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I. General Information

Introduction 
The Housing Authority of the City of Bellingham (“BHA”) is seeking proposals for qualified 
consulting firms, experienced in the development of job evaluation and compensation system.    

The BHA employs approximately 50 full-time employees and 3 part-time employees.  The 
BHA’s fiscal year begins January 1st and ends December 31st.  The number of employees 
in each functional unit is as follows: 

CLASSIFICATION Full-Time Part-Time 
Accountant 2 
Accounting Technician 1 
Accounting Technician - Payroll 0 1 
Affordable Housing Programs Manager 1 
Building Services Technician I 3 
Chief Operating Officer 1 
Director of Development 1 
Director of Finance 1 
Director of Information Technology 1 
Executive Director / CEO 1 
Grounds Supervisor 1 
Grounds Technician I 2 
Housing Inspector 2 
Housing Programs Assistant 0 1 
Housing Programs Coordinator I 3 
Housing Programs Coordinator II 5 
Housing Programs Coordinator III 2 
Housing Programs Manager 1 
HR Manager / Executive Services 1 
IT Specialist - Systems Support Technician 1 
Maintenance Manager 1 
Maintenance Program Specialist 2 
Maintenance Technician I 3 
Maintenance Technician II 4 
Maintenance Technician III 2 
Manager of Capital Improvements 1 
Operations Programs Assistant 1 
Payroll Manager/HR Generalist 1 
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Property Manager 2 
Senior Accountant 0 1 
Accounting Manager 0 
Asset Manager 0 
Building Services Technician II 0 
Director of Housing Programs 0 
Director of Maintenance 0 
Grounds Technician III 0 
IT Specialist - Housing Management Software 0 
IT Support Technician 0 
Purchasing & Contracts Coordinator 0 
Residence Service Coordinator 0 

 

II. Scope of Services

The role of the selected consulting firm is to assist the BHA in reviewing the existing job 
description and compensation system including benefits, analyze the current jobs performed by 
employees, determine the correct market pay for each position, establish the market value of the 
employee benefits package and provide a market analysis of the total compensation including 
salary and benefits.  We expect the consultant to make recommendations for improvements to 
the existing system or implementation of a new job description and compensation system along 
with any adjustments to pay and benefits that may be needed. 

The successful consultant will be required to meet with the Management Team at the initiation of 
each phase of the study and to make oral or written presentations to the Management Team at the 
conclusion of each phase.  The BHA expects ongoing and open communications between 
designated BHA representatives and the consultant over the course of each phase.  All products 
and recommendations must comply with applicable State and Federal laws and enhance BHA’s 
ability to obtain and retain qualified personnel. 

BHA will provide the following information to the successful consultant: 

• Copies of all existing job descriptions
• Copies of all wage and salary schedules
• Copies of all employee benefit schedules
• Copy of BHA’s Personnel Manual and Collective Bargaining Agreement
• Copy of BHA’s Organizational Chart

The following are specifications for the system and the consulting services related to the job 
evaluation and compensation system:  
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• The consultant will review the current job descriptions and compensation system and 
determine the need for a new compensation system, which would assure internal equity 
and external competitiveness.  

  
• Conduct a comprehensive survey of external regional labor market impacting the 

Whatcom area job market for all BHA positions.  This shall include similarly sized public 
housing authorities, public sector and private sector jobs with the same essential duties 
and functions located in comparable areas.  This will include a review and market 
analysis of salary and benefits.  Make recommendations for changes to current 
classification system or adoption of a newly designed compensation system, which 
assures internal equity and external competitiveness.  The method in which to perform 
this analysis is to be determined by the consultant.  The data will be based on wages and 
benefits established for the fiscal year 2027.  The consultant will provide BHA staff with 
2 hard copies and 1 electronic copy of the final compensation study and proposed salary 
structure.  

  
  

• Design an implementation strategy for any updated compensation systems with the 
lowest financial impact and greatest gain to positions that fall outside of a designated 
range.  The implementation plan should contain the total cost for immediate 
implementation as well as a plan to phase in over two (2) years beginning January 1, 
2027.  The consultant will provide BHA staff with 2 hard copies and 1 electronic copy of 
the implementation strategy.  
 

• As an option, provide a proposal for an annual review and update of the market analysis 
for each position including a description of the factors to be reviewed, methodology, final 
report, and staff training.  Provide BHA staff with 2 hard copies and 1 electronic copy of 
annual review and maintenance materials. 

