
AGENDA REPORT 

 

      TO:  Mayor Pat Humphrey and the Clare City Commission 

FROM:   Ken Hibl, City Manager 

 DATE:  March 17, 2016 

      RE:  Selection of Third Party Administrator – Downtown Façade Grant 

  

For the Agenda of March 21, 2016 
________________________________________________________________________________________ 

 

Background    The City is a recipient of a Community Development Block Grant (CDBG)   

to rehabilitate seven downtown building facades.  This particular grant program requires that 

all Third Party Administrators must be formally certified by MEDC to allow reimbursement 

of costs associated with TPA services for the façade grant.   

 

The City does not have any on-staff personnel qualified to administer the grant.  

Consequently, we solicited (see copy of att’d public notice) proposals for TPA services.  We 

received one proposal (copy att’d) and one declination (copy att’d) to submit a proposal.   The 

City staff has reviewed and scored the proposal using the criteria (copy att’d) outlined in the 

solicitation.  Based on this review, the staff recommends that the City Commission accept the 

proposal and award the TPA services to Mid Michigan Community Action Agency 

(MMCAA).    

 

Issues & Questions Specified   Should the City Commission accept the proposals and award 

the TPA services? 

 

Alternatives 

1. Accept the proposal and award the TPA services to MMCAA. 

2. Reject the proposal and direct that the City staff perform the TPA services.    

3. Set this matter aside for further discussion, consideration, and decision at a future, 

scheduled meeting.      

 

Financial Impact   MEDC will compensate the selected TPA based on a percentage (5%) of 

the total grant award.  The exact amount of that compensation has been designated as 

$15,500; these funds will be paid from grant funds.  Any costs above and beyond this amount 

must be borne by the City.    

 

Recommendations   I recommend that the City Commission approve the proposal and 

award the TPA services to MMCAA by adoption of the proposed Resolution 2016-031 

(copy att’d). 

  

Attachments  
1. Notice for TPA Services. 

2. Proposal Received. 

3. Declination. 

4. Scoring Criteria. 

5. Resolution 2016-031. 



                REQUEST FOR PROPOSAL 
              CDBG ADMINISTRATIVE CONSULTANT 

 
The City of Clare, Michigan is accepting proposals from qualified consultants for management and 
administrative services required by the City of Clare for administration of an awarded Downtown 
Building Façade Grant under the Community Development Block Grant (CDBG) Program, Grant No. MSC 
215013-CDF.  The project for which funds have been awarded consists of: 
 

PART ONE: MANAGEMENT AND ADMINISTRATION  
PART TWO: PROPOSALS  
PART THREE: SELECTION CRITERIA  

 
All proposals should be sealed and identified on the outside as;  
 
City of Clare 
ATTN: CDBG NO. MSC 215013-CDF, Administrative Consultant Proposal 
              Mrs. Diane Lyon, City Clerk 
202 W. Fifth Street 
Clare, Michigan 48617 
  
Proposals will be considered by the City of Clare at a meeting to be held at 6pm on the 21st day of March, 
2016. In order to be considered, proposals must be received by the City of Clare prior to noon on the 
18th

All proposals will be scored and ranked with the highest rated firm being awarded a contract.   

 day of March, 2016. The City of Clare reserves the right to reject any or all proposals.   

 
Additional, detailed information regarding the level and scope of services required, instructions for 
submitting a bid for this proposal, and selection criteria may be obtained at Clare City Hall, 202 West 
Fifth Street, Clare, Michigan, Monday through Friday, 8 am to 5 pm.  This information is also available on 
the city’s website at www.cityofclare.org. The City of Clare is an equal opportunity provider and 
employer. 
 

http://www.cityofclare.org/�
















 

  

  

 REQUEST FOR PROPOSALS 
CDBG ADMINISTRATIVE CONSULTANT 

CITY OF CLARE, MICHIGAN 
  

The City of Clare, Michigan is accepting proposals from qualified consultants for management and administrative 
services required by the City of Clare for administration of an awarded Downtown Building Façade Grant under the 
Community Development Block Grant (CDBG) Program, Grant No. MSC 215013-CDF. The project for which funds 
have been awarded consists of : 

