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TOWN OF JUPITER, FL 
 

Request for Qualifications 
RFQ No. NS 2022-001 

SELECTION OF CDBG ADMINISTRATOR 
 

RFQ ADVERTISEMENT 
 
TO ALL INTERESTED PARTIES: 
 
The Town of Jupiter, Florida (“Town”) is actively seeking proposals from qualified companies to provide 
Community Development Block Grant (CDBG) Administration Services in full accordance with the requirements, 
terms, and conditions contained in this Request for Qualifications (“RFQ”), and will receive sealed responses at 
the Office of the Town Clerk, Town Hall, 210 Military Trail, Jupiter, Florida 33458, for: 

 
SELECTION OF CDBG ADMINISTRATOR 

Request for Qualifications 
NS 2022-001 

 
Sealed proposals must be received and time stamped by the Office of the Town Clerk, either by mail or hand 
delivery, no later than 2:00 pm local time on, November 10, 2022. A public opening will take place on the same 
date and time in the Office of the Town Clerk located at Town Hall at 210 Military Trail, Jupiter, FL 33458. Any 
Proposals received after 2:00 pm local time on said date will not be accepted under any circumstances. Any 
uncertainty regarding the time a Proposal is received will be resolved against the Respondent. 
 
THE RESPONDENT’S ACKNOWLEDGMENT FORM (REFER TO ATTACHMENT A -PROPOSAL RESPONSE 
FORMS) MUST BE EXECUTED AND SUBMITTED WITH THE PROPOSAL, AND ALL OTHER REQUIRED 
PROPOSAL DOCUMENTS AND FORMS IN A SEALED ENVELOPE. THE FACE OF THE ENVELOPE MUST 
CONTAIN THE ADDRESS STATED HEREIN, THE DATE AND TIME OF THE PROPOSAL OPENING, AND THE 
RFQ TITLE AND NUMBER. 
 
The responsibility for submitting a Proposal to the Office of the Town Clerk on or before the stated date and time 
is solely and strictly the responsibility of the Respondent. The Town is not responsible for delays caused by any 
mail, package or courier service, including the U.S. Mail, or caused by any other occurrence. Any Proposal 
received after the time and date specified will be returned to the Respondent unopened. 
 
A copy of the complete RFQ package may be obtained from the Town’s online Bid and Quote System located at: 
http://www.jupiter.fl.us/programs/demandstar/ or, from Neighborhood Services Department, at 196 Military 
Trail, Jupiter, FL 33458. For additional information, please contact: Satu Oksanen, Neighborhood Services 
Manager, at 561-741-2524 or satuo@jupiter.fl.us. 
 
The Town reserves the right to reject any or all Proposals, to waive any informalities or irregularities and 
technicalities not involving price, time, or changes in the work, in any Proposal received, to re-advertise for 
Proposals, or take any other such actions that may be deemed to be in the best interests of the TOWN. 

 

http://www.jupiter.fl.us/programs/demandstar/
mailto:satuo@jupiter.fl.us
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TOWN OF JUPITER  
 

RFQ No. NS 2022-001 
SELECTION OF CDBG ADMINISTRATOR 

 
 PART I 

 
PROPOSAL GUIDELINES 

 
1-1 Introduction and Timing:  The Town of Jupiter, Florida is soliciting Requests for Qualifications (RFQ) 
from qualified companies to provide CDBG Administration services. Dates for the project are listed below, and 
are subject to change at the Town’s discretion: 
 

RFQ Issue Date October 12, 2022 
Written Questions Due October 26, 2022 
Proposals Due November 10, 2022 
Selection and Award  TBD 

 
 
1-2 Proposal Submission and Withdrawal:  The Town must receive all proposals by 2:00 p.m. EST, 
November 10, 2022. The proposals shall be submitted at the following address: 
 

TOWN OF JUPITER 
Town Clerk 

210 Military Trail 
Jupiter, Florida 33458 

 
To facilitate processing, please clearly mark the outside of the proposal package as follows:  RFQ No. NS 2022-
001 – CDBG Administration Services. This package shall also include the Respondent’s return address. 
 
