
COMMONWEALTH OF PUERTO RICO 

OFFICE OF THE COMMISSIONER OF MUNICIPAL AFFAIRS 

 
PUBLIC NOTICE 

 
 

REQUEST FOR PROPOSAL FOR THE DEVELOPMENT OF WEBINARS RELATED TO 
TECHNICAL ASSISTANCE FOR VARIOUS AREAS RELATED TO THE COMMUNITY 

DEVELOPMENT BLOCK GRANT PROGRAM 

 

OCMA in accordance with the provisions of Part 85 of Title 24 of the Code of Federal Regulations (24 C.F.R. 
8536), is seeking the services of individual and/or firm(s) for the development and presentation of scheduled 
webinars related to different program’s areas, to provide technical assistance that will enable the local 
governments to improve their capacity to implement the CDBG Program. Also provide training state staff to 
provide technical assistance to local governments on specific aspects of program administration or 
application preparation.  
 
The services will be developed with federal funds under the provisions of CDBG Program. It is expected that any 
respondent to this RFP will have extensive programmatic experience with HUD programs as well as 
experience providing webinars/training and technical assistance. 

 
This RFP is being emailed to prospective respondents. Also, the details and specific requirements of the 
services to be contracted and the proposal to be presented as well as the evaluation criteria, are contained in 
this document, which will be posted on OCMA’s website, www.ocam.pr.gov. OCMA encourages qualified 
individuals and firms to apply. 
 
For additional information please call (787) 754-1600 ext. 310; or email: vnunez@ocam.pr.gov. 

Individuals and firms interested in submitting proposals, must demonstrate their skills, resources of the 
individual and / or firm, experience in the type of service requested and submit hourly rate or cost estimate 
for services to be offer. The selected company must submit all required documents to be able to contract 
immediately with the agency.  
 
All proposers must comply with applicable state and federal laws. 
 
OCMA does not discriminate on grounds of race, color, religion, sex, disability, familiar status or national origin. 

The Office of the Commissioner for Municipal Affairs will consider only complete written proposals delivered or 
received on or before November 15, 2016, at 4:00 pm., at the following emails addresses: 

 
 Lcda. Victoria Núñez Sierra: vnunez@ocam.pr.gov 
 Lcda. Marianela Rivera Pacheco: marrivera@ocam.pr.gov 
 
 
Published today October 26, 2016. 

http://www.ocam.pr.gov/
mailto:vnunez@ocam.pr.gov
mailto:vnunez@ocam.pr.gov
mailto:marrivera@ocam.pr.gov


COMMONWEALTH OF PUERTO RICO 

 
 

REQUEST FOR PROPOSAL (RFP) 
FOR THE DEVELOPMENT AND PRESENTATION OF SCHEDULED WEBINARS  

TO PROVIDE TECHNICAL ASSISTANCE 
 

I. INTRODUCTION 
 
The Office of the Commissioner of Municipal Affairs (OCMA), created by Act No. 81-1991, as 
amended, is the lead agency appointed by the Governor of the Commonwealth of Puerto Rico to 
oversee the development of the consolidated plan and its related processes, a requirement to access 
all funds allocated by the Federal Department of Housing and Urban Development (HUD). The 
OCMA also administers the State Community Development Block Grant Program (CBDG) for 
non-entitlement municipalities in Puerto Rico.  
 
The mentioned Law 81 enacts OCMA’s roles and responsibilities, which includes, among others: 
 

• Regulate, advise and provide technical and professional assistance to municipalities in 
matters relating to their organization, management, and operation. 

 
• Promote continuing education programs for Mayors, Municipal Legislator and municipal 

officials and employees, in order to guide them on laws, regulations, procedures and 
municipal systems, as well as alternatives and programs used in other jurisdictions to 
address the various problems, needs and issues of municipal competition. 

 
Also, Law 137- 2014, mentioned the compulsory technical assistance: 
 

Article 3. As sub-recipients of CDBG funds, municipalities nonentitlement, will be required 
to receive training on issues related to this program, management of federal funds in 
general and other federal and local applicable requirements as provided for by OCMA. 
 