 
III. Submittal Instructions & Requirements 
 
RFP Contact Information 
 
Technical questions regarding this RFP may be directed to Lindsay Burmeister at the contact 
information below. Questions must be received by December 12, 2025 at 3:00 pm. 
 

Lindsay Burmeister, HR Manager 
PO Box 9701 
Bellingham, WA 98227 
(360) 715-7330  
lindsay.burmeister@bellinghamhousing.org  

 
Submittal Instructions 
 

mailto:lindsay.burmeister@bellinghamhousing.org
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At minimum, the proposal must include the following: 
 

1. A cover page that includes the identification of your company; 
 

2. Name, title, email, and phone number of contact person during the period of the 
evaluation process; 
 

3. Your firm’s plan of performance to meet the scope of services outlined in Section II; 
 

4. Documents to show your firm’s ability to meet the evaluation criteria listed in Section IV; 
including details on past projects, schedule, and references;  

 
5. Name and resume of the individual that will have primary responsibility for daily 

activities, and the name and resume of the firm’s principal for this engagement; 
 

6. Proposed fee structure for your work; 
 

7. A completed and signed Attachment 2:  Form HUD – 5369-C: Certifications and 
Representations of Offerors, Non-Construction Contract; 

 
Proposers responding to this RFP must submit one original and three (3) copies of their proposal 
to the address indicated below. Proposals will be accepted in person, by direct delivery, or by 
email. The addresses for in-person delivery and mail are listed on the next page. Emailed 
proposals must be sent to lindsay.burmeister@bellinghamhousing.org. Qualification packets 
must be received no later than January 6, 2026, at 4:00 pm. Proposals received after this date 
and time will not be reviewed.  
 
Proposers are encouraged to identify and clearly label in their submittal how each evaluation 
criterion is being fully addressed.  
 
Proposers are solely responsible for all expenses of preparing and submitting their responses and 
interviewing. 
 
Deliver in person to:      
 
 Bellingham Housing Authority   
 333 N. Samish Way   

Bellingham, WA  98225    
 
Please reference ‘RFQ 2025 / Salary Survey Consultant in the lower left corner of the envelope. 
 
IV. Evaluation Factors 
 

mailto:lindsay.burmeister@bellinghamhousing.org
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In your proposals, please detail and describe your ability to meet the evaluation criteria listed 
below: 
 
1. Plan of Performance (25 points) 

– Detail how your firm will satisfy the scope of services 
 

2. Experience with Projects of Similar Nature (25 points) 
– Detail scope of work and actions taken 

 
3. References (10 points) 

– Provide contact information for a minimum of three (3), public sector references 
preferred. 
 

4. Ability to meet or exceed study deadline (10 points) 
 

5. Fee Proposal (30 points) 
Insurance Requirements: 
 
Certificate of Insurance with BHA listed as an additional insured and a Certificate of Additional 
Insured Endorsement will be required from the successful firm after contract award for are the 
following: 
 

Insurance Limit 
Professional Liability $1,000,000 

Comprehensive General 
Liability $1,000,000 

 
Proof of Statutory Workers Compensation Protection will also be needed as required by state 
law, if applicable. 
 
V. Administrative Information 

 
Schedule 

Request for Qualifications Released: November 7, 2025 
Questions Due: December 12, 2025 at 3:00 PM 

Final Addendum Released: December 15, 2025 
Proposals Due: January 6, 2026 at 4:00pm 

Evaluation Process: January 12, 2026 – January 16, 2026 
Successful Proposer Identified: January 19, 2026 

Study Completed and Delivered: March 19, 2026 
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The schedule above is an approximate detailing of milestones and could potentially be subject to 
change. An evaluation panel will review and rate all timely proposals according to the criteria 
described in Section III. One firm will be selected to provide services.  
 
BHA will select the firm with the highest cumulative score. This firm will be contacted for 
contract negotiations. Information submitted in response to this RFP will not be released by 
BHA during the proposal evaluation process or prior to award.  
 
BHA reserves the right to reject any and all proposals if it is in BHA’s best interest to do so.  
 
Firms will be responsible for the cost of preparing any proposals for this RFP.  
  
