default, and debarment or suspension from future HUD 
assisted contracts. 

G. With respect to work performed in connection with section 3 covered Indian housing 
assistance, section 7(b) of the Indian Self-Determination and Education Assistance Act 
(25 U.S.C. 450e) also applies to the work to be performed under this contract.  Section 
7(b) requires that to the greatest extend feasible (I) preference and opportunities for 
training and employment shall be given to Indians, and (ii) preference in the award of 
contracts and subcontracts shall be given to Indian organizations and Indian-owned 
Economic Enterprises.  Parties to this contract that are subject to the provisions of section 
3 and section 7(b) agree to comply with section 3 to the maximum extent feasible, but not 
in derogations compliance with section 7(b). 

 
Approved by Housing Commission: November 07, 1996 
Resolution:    HHC 1996-10 
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