Respondents may withdraw their proposals by notifying the Town in writing at any time prior to the deadline for 
proposal submittal.  After the deadline, the proposal will constitute an irrevocable offer, for a period of six (6) 
months. Once opened, proposals become a record of the Town and will not be returned to the Respondent.   
 
The Town cautions Respondents to assure actual delivery of mailed or hand-delivered proposals directly to the 
Town Hall at 210 Military Trail, Jupiter, Florida prior to the deadline set for receiving proposals. Telephone 
confirmation of timely receipt of the proposal may be made by calling (561) 746-5134, before proposal closing 
time. Any proposal received after the established deadline will not be considered and will be returned unopened 
to the Respondent(s). 
 
1-3 Number of Copies:  Respondents shall submit one (1) original, three (3) copies and one (1) electronic 
copy on flash drive of the proposal in a sealed, opaque package marked as noted above. The Respondent will be 
responsible for timely delivery, whether by personal delivery, US Mail or any other delivery medium. 
 
1-4 Development Costs:  Neither the Town nor its representatives shall be liable for any expenses incurred in 
connection with preparation of a response to this Request for Proposal. Respondents should prepare their 
proposals simply and economically, providing a straightforward and concise description of the Respondent’s 
ability to meet the requirements of the RFQ. 
 
1-5 Inquiries:  Interested Respondents may contact Satu Oksanen, Neighborhood Services Manager, 
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regarding questions about the proposal by telephone at (561) 741-2524 or by e-mail at satuo@jupiter.fl.us.  
 
The Neighborhood Services Manager will receive written requests for clarification concerning the meaning or 
interpretations of the RFQ, until eight (8) days prior to the submittal date. Town personnel are authorized only to 
direct the attention of prospective Respondents to various portions of the RFQ so that they may read and 
interpret such for themselves.   
 
No employee of the Town is authorized to interpret any portion of this RFQ or give information as to the 
requirements of the RFQ in addition to what is contained in the written RFQ document. 
 
1-6 Addendum:  The Town may record its response to inquiries and any supplemental instructions in the 
form of written addenda. The Town may provide written addenda up to seven (7) calendar days before the date 
fixed for receiving the proposals. Respondents shall contact the Town to ascertain whether any addenda have 
been issued or review the online RFQ on the Demandstar system. Failure to do so could result in an unresponsive 
proposal. Any oral explanation given before the RFQ opening will not be binding. 
 
All Respondents are expected to carefully examine the proposal documents. Any ambiguities or inconsistencies 
should be brought to the attention of the Town contact through written communication prior to the opening of 
the proposals. 
 
1-7 Contract Awards:  The Town anticipates entering into an agreement with the Respondent who submits 
the proposal judged by the Town to be most advantageous.   
 
The Town reserves the right to accept or reject any or all proposals, with or without cause, to waive technicalities 
or to accept the proposal which, in its sole judgment, best serves the interest of the Town, or to award a contract 
to the next most qualified proposal if the successful proposal does not execute a contract within thirty (30) days 
after the award of the proposal. The Town also reserves the right to abandon the project and/or to solicit and re-
advertise for other proposals.   
 
The Respondent understands that this RFQ does not constitute an offer or an Agreement with the Respondent. 
An offer or Agreement shall not be deemed to exist and is not binding until proposals are reviewed, accepted by 
appointed staff, the best proposal has been identified, approved by the appropriate level of authority within the 
Town and executed by all parties.   
 
Any proposal may be withdrawn until the date and time set above for the submission of the proposals.  Any 
proposal not so withdrawn shall constitute an irrevocable offer for a period of six (6) months to provide to the 
Town the services set forth in this Request for Qualifications. 
 
1-8 Contractual Agreement:  This RFQ shall be included and incorporated in the final award. The order of 
contractual precedence will be the Contract or Price Agreement document, original Terms and Conditions, and 
contractor response. Any and all legal action necessary to enforce the award will be held in Palm Beach County 
and the contractual obligations will be interpreted according to the laws of Florida. Any additional contract or 
agreement requested for consideration by the Respondent must be attached and enclosed as part of the 
proposal.  
 