The State CDBG grantees have a percent set-aside of the state’s grant amount to pay for technical 
assistance (TA) to local governments as sub-recipients.  

 
II. PURPOSE 

 
OCMA in accordance with the provisions of Part 85 of Title 24 of the Code of Federal Regulations 
(24 C.F.R. 8536), is seeking the services of individual and/or firm(s) for the development and 
presentation of scheduled webinars related to different program’s areas, to provide technical 
assistance that will enable the local governments to improve their capacity to implement the CDBG 
Program. Also provide training state staff to provide technical assistance to local governments on 
specific aspects of program administration or application preparation.  
 
The services will be developed with federal funds under the provisions of CDBG Program.  
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It is expected that any respondent to this RFP will have extensive programmatic experience with HUD 
programs as well as experience providing webinars/training and technical assistance. 
 
This RFP is being emailed to prospective respondents. Also, the details and specific requirements of 
the services to be contracted and the proposal to be presented as well as the evaluation criteria, are 
contained in this document, which will be posted on OCMA’s website, www.ocam.pr.gov. OCMA 
encourages qualified individuals and firms to apply. 
 
For additional information please call (787) 754-1600 ext. 310; or email: vnunez@ocam.pr.gov. 
 
Individuals and firms interested in submitting proposals, must demonstrate their skills, resources of 
the individual and / or firm, experience in the type of service requested and submit hourly rate or cost 
estimate for services to be offer. The selected company must submit all required documents to be able 
to contract immediately with the agency.  
 
Contract term: 3 months. OCMA has the discretion to extend the granted contract six to nine (6-9) 
additional months. 
 
All proposers must comply with applicable state and federal laws. 
 
OCMA does not discriminate on grounds of race, color, religion, sex, disability, familiar status or 
national origin. 
 

III. SCOPE OF SERVICES 

OCMA requests proposals for the development of scheduled webinars to provide technical 
assistance in the following areas: 
 
CDBG PROGRAM, but not limited to: 
 

1. CDBG National Objectives 
2. Eligible activities CDBG Program; Activity Selection and Implementation 
3. Public Services  
4. Public Participation 
5. CDBG-eligible public facilities and improvement activities, special assessments, and 

privately owned utilities 
6. Housing Activities 
7. Lead Based Paint  
8. Environmental Review requirements 
9. Labor Standards; Davis Bacon Act; Section 3 
10. Uniform Relocation Act 
11. Technical assistance on income exclusions and inclusions and how to calculate and 

document income 
12. Economic Development Guidelines; Microenterprise 

http://www.ocam.pr.gov/
mailto:vnunez@ocam.pr.gov
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13. Timeliness 
14. Project Management: planning, cost estimates, related areas 
15. Performance measurement and reporting 
16. Recordkeeping, monitoring, and closeout requirements 

NSP PROGRAM 

1. Quarterly Performance Reports  
2. NSP Program Income 
3. NSP Close guidances 

CDBG- DR 

1. Eligible activities 
2. OCMA’s Procedures  
3. Quarterly Performance Reports  
4. Mitigation activities  

OMB REQUIREMENTS/ 2 CFR 200 

1. Financial management  
2. Cost Allocation Plan: direct and indirect costs 
3. Property management- equipment 
4. Cost Principles 
5. Methods of procurement  
6. Compliance Procedures 
7. Internal control over compliance requirements for Federal awards 
8. Audit requirements  

  
Individual/Firm Responsibilities: 
1. Trainers must submit two weeks (2) prior the date of the webinar, the description of the 

webinar, biography and multiple choice questions and answers. 
2. Prepare webinar materials in accordance with “The Guidelines”, including but not limited to: 

Microsoft Powerpoint presentations and handouts. Trainers must submit this documents at 
least two (2) weeks prior the date of the webinar. 

3. Confirm accuracy of information in accordance with HUD regulations and guidance. 
4. Previews- Webinar’s Description- must be recorded at least two (2) weeks prior the date of the 

webinar. 
5. Webinars must be broadcast on site (Center for Social Innovation).  