PART ONE: MANAGEMENT AND ADMINISTRATION  

The level and scope of services will be determined by the City of Clare. A fixed sum contract not to exceed $15,897 on 
a cost reimbursement basis will be negotiated with the actual fees for services subject to approval by and funding 
from the state. CDBG funds can be utilized for the payment of overall program administration costs that are 
associated with the funded CDBG program; such costs must be within the amounts allowed under the CDBG Program. 
The scopes of services that the consultant must be prepared and qualified to provide are as follows:  

a. Prepare all Requests for Payment to ensure consistency with the procedures established for the CDBG Program.  

d. Ensure the City of Clare has an acceptable financial management system as it pertains to finances of the CDBG 
program. An acceptable system includes, but is not limited to, cash receipts and disbursements journal and 
accompanying ledgers, and should conform to generally accepted principles of municipal accounting.  

e. Establish, manage, and maintain project files in the local government's office. These files must demonstrate 
compliance with all applicable state, local, and federal regulations. The project files must be monitored throughout 
the program to ensure that they are complete and that all necessary documentation is being retained in the 
community's files.  

f. With the assistance of the community, help conduct any required public hearings. This includes, but is not limited to 
assisting with public notices, conducting hearings, etc.  

g. Assist in complying with regulations governing relocation, if applicable, for tenants of properties associated with 
the approved grant, to include completion and submittal of any and all required relocation forms.  

h. Advise and assist property owners/grant recipients and the City of Clare in all matters related to the grant to 
ensure compliance with all applicable state, local, and federal regulations. 

i. Secure the Department of Labor’s federal wage decision and include it in project files.  

j. Review construction contracts to ensure compliance with state and federal regulations; make any required changes 
to those contracts. Examples are Conflict of Interest, Access to Records, Copeland Anti-Kickback Act, Safety 
Standards, Architectural Barriers, Flood Insurance, Clean Air and Water Act (for contracts over $100,000), HUD 
Handbook (6500.3), 24 CFR 85.36, EO 11246 (for contracts over $10,000).  

k. Obtain contractor clearance(s) from the state.  

l. Check weekly payrolls to ensure compliance with federal wage decision(s). Conduct on-site interviews and 
compare the results with the appropriate payrolls.  

m. Monitor construction to ensure compliance with equal opportunity and labor standards provisions.  
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n. Make progress inspections and certify partial payment requests.  

o. Attend and assist the City of Clare during the state's monitoring visit(s). Prepare City of Clare’s response to all 
monitoring findings.  

p. Assist in a final inspection of the project and in the issuance of a final acceptance of work.  

q. Prepare the Section 504 self-evaluation and transition plan, if applicable.  

r. Prepare analysis of impediments to fair housing.  

s. Assist City of Clare in meeting the state's financial reporting requirements.  

t. Prepare close-out documents.  

 

PART TWO: PROPOSALS  
Proposals will be considered by the City of Clare at a meeting to be held at 6pm on the 21st day of March, 2016. In 
order to be considered, proposals must be received by the City of Clare prior to noon on the 18th day of March, 2016. 
The City of Clare reserves the right to reject any or all proposals.   

All proposals should be sealed and identified on the outside as;  

City of Clare 
ATTN: CDBG NO. MSC 215013-CDF, Administrative Consultant Proposal 
              Mrs. Diane Lyon, City Clerk 
202 W. Fifth Street 
Clare, Michigan 48617 
  
All proposals will be scored and ranked with the highest rated firm being awarded a contract.*  

The proposal must include a brief history of the firm and a resume of each person in the firm who will be assigned to 
the project. The proposal must also include a list of local governing bodies for which the firm has been under contract 
with for CDBG administration during the last four calendar years; this list will be used for reference purposes. All 
references must indicate excellent program performance.  

Two copies of the proposal and the required supplemental information should be provided.  

PART THREE: SELECTION CRITERIA  

All responses to the proposal will be evaluated according to the following criteria and corresponding point system. 
The proposals will be evaluated on the basis of written materials. Sufficient information must be included in the 
proposal to assure that the correct number of points is assigned. Incomplete or incorrect information may result in a 
lower score.   100 points is the maximum attainable points score.  The maximum number of points to be awarded for 
each category of scoring criteria are indicated below. 

PRICE CONSIDERATION – required criteria  (25 points)    _____ pts.   

All proposals received will be rank-ordered with the lowest price being rank-ordered number one and 25 points; five 
points will be deducted for each ranking below the number one award.  Proposals exceeding a cost of $15,897, which 
is the maximum amount allocated for administration of this grant, will receive a deduction of five points per each 
$100 exceeding that amount.   
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 EDUCATIONAL BACKGROUND  - required criteria (15 points) 
 
Educational background of project manager who will be assigned to the project – each level of education (high school, 
college, and Masters/Phd) completed will receive five points per level:  
 

High school diploma                   _____  pts.  
College degree                   _____  pts.  
Masters or PhD        _____  pts.  

 
EXPERIENCE FACTOR  - required criteria (30 points) 

 
Firm's experience in administering CDBG projects during the last four calendar years (0 points awarded for no 
projects; 15 points for each of the following two categories).  List the name of the localities for each CDBG project 
administered, in the process of being administered, or completed:  
 

Administered no CDBG projects       _____ pts.  
Administered 1-5 CDBG projects    _____  pts.  
Administered more than 5 CDBG projects    _____  pts.  
 
  

 
EXPERIENCE & FAMILIARITY W/CITY OF CLARE & CLARE BUSINESS COMMUNITY  - required criteria (25 points) 
 
Firm’s demonstrated experience with the City of Clare and the Clare Business Community.  Name or cite specific 
projects or collaborative relationships and partnerships with the City of Clare and Clare Business Community within 
the past ten years.  Points will be awarded based on the City of Clare’s subjective opinion of the value of each of the 
projects, collaborative relationships and partnerships listed.    
        _____pts.  
 
OPTIONAL CONSIDERATIONS  - optional criteria (5 points)  

 
Firm is a certified Section 3 Business      _____ pts.  
Firm is a Minority Business Enterprise      _____  pts.  
 
 
 
Questions concerning this Request for Proposal should be addressed to Diane Lyon, Clare City Clerk, at 989.396-7541 
x106 or dlyon@cityofclare.org. Proposals may be hand-delivered to Clare City Hall, 201 West Fifth Street Clare, 
Michigan or mailed to Mrs. Lyon, City Clerk at the address indicated in PART TWO of this Request for Proposal.   
 
FOR CITY OF CLARE USE ONLY: 
 
Name of Firm Submitting Proposal  __________________________________________________________ 
 
 Total Points Awarded for Required and Optional Considerations:                          _____  pts.  
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RESOLUTION  2016-031 

 

A RESOLUTION OF THE CLARE CITY COMMISSION APPOINTING A THIRD PARTY 

ADMINISTRATOR FOR THE PURPOSES OF ADMINISTRATING A DOWNTOWN FAÇADE 

GRANT ON BEHALF OF THE CITY OF CLARE.     

 

WHEREAS, the City is the recipient of a Michigan Economic Development Corporation 

(MEDC) Community Development Block Grant (CDBG) for a downtown façade improvement project; 

and   

 

 WHEREAS, the City has limited resources to administer said grant; and 

 

WHEREAS, MEDC allows compensation of administration of said grant but will only 

compensate MEDC-certified administers to accomplish grant administration functions; and 

 

WHEREAS, the City does not have on-staff, MEDC-certified personnel qualified to administer 

said grant; and  

 

WHEREAS, the City solicited proposals for administration of said façade grant from MEDC-

certified individuals in the MEDC region within which Clare is located; and  

 

WHEREAS, the City received one proposal; and  

 

WHEREAS, the City Staff has reviewed and scored said proposal using the scoring criteria 

outlined in the City’s Request for Proposal and based on the resultant scores, recommends that the City 

Commission designate Mid Michigan Community Action Agency, Inc. as its Third Party Agent for the 

administration of the City’s downtown façade grant; and  

 

WHEREAS, the City Commission has duly discussed and considered said recommendation.   

 

 NOW THEREFORE BE IT RESOLVED THAT the City Commission of the City of Clare 

hereby designates Mid Michigan Community Action Agency, Inc. as its Third Party Administer for the 

City of Clare Downtown Façade Improvement Grant Project.      

 

ALL RESOLUTIONS AND PARTS OF RESOLUTIONS INSOFAR AS THEY CONFLICT 

WITH THE PROVISIONS OF THIS RESOLUTION BE AND THE SAME ARE HEREBY 

RESCINDED. 

 

The Resolution was introduced by Commissioner ___________ and supported by Commissioner 

__________.  The Resolution declared adopted by the following roll call vote: 

 

YEAS:          

 

NAYS:              

     

ABSENT:     Commissioner Jean McConnell    

 

Resolution approved for adoption on this 21st day of March 2016. 

 

_________________________________ 

Diane Lyon, City Clerk 