1-9 Selection Process:  The proposals will be evaluated and assigned points; the firm with the highest 
number of points will be ranked first. However, nothing herein will prevent the Town from assigning work to any 
firm deemed responsive and responsible. 
 
The Town reserves the right to further negotiate any proposal, including price, with the highest rated 
Respondent.  If an agreement cannot be reached with the highest rated Respondent, the Town reserves the right 

mailto:satuo@jupiter.fl.us
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to negotiate and recommend award to the next highest Respondent or subsequent Respondents until an 
agreement is reached. 
 
1-10 Public Records:  Upon award recommendation or ten (10) days after opening, whichever occurs first, 
proposals become “public records” and shall be subject to public disclosure consistent with Chapter 119 Florida 
Statutes. Respondents must invoke the exemptions to disclosure provided by law in the response to the RFQ, 
and must identify the data or other materials to be protected, and must state the reasons why such exclusion 
from public disclosure is necessary. Document files may be examined during normal working hours. 
 
1-11 News Releases:  The Respondent shall obtain the prior written approval of the Office of the Town 
Manager for all news releases or other publicity pertaining to this RFQ, the service, or project to which it relates. 
 
1-12 Insurance:  The Respondent shall, at its sole expense, agree to maintain in full force and effect at all 
times during the life of this RFQ, insurance coverage’s, limits, including endorsements, as described herein. The 
requirements contained herein, as well as Town’s review or acceptance of insurance maintained by the awarded 
service provider are not intended to and shall not in any manner limit or qualify the liabilities and obligations 
assumed by the Respondent under the contract. 
 

(a) Commercial general liability in the amount of $1,000,000 per occurrence and $2,000,000 
aggregate covering bodily injury and property damage resulting from the activities connected 
with this service. The Town of Jupiter shall be endorsed as an Additional Insured to the 
Commercial General Liability. The Additional Insured endorsement shall read Town of Jupiter, 
including, all Officers, Employees, Elected and Appointed Committees, and Council members are 
endorsed as an additional insured. The Respondent shall agree the Additional Insured 
endorsements provide coverage on a primary basis. 

(b) Professional Liability or the equivalent Errors & Omissions Liability at a limit of liability not less 
than $1,000,000 Per Occurrence. When a self-insured retention (SIR) or deductible exceeds 
$25,000, the TOWN reserves the right, but not the obligation, to review and request a copy of the 
Respondent's most recent annual report or audited financial statement. For policies written on a 
Claims-Made@ basis, the Respondent warrants the Retroactive Date equals or precedes the 
effective date of this contract (Certificate of Insurance shall specify: Retro date- Full prior acts 
coverage applies). In the event the policy is canceled, non-renewed, switched to an Occurrence 
Form, retroactive date advanced; or any other event triggering the right to purchase a 
Supplemental Extended Reporting Period (SERP) during the life of this Contract, the Respondent 
shall agree to purchase a SERP with a minimum reporting period not less than three (3) years. 
The Respondent shall agree this coverage shall be provided on a primary basis. The Certificate of 
Insurance must indicate whether coverage is written on an occurrence or claims-made basis and 
must indicate the amount of any SIR or deductible. 

(c) Workers’ Compensation and Employers Liability Insurance covering all employees engaged in the 
work under the Agreement, in accordance with the laws of the State of Florida. The amount of 
Employers Liability Insurance shall not be less than $100,000 each accident, $100,000 each 
employee for disease, and $500,000 disease aggregate. 

