REQUEST FOR FIRM FIXED PRICE QUOTATION
The Oakland Housing Authority (OHA) is requesting price quotations from firms with experience to assist us with the “purging” of the 2006 Wait List for Leased Housing.
OHA is asking vendors for a firm fixed price to complete this project in the following manner in 30 days.  The specific tasks to be completed during this project include:

1.
Develop Letters to Applicants

Work with OHA staff to develop notification letters to be sent to 3,250 applicants remaining on the 2006 Leased Housing Wait List.  The letters should inform applicants that in order to be considered for a Section 8 Housing Choice Voucher they MUST respond in writing to update their address and contact information.  Failure to respond will result within 10 days will result in OHA purging their application from the wait list and they will receive NO additional consideration.

2.
Generate and Mail Letters

Generate and mail, via first class postage, the notification letters to each of the 3,250 applicants remaining on the 2006 Leased Housing Waiting List (use Word and mail merge functionality).

3.
Collect Responses from Applicants

Collect, review, and process written responses from Applicants and determine which applicants have not responded.
4.
Update OHA’s software

Update OHA’s PHAMS/MAPPS software waitlist module with new information from applicants and update them for the 2006 wait list.  Update notes, Excel spreadsheet, and scan letters and documents received into OHA Laserfiche database.
5.
Generate and mail 2nd notices to non-responsive applicants

Generate and mail 2nd notices to non-responsive applicants.  We estimate that 50% of applicants will be non-responsive to the first mailing.
6.
Update OHA’s software

Update OHA’s software (described in 4 above) for all 3,250 applicants.
7.
Complete Tasks in 30 days
All vendor work is to be completed in 30 days from the Notice to Proceed.  Any documents received by vendor after the close of the contract are to be forwarded to OHA for processing in accordance with established rules.
8.
Communication with OHA

Vendor to provide status reports when requested by OHA.

Other Information

OHA will pay the entire firm fixed price at the conclusion of the contract.  If the contract is not completed in 30 days, OHA will deduct $100 a day for each day after the project deadline date in which the contract remains open.  The contract will begin in mid to late August 2010. 
Limited time extensions may be approved at OHA’s discretion for situations that are unforeseen and arise that are outside of the control of the contractor.