  



Office of the Commissioner of Municipal Affairs 
Request for Proposal (RFP) for the development and presentation of  
scheduled webinars to provide technical assistance 
Page 4 
 

October 24, 2016 

IV. WEBINARS FORMAT 

All webinars must be in accordance with the Guidelines for Development of Webinars from now 
on “The Guidelines” set by the Center of Social Innovation (CIS, for its Spanish acronym). The 
Center for Social Innovation is a distance learning initiative that seeks to address the area of 
counseling responsibility and education of the OCMA, as well as to contribute to local 
development. Please refer to the attached document.  
 
The webinars must be presented in Spanish. 
 
OCMA will determine the webinars priorities and schedules.  
 
OCMA reserves the right to waive any minor and/or technical submittal requirements if it is in 
OCMA best interest.  
 

V. PROPOSAL REQUIREMENTS  

All proposals should be organized in the following manner:  
 

A. Contact Information: 
 
Name, address, phone number, and email of the individual and/or firm(s). If a firm, the name 
and title of the individual authorized to negotiate contract terms and make binding 
commitments shall be included and identified. If proposers bid as a team, bidder must identify 
team members as well as the key point of contact for OCMA’ staff. 
 

B. Experience  
 
Describe the responder’s experience in the provision of services described herein and the 
number of years engaged in this type of work. Provide a representative list of current and prior 
clients with associated dates when services were provided. Identify the person or people who 
will be assigned to work with OCMA to provide the requested technical assistance. Describe 
each person’s qualifications, including education and relevant experience. Also describe 
experience in State CDBG program management for participating jurisdictions.  
 

C. Budget 
 
Provide a flat rate fee for the proposed webinars, which includes provision of training 
materials. Consultant will be responsible for all of their own travel, lodging, and logistics costs 
related to their trip to and time in mobile. Also provide an hourly rate for ongoing as needed 
technical assistance via phone or email for a period of 6 months after the completion of the 
local training session. 
 

D. Project Timeline  
 
Must specify which technical areas are included in the proposal and provide two (2) potential 
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dates for each webinar.  
 

E. Professional References 
 
Provide a minimum of two complete references (name, title, address, phone number, and 
email) that OCMA may contact to verify services rendered or currently being provided.  

 
After written proposals have been reviewed, discussions with prospective consultants may or may not 
be required to clarify any portions of the proposal. 
 

VI. CONTRACT REQUIREMENTS  
 
Costs for this project will be paid for with federal dollars that the OCMA receives from the HUD. 
Selected consultant will be required to comply with all applicable federal and state equal 
opportunity, affirmative action, and Section 3 requirements as well as all federal requirements 
associated with CDBG funds.  
 
All respondents will be required to certify that they are not on HUD’s list of debarred contractors 
and are not in default on any obligations due to the Commonwealth of Puerto Rico, including, but 
not limited to, payment of taxes, fines, penalties, or other monies due. 
 
The individual or firm selected must submit, as part of the requirements, the following documents 
in original form: 
 
1. If the firm is required to pay income taxes to the Commonwealth of Puerto Rico it must certify 

and guaranty that at the moment of signing the contract it has filed its income tax returns during 
the previous five (5) years and does not owe the Commonwealth of Puerto Rico any taxes or 
is otherwise subscribed to a payment plan and it is in compliance with the terms and conditions 
of that plan.  It must also certify that at the moment of signing this contract it does not owe any 
taxes concerning its real estate or personal property.  

 
2. Negative Certification of Outstanding Debts; or evidence of a payment plan, issued by the 

Administration for the Sustenance of Minors (a.k.a. in Spanish, Administración para el 
Sustento de Menores, ASUME).  

 
3. Negative Certification of Outstanding Debts (Form SC-6096); or evidence of a payment plan, 

issued by the Treasury Department of the Commonwealth of Puerto Rico. 
 
4. Certification of Filing Tax Returns (Form SC-2888), issued by the Treasury Department, 

Internal Revenue Services, only if applicable.  
 
5. Negative Certification of Outstanding Debts; or evidence of a payment plan, issued by the 

Municipal Revenue Collection Center (a.k.a. in Spanish, Centro de Recaudación de Ingresos 
Municipales, CRIM). 