 
(d) Automobile Liability at a limit of liability not less than $1,000,000 Each Occurrence for all owned, 

non-owned and hired automobiles. In the event the Respondent does not own any automobiles, 
the Business Auto Liability requirement shall be amended allowing the Respondent to agree to 
maintain only Hired & Non-Owned Auto Liability. This amended requirement may be satisfied by 
way of endorsement to the Commercial General Liability, or separate Business Auto coverage 
form. The Respondent shall agree this coverage shall be provided on a primary basis. 
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The Respondent shall agree, by entering into this RFQ, to a Waiver of Subrogation for each required policy. When 
required by the insurer, or should a policy condition not permit an Insured to enter into a pre-loss agreement to 
waive subrogation without an endorsement, then the Respondent shall agree to notify the insurer and request 
the policy be endorsed with a Waiver of Transfer of Rights of Recovery Against Others, or its equivalent. This 
Waiver of Subrogation requirement shall not apply to any policy, in which a condition to the policy specifically 
prohibits such an endorsement, or voids coverage should enter into such an agreement on a pre-loss basis. 
 
The Town reserves the right to review, modify, reject or accept any required policies of insurance, including 
limits, coverage’s, or endorsements, herein from time to time throughout the life of this RFQ. The Town reserves 
the right, but not the obligation, to review and reject any insurer providing coverage because of its poor financial 
condition or failure to operate legally. 
 
During the life of the Contract, the successful Respondent shall provide at its own cost and expense and maintain 
all insurance listed above. Proof of insurance is required before the contract is signed. It shall be the responsibility 
of the successful Respondent to ensure that all subcontractors comply with all of the insurance requirements. 
 
A 30 day written notice of cancellation, non-renewal or modification of any stipulated insurance shall be mailed 
to the Clerk’s Office, return receipt requested mail. Note: 10-day Notice of Non-Payment is acceptable if 
Certificate of Insurance indicates 30-day notice for cancellation, non-renewal, or modifications. 

The successful Respondent’s liability insurance coverage shall extend to and include the following contractual 
indemnity and hold harmless agreement: 

The Respondent shall indemnify, hold harmless and defend at its sole cost the Town of Jupiter and any other 
person or entity that becomes a Named Insured, as outlined herein, their respective officers, agents, and 
employees, against and assume all liability for any and all claims, suites, actions, damages, liabilities, 
expenditures, or causes of action of any kind arising from the services authorized in this Agreement and resulting 
or occurring from any alleged negligence, act omission or error of the Respondent, its agents or employees 
and/or arising from the failure of the Respondent, its agents, or employees to comply with each and every 
requirement of this Agreement or with any Town, county, state, or federal law or regulation applicable to the 
service provided resulting in or relating to bodily injury, loss of life or limb, or damage to property sustained by 
any person, firm, corporation, or other business entity. 

The foregoing indemnity agreement shall apply to any and all claims and suits other than claims and suits arising 
out of the sole and exclusive negligence of the Named Insured, their officers, agents, and employees as 
determined by a court of competent jurisdiction. The successful Respondent shall obtain and maintain 
contractual liability insurance in adequate limits for the sole purpose of protecting the Town and the Named 
Insured under the hold harmless agreement from any and all claims arising out of the operations authorized by 
this Agreement. 

Insurance coverage required by this Request for Qualifications shall be in force throughout the Agreement term. 
Should the successful Respondent fail to provide acceptable evidence of current insurance within seven (7) days 
of receipt of written notice at any time during the term of the Agreement, the Town shall have the right to 
consider the Agreement breached and shall have the right to immediately terminate the Agreement. 

 
1-13 Public Entity Crimes:   Award will not be made to any person or affiliate identified on the Department of 
Management Services’ "Convicted Vendor List”. This list is defined as consisting of persons and affiliates who are 
disqualified from public contracting and purchasing process because they have been found guilty of a public 
entity crime. No public entity shall award any contract to, or transact any business in excess of the threshold 
amount provided in Section 287.017 Florida Statutes for Category Two (currently $25,000) with any person or 
affiliated on the "Convicted Vendor List” for a period of thirty-six (36) months from the date that person or 
affiliate was placed on the "Convicted Vendor List” unless that person or affiliate has been removed from the list. 
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By signing and submitting the RFQ proposal forms, Respondent attests that they have not been placed on the 
“Convicted Vendor List”. 
 
1-14 Drug-Free Workplace:  All Respondents must sign and comply with the drug free work place form 
attached.  
 