Contractor agrees to indemnify, defend, and hold BHA and its administrators, officers, agents, 
employees, volunteers harmless from and against any and all claims, demands, actions, losses, 
expenses, and liabilities for, or related to, loss of or damage to property or injury or death of any 
person relating to or arising or resulting in any way from the performance by Contractor. 
 
 





��
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1. Contingent Fee Representation and Agreement

(a) The bidder/offeror represents and certifies as part of its bid/
offer that, except for full-time bona fide employees working
solely for the bidder/offeror, the bidder/offeror:

(1) [    ] has, [   ] has not employed or retained any person or
company to solicit or obtain this contract; and

(2) [     ]  has, [    ] has not paid or agreed to pay to any person
or company employed or retained to solicit or obtain this
contract any commission, percentage, brokerage, or other
fee contingent upon or resulting from the award of this
contract.

(b) If the answer to either (a)(1) or (a) (2) above is affirmative,
the bidder/offeror shall make an immediate and full written
disclosure to the PHA Contracting Officer.

(c) Any misrepresentation by the bidder/offeror shall give the
PHA the right to (1) terminate the resultant contract; (2) at its
discretion, to deduct from contract payments the amount of any
commission, percentage, brokerage, or other contingent fee; or
(3) take other remedy pursuant to the contract.

2. Small, Minority, Women-Owned Business Concern Rep-
resentation

The bidder/offeror represents and certifies as part of its bid/ offer
that it:

(a) [    ] is, [    ] is not a small business concern.  “Small business
concern,” as used in this provision, means a concern, includ-
ing its affiliates, that is independently owned and operated,
not dominant in the field of operation in which it is bidding,
and qualified as a small business under the criteria and size
standards in 13 CFR 121.

(b) [    ] is, [    ] is not a women-owned small business concern.
“Women-owned,” as used in this provision, means a small
business that is at least 51 percent owned by a woman or
women who are U.S. citizens and who also control and
operate the business.

(c) [    ] is, [    ] is not a minority enterprise which, pursuant to
Executive Order 11625, is defined as a business which is at
least 51 percent owned by one or more minority group
members or, in the case of a publicly owned business, at least
51 percent of its voting stock is owned by one or more
minority group members, and whose management and daily
operations are controlled by one or more such individuals.

For the purpose of this definition, minority group members are:

(Check the block applicable to you)

[   ]  Black Americans [   ]  Asian Pacific Americans

[   ]  Hispanic Americans [   ]  Asian Indian Americans

[   ]  Native Americans [   ]  Hasidic Jewish Americans

3. Certificate of Independent Price Determination

(a) The bidder/offeror certifies that—

(1) The prices in this bid/offer have been arrived at indepen-
dently, without, for the purpose of restricting competi-
tion, any consultation, communication, or agreement
with any other bidder/offeror or competitor relating to (i)
those prices, (ii) the intention to submit a bid/offer, or
(iii) the methods or factors used to calculate the prices
offered;

(2) The prices in this bid/offer have not been and will not be
knowingly disclosed by the bidder/offeror, directly or
indirectly, to any other bidder/offeror or competitor be-
fore bid opening (in the case of a sealed bid solicitation)
or contract award (in the case of a negotiated solicitation)
unless otherwise required by law; and

(3) No attempt has been made or will be made by the bidder/
offeror to induce any other concern to submit or not to
submit a bid/offer for the purpose of restricting competition.

(b) Each signature on the bid/offer is considered to be a certifi-
cation by the signatory that the signatory:

(1) Is the person in the bidder/offeror’s organization respon-
sible for determining the prices being offered in this bid
or proposal, and that the signatory has not participated
and will not participate in any action contrary to subpara-
graphs (a)(l) through (a)(3) above; or

(2) (i)  Has been authorized, in writing, to act as agent for the
following principals in certifying that those principals
have not participated, and will not participate in any
action contrary to subparagraphs (a)(l) through (a)(3)
above (insert full name of person(s) in the bidder/offeror’s
organization responsible for determining the prices of-
fered in this bid or proposal, and the title of his or her
position in the bidder/offeror’s organization);

(ii)  As an authorized agent, does certify that the princi-
pals named in subdivision (b)(2)(i) above have not par-
ticipated, and will not participate, in any action contrary
to subparagraphs (a)(l) through (a)(3) above; and

U.S. Department of Housing
and Urban Development
Office of Public and Indian Housing

Certifications and
Representations
of Offerors
Non-Construction Contract

Public reporting burden for this collection of information is estimated to average  5 minutes per response, including the time for reviewing instructions, searching
existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.