 



Office of the Commissioner of Municipal Affairs 
Request for Proposal (RFP) for the development and presentation of  
scheduled webinars to provide technical assistance 
Page 6 
 

October 24, 2016 

6. Negative Certification of Outstanding Debts of Unemployment and Incapacity Insurance, 
issued by the Department of Labor and Human Resources (if applicable). 

 
7. Certification and /or Affidavit authorizing a company representative to sign contracts. 

 
8. State Department Certification of Incorporation and Good standing, if applicable. 

 
9. Financial Statements  

 
10. Contracts granted to the firm related to the CDBG Program during the 2 last years.  

 
VII. EVALUATION FACTORS AND THEIR RELATIVE IMPORTANCE 

 
Evaluation of proposals shall be based upon a competitive selection process. In reviewing and 
evaluating the submitted proposals, OCMA will consider the following criteria: 
 

EVALUATION FACTORS RELATIVE 
IMPORTANCE 

QUALIFICATIONS 
 

25 

DESCRIPTION OF THE WORK TEAM 15 

RELEVANT EXPERIENCE AND REFERENCES.  
Consultant has experience with not only HUD programs, but also with 
providing small group technical assistance to municipalities. 

30 

BUDGET (LUMP SUM/ PER HOUR) Analysis of cost 
competitiveness. 
 

10 

SCHEDULE 
Availability and compatibility of schedule. 

20 

 
OCMA reserves the right to negotiate with the selected consultant on technical assistance topics, 
deliverables, scheduling, and budget issues. OCMA shall not be obligated to accept the lowest priced 
proposal, but shall make an award in the best interest of the project. 
 

VIII. SUBMISSION REQUIREMENTS 
 

The Office of the Commissioner for Municipal Affairs will consider only complete written 
proposals delivered or received on or before November 15, 2016, at 4:00 pm. at the following 
emails addresses: 
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 Lcda. Victoria Núñez Sierra: vnunez@ocam.pr.gov 
 Lcda. Marianela Rivera Pacheco: marrivera@ocam.pr.gov 
 

IX. REJECTION OF PROPOSALS 
 

OCMA reserves the right to reject any or all proposals received as a result of the RFP, or to 
negotiate separately with any source whatsoever in any manner necessary to serve the best interest 
of OCMA. The proposal(s) with the most favorable conditions, will be awarded with the contract 
(s) for the development of webinars and presentations to provide technical assistance themes.  
 
OCMA also reserves the right to cancel the award of any contract at any time before signing it if 
it does not comply with one or more of the established requirements. The individual/firm is 
responsible for the proposal delivery. 

 
Nothing in this RFP shall be construed to create any legal obligation on the part of OCMA or any 
respondents. OCMA reserves the right, in its sole discretion, to amend, suspend, terminate, or 
reissue the RFP in whole or in part, at any stage 

 
X. INCURRING COSTS 

 
In no event shall OCMA be liable to respondents for any cost or damages incurred in connection   
with the RFP process, including but not limited to, any and all costs of preparing a response to this 
RFP or any other costs incurred in reliance on this RFP. No respondent shall be entitled to 
repayment from OCMA for any costs, expenses, or fees related to this RFP. All supporting 
documentation submitted in response to this RFP will become the sole property of OCMA. 
Respondents may also withdraw their interest in the RFP, in writing, at any point in time as more 
information becomes known.  

 
 

 
 

mailto:vnunez@ocam.pr.gov
mailto:marrivera@ocam.pr.gov
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http://www.humber.ca/centreforteachingandlearning/instructional-strategies/teaching-methods/course-development-tools/principles-of-adult-education.html
http://www.ryerson.ca/content/dam/lt/resources/handouts/EngagingAdultLearners.pdf
https://www.isoc.org/inet96/proceedings/c4/c4_2.htm
http://www.learningsolutionsmag.com/articles/233/asynchronous-learning-and-adult-motivation-catching-fog-in-a-gauze-bag
https://www.adobe.com/content/dam/Adobe/en/products/adobeconnect/pdfs/web-conferencing/best-practices-webinars-wp.pdf
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