1-15 Rights and Privileges:  Rights and privileges granted by the Town shall not be assigned or transferred in 
any manner whatsoever without written approval of the Town Council. At all times during the term of the 
contract the Contractor shall act as an independent contractor and at no time shall the Contractor be considered 
an agent or partner of the Town. The Contractor shall obtain and pay for all permits, licenses, Federal, State and 
Local taxes chargeable to its operation.  
 
1-16 Cone of Silence:  The Respondent is advised that the “Palm Beach County Lobbyist Registration 
Ordinance” prohibits a Respondent or anyone representing the Respondent from communicating with any 
member of the Town Council, the Town Manager and his employees. Respondent may only communicate with 
the Town in writing in accordance with paragraph 1-5, above. This “Cone of Silence” is in effect from the 
date/time of the deadline for submission of the RFQ, and terminates at the time that the Town Council approves 
a contract, or rejects all proposals.  Violations of the “Cone of Silence” shall disqualify any Respondent. 
  
1-17 Code of Ethics:  The award is subject to the ethical provisions of State of Florida Statutes (Chapter 112, 
Part III), Palm Beach County, and the Town. All Respondents shall disclose with their Proposal the name of any 
officer, director, or agent who is also a Town employee. Further, all Respondents shall disclose the name of any 
Town employee who owns, directly or indirectly, an interest of 5% or more in the Respondent's firm or any of its 
branches. 
 
The Respondent is aware that the Inspector General of Palm Beach County has the authority to investigate and 
audit matters relating to the negotiation and performance of this contract and in furtherance thereof may 
demand and obtain records and testimony from the Respondent and its subcontractors and lower tier 
subcontractors. The Respondent understands and agrees that in addition to other remedies and consequences 
provided by law, the failure of the Respondent or its subcontractors or lower tier subcontractors to fully 
cooperate with the Inspector General when requested may be deemed by the municipality to be a material 
breach of this contract justifying its termination. The Office of Inspector General in Palm Beach County is 
established by Palm Beach County Code Section 2-421-2-440. Failure to cooperate with the Inspector General of 
Palm Beach County shall be in violation of Palm Beach Code, Section 2-421-2-440, and be punished pursuant to 
Section 125.69, Florida Statutes, in the same manner as a second degree misdemeanor. 
 
1-18 Lobbying Prohibited:  Respondents are not to contact or lobby any Town personnel related or involved 
with this RFQ.  All written inquiries are to be directed to the Neighborhood Services Manager as instructed 
herein. Any violation of this condition may result in rejection and/or disqualification of the Respondent. 
 
1-19 Equal Opportunity Requirements:  It is the policy of the Town to comply with all Federal, State, County 
and local laws to provide minorities and women equal opportunity for participating in all aspects of the Town’s 
contracting and procurement programs.  It is the policy of the Town to prohibit discrimination on the basis of 
race, color, creed, religion, sex, national origin, age, physical disability, mental disability, history of physical or 
mental disability, marital status, familial status, veteran status, sexual orientation, the presence of a non-job 
related medical condition, or any form of unlawful discrimination.    
  
1-20 Disclosure and Disclaimer:  Any action taken by the Town in response to proposals made pursuant to 



 
RFQ No. NS 2022-001 – Selection of CDBG Administrator          Page 9 

this RFQ or in making any award or failure or refusal to make any award pursuant to such proposals, or in any 
cancellation of award, or in any withdrawal or cancellation of this RFQ, either before or after issuance of an 
award, shall be without any liability or obligation on the part of the Town or their advisors.  
 
In its sole discretion, the Town may withdraw this RFQ either before or after receiving proposals, may accept or 
reject proposals, and may accept proposals which deviate from the RFQ. In its sole discretion, the Town may 
determine the qualifications and acceptability of any party or parties submitting proposals in response to this 
RFQ (each such party being hereinafter a “Respondent”). 
 
Following submission of a proposal, the Respondent agrees to promptly deliver such further details, information 
and assurances, including, but not limited to, financial and disclosure data, relating to the proposal and/or the 
Respondent, including the Respondent’s affiliates, officers, directors, shareholders, partners and employees, as 
requested by the Town.  
 
The information contained herein is provided solely for the convenience of Respondents. It is the responsibility of 
a Respondent to assure itself that information contained herein is accurate and complete. Neither the Town, nor 
their advisors provide any assurances as to the accuracy of any information in this RFQ. Any reliance on the 
contents of this RFQ, or on any communications with Town representatives or advisors, shall be at each 
Respondent’s own risk. Respondents should rely exclusively on their own investigations, interpretations and 
analyses in connection with this matter. The RFQ is being provided by the Town without any warranty or 
representation, express or implied, as to its content; accuracy or completeness and no Respondent or other party 
shall have recourse to the Town if any information herein contained shall be inaccurate or incomplete. No 
warranty or representation is made by the Town that any proposal conforming to these requirements will be 
selected for consideration, negotiation or approval. 
 
The Town, and its representatives shall have no obligation or liability with respect to this RFQ, or the selection 
and award process contemplated hereunder. Neither the Town nor its representatives warrant or represent that 
any award or recommendation will be made as a result of the issuance of this RFQ. All costs incurred by a 
Respondent in preparing and responding to this RFQ are the sole responsibility of the Respondent. Any recipient 
of this RFQ who responds hereto fully acknowledges all the provisions of this Discloser and Disclaimer and agrees 
to be bound by the terms hereof. Any proposal submitted pursuant to this RFQ is at the sole risk and 
responsibility of the party submitting such proposal.  
 
This RFQ is made subject to correction of errors, omissions, or withdrawal without notice. Information contained 
in the RFQ is for guidance only and each recipient hereof is cautioned and advised to independently verify all of 
such information. In the event of any differences between this Disclosure and Disclaimer and the balance of the 
RFQ, the provisions of this Disclosure and Disclaimer shall govern.  
   
1-21 Proposal Contents:  All material submitted becomes the property of the Town of Jupiter. The Town has 
the right to use any or all ideas presented in any reply to this RFQ. Selection or rejection of the proposal does not 
affect this right.  
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TOWN OF JUPITER  
 

RFQ No. NS 2022- 001 
SELECTION OF CDBG ADMINISTRATOR 

 
PART II 

 
NATURE OF SERVICES REQUIRED 

 
2-1 PURPOSE AND SCOPE OF WORK 
 
The Community Development Block Grant (CDBG) program is a flexible program that provides communities with 
resources to address a wide range of unique community development needs to assist low- and moderate-income 
residents. Since 1974, the CDBG program has been one of the longest continuously run programs at the 
Department of Housing and Urban Development (HUD). The CDBG program provides annual grants on a formula 
basis to State and local government. The Town of Jupiter has been an Entitlement Community since 2012 and 
typically receives +/-$300,000 annually. 

 
2-2 WORK TO BE PERFORMED 
 
The selected Professional Organization or a Consulting Firm shall provide technical assistance, program 
implementation, program activity services, program delivery, and reporting for the Town’s CDBG program under 
the supervision of the Neighborhood Services Manager. Tasks include but are not limited to: 
 

1. Prepare, and update as required, the Town's CDBG Consolidated Plan and Amendments. 
2. Prepare the Town's CDBG Annual Action Plan and Amendments as required. 
3. Prepare, and update as required, the Town’s Analysis of Impediments to Fair Housing (AI). 
4. Implement an Environmental Review process as required by any eligible activities undertaken. 
5. Prepare and implement a Citizens Participation Plan and conduct all required Public Hearings and 

prepare all related Public Notices. 
6. Prepare the CDBG Consolidated Annual Performance and Evaluation Report (CAPER). 
7. Monitor and administer all program activities and spending, including the Town’s CDBG-CV, to 

ensure that all required expenditure and timeliness standards are met. 
8. Manage and supervise day-to-day operation of the Town's CDBG funded activities (minimum of 1-2 

days on site per month). 
9. Establish and Implement HUD's Integrated Disbursement and Information System (IDIS) for the 

Town, including implementing all necessary financial, administrative and bookkeeping requirements; 
coordinate billing; purchasing; reimbursements and payment requests through the Town's finance 
department. 

10. Review all necessary or appropriate agreements and contracts for compliance with CDBG program 
requirements. 

11. Prepare appropriate documents such as applications, compliance checklists, certifications, etc. 
12. Determine the eligibility of program participants. 
13. Coordinate the activities of the lenders, contractors, not for profit organizations, and applicants, if 

applicable. 
14. Monitor all CDBG sub-recipients. 
15. Assist, if needed, in on-site and in-house housing inspections and have prepared project 
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specifications and work orders in compliance with CDBG guidelines. 
16. Monitor and enforce Labor Standards under the Davis Bacon Act, including certifying of payroll. 
17. Monitor and enforce all applicable civil rights and anti-discrimination laws, fair housing choice, Equal 

Employment Opportunity, and Anti-Displacement and Relocation Assistance pursuant to CDBG 
regulations. 

18. Conduct other such research and evaluation of proposed activities as may be required by the Town 
from time to time. 

19. Attend all necessary meetings and make presentations to Town officials and residents, as required. 
20. Attend Town Workforce Housing Committee meetings as required by Town and the State of Florida. 
21. Conduct all other similar actions as may be required by federal, state, and county housing programs. 

 
2-3 REQUEST FOR QUALIFICATIONS REQUIREMENTS 
 
This document is intended to be used as the instrument to transmit proposals and to define the terms, conditions 
and specifications desired by the Town to receive qualifications from Professional Organization or a Consulting 
Firm capable of assisting the Town of Jupiter in the administration of its annual Community Development Block 
Grant (CDBG) allocation (approximately $300,000 annually). Nothing in this RFQ is intended to restrict the Town 
of Jupiter in any way in the selection of the proposal that best meets the needs of the Town. The Town reserves 
the right to reject any or all offers and to negotiate changes in proposals or best and final offers. 
 

1. Cover Letter:  Section one of the proposal document shall contain a cover letter providing an introduction 
to be attached proposal response and stating the proposal meets the Town’s requirements. The cover 
letter shall be signed by a person authorized to make a proposal by the Respondent’s company. The 
cover letter should certify that the proposal will remain valid for 150 days from the due date of the 
proposal. 
 

2. Table of Contents: A complete table of contents for the proposal. 
 
3. Executive Summary:  Section 2 shall contain an executive summary providing an overview of the 

organization/firm, applicable staffing resources, and services proposed. Do not exceed 3 pages or include 
any price information in this section. 
 

4. Respondent Qualifications: Section 3 shall contain descriptions of the Respondent’s qualifications to 
execute this project.  Include resumes or descriptions of the key personnel to be assigned to the Town, 
including their respective skills and qualifications. 
 

5. Company Background: Address the company’s accomplishments and experience in providing CDBG 
Administration services to municipal governments. 
 

6. Office Locations: State the location of both the home and project offices from which project 
management and personnel will be assigned. 
 

7. Fees and Services: Provide the cost of the proposal on an annual basis, including what those fees entail 
and include.  Provide any costs for services or other cost items that may be outside of the annual fee 
proposal. Please note that the cost should be limited to 20% of the Town’s annual CDBG award, which is 
the allowed administrative cost for CDBG and industry standard. 

 
8. Client References: Submit at least three (3) municipal client references, with project description, from the 

last five (5) years. Include a contact name, title, and telephone number with each reference. 
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9. Sample Contract: Include a copy of your standard contract. The Town reserves the right to negotiate 

terms in addition to or in lieu of the Respondent’s standard contract. Any agreement or contract resulting 
from the acceptance of a proposal shall contain, as a minimum, applicable provisions of the RFQ and 
Respondent’s response, unless provisions are specifically waived by the Town in the negotiation process. 

 
2-4 CONTRACTS, BILLING AND PAYMENT  

 
1. The Town of Jupiter expects to sign a contract with the successful Respondent for a two (2) program year 

period allowing for two (2) extension periods subject to the mutual consent of the Town and the 
Respondent and the Town.   

2. The annual payment to the successful Respondent will not exceed 20% of the Town’s annual CDBG 
entitlement amount and is contingent on funding from the Department of Housing and Urban 
Development (HUD), which may be at a prorated based on the timing of the contract. 

3. The Respondent shall submit 12 monthly invoices for the program year. This invoice shall include 
itemized charges, including descriptions of work and activities performed. 

 
2-5 TOWN CONTRACT COORDINATOR 
 
The Town Contract Coordinator for this project will be Satu Oksanen, Neighborhood Services Manager, at 561-
741-2425 or satuo@jupiter.fl.us. After approval of the contract by the Town Council (based on the 
recommendation by the selection committee), all communications and correspondence shall be directed to Satu 
Oksanen at the number or email above, or to 196 Military Trail, Jupiter, FL 33458. 
 
2-6 CONTRACT 
 
The selected Respondent will be expected to enter into a formal agreement at the time of contract award. The 
selected Respondent will also be expected to submit a scope of services for the purpose of entering into a formal 
contract. Scope of services and pricing shall be included in the award contract. This selection of a Professional 
Organization or a Consulting Firm to provide grant administration services will result in the development and 
execution of a contract contingent on funding from the Department of Housing and Urban Development (HUD), 
which may be at a prorated based on the timing of the contract. 

  

mailto:satuo@jupiter.fl.us
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Town of Jupiter 
 

RFQ No. NS 2022-001 
SELECTION OF CDBG ADMINISTRATOR 

 
PART III 

 
EVALUATION OF PROPOSALS 

  
3-1 EVALUATION AND AWARD 
 
The Town will select proposals deemed most qualified based on the submittal criteria. The Selection Committee 
will rank those Respondents whose proposals meet qualifications outlined in this RFQ.   
 
The Town reserves the right to select the proposal, which in the opinion and sole discretion of the Town will be in 
the best interest of and/or most advantageous to the Town. The Town reserves the right to waive any 
irregularities and technicalities and may at its discretion request re-submittal of proposals.  
 
3-2 SELECTION COMMITTEE  
 
A selection committee consisting of the Chief of Police, Director of Internal Customer Service, Finance Director 
or his assignee, Neighborhood Services Manager, Neighborhood Services Coordinator, and other Town staff as 
needed will review and discuss all proposals. 
 
3-3 REVIEW OF PROPOSALS 
 
The selection committee will use a point/percentage formula during the review process to score proposals.   
 
3-4 EVALUATION CRITERIA 
 
The criteria and weights shown below will be used in the evaluation of the proposals. The selection committee 
will evaluate all responsive, complete written proposals to determine which proposals best meet the needs of the 
Town, based on the evaluation criteria. The evaluation criteria will be based on experience, project approach, 
federal CDBG regulation knowledge and experience, work experience in Florida, and references. 
 
3-5 SELECTION 
 
Respondent selection and award of contract shall be done in accordance with the State of Florida and Town 
policies and procedures. The selection committee will evaluate, rank all qualified Respondents, and prepare a 
shortlist. The Town will negotiate contract (s) with the top ranked company (ies), or succeeding ranked 
companies should negotiations fail. Award(s) shall be based on all the information submitted by the firms and a 
thorough review of all references provided based upon criteria set forth herein.   
 
3-6 FINAL SELECTION 

 
The selection committee will negotiate a contract with the highest ranked Respondent and prepare the 
recommended proposal and contract for final approval by the Town Council. The Town will select the firm that 
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meets the best interests of the Town. The Town shall be the sole judge of its own best interests, the proposals, 
and the resulting negotiated agreement. The Town’s decisions will be final. Upon Council authorization, the 
contract will be executed. If contract negotiations with the highest ranked Respondent are unsuccessful, the 
Town will formally terminate negotiations and will commence contract negotiations with the next ranked firm, 
etc. Upon successful contract negotiations with the prevailing firm, the remaining firms will be notified that the 
process has been completed and that they were not selected. 
 
3-7 EVALUATION CRITERIA 
 
Criteria Points 

Organization experience 20 

Team experience 20 

Proposal/approach 20 

CDBG knowledge and