This form includes clauses required by OMB’s common rule on bidding/offering procedures, implemented by HUD in 24 CFR 85.36, and those requirements
set forth in Executive Order 11625 for small, minority, women-owned businesses, and certifications for independent price determination, and conflict of interest.
The form is required for nonconstruction contracts awarded by Housing Agencies (HAs).  The form is used by bidders/offerors to certify to the HA's Contracting
Officer for contract compliance.  If the form were not used, HAs would be unable to enforce their contracts.  Responses to the collection of information are
required to obtain a benefit or to retain a benefit.  The information requested does not lend itself to confidentiality.
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(iii)  As an agent, has not personally participated, and will
not participate in any action contrary to subparagraphs
(a)(l) through (a)(3) above.

(c) If the bidder/offeror deletes or modifies subparagraph (a)2
above, the bidder/offeror must furnish with its bid/offer a
signed statement setting forth in detail the circumstances of
the disclosure.

4. Organizational Conflicts of Interest Certification

(a) The Contractor warrants that to the best of its knowledge and
belief and except as otherwise disclosed, it does not have any
organizational conflict of interest which is defined as a
situation in which the nature of work under a proposed
contract and a prospective contractor’s organizational, fi-
nancial, contractual or other interest are such that:

(i)  Award of the contract may result in an unfair competi-
tive advantage;

(ii)  The Contractor’s objectivity in performing the con-
tract work may be impaired; or

(iii) That the Contractor has disclosed all relevant infor-
mation and requested the HA to make a determination
with respect to this Contract.

(b) The Contractor agrees that if after award he or she discovers
an organizational conflict of interest with respect to this
contract, he or she shall make an immediate and full disclo-
sure in writing to the HA which shall include a description of
the action which the Contractor has taken or intends to
eliminate or neutralize the conflict.  The HA may, however,
terminate the Contract for the convenience of HA if it would
be in the best interest of HA.

(c) In the event the Contractor was aware of an organizational
conflict of interest before the award of this Contract and
intentionally did not disclose the conflict to the HA, the HA
may terminate the Contract for default.

(d) The Contractor shall require a disclosure or representation
from subcontractors and consultants who may be in a position
to influence the advice or assistance rendered to the HA and
shall include any necessary provisions to eliminate or neutralize
conflicts of interest in consultant agreements or subcontracts
involving performance or work under this Contract.

5. Authorized Negotiators (RFPs only)

The offeror represents that the following persons are authorized
to negotiate on its behalf with the PHA in connection with this
request for proposals:  (list names, titles, and telephone numbers
of the authorized negotiators):

6. Conflict of Interest

In the absence of any actual or apparent conflict, the offeror, by
submission of a proposal, hereby warrants that to the best of its
knowledge and belief, no actual or apparent conflict of interest
exists with regard to my possible performance of this procure-
ment, as described in the clause in this solicitation titled “Orga-
nizational Conflict of Interest.”

7. Offeror's Signature

The offeror hereby certifies that the information contained in
these certifications and representations is accurate, complete,
and current.

Signature & Date:

Typed or Printed Name:

Title:
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���-�*��������
��$��,��4�)�-����$�&��������������������-�����$���--������'�,��41�$��-��
���+�-����������$�����+�.��*��/�-�-�.+��$��C���������
�A������0�#$�������������&$�''���������������*��������+������$���,�''�����������,��$��$��*��������������,��4�.+���+���$�����������������W7���*'�+��0��

[EG� _HJLI�#$��C�����������&�*��$�.���-������*'����
���'�������W76&��*��*���+0�#$�&�*��$�.������&$�''��**'+�����''�&).����������&0�[[G� P̀MHLHLa�MLb�cKdROeKJLN�\ddOPNSLHNHJI�TOP��fJIHbJLNI�HL�N]J�gPOhJQN�iPJM����������;1�Ŵ @�7�������=�jk�� !�CB<��;:"���"�#$��,��4����.��*�������-�)�-����$�&�����������&�&).8��������$����D)�������&����&�������;�����$��W�)&��
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)'�����&���� !�CB<�������:���+���&)'�����&�������&1�����������������$�&��������������-���)'�1���-�-�.����������&)&*��&����������)�)���Ŵ @��&&�&��-���������&���"�C�������&1�&).��������&1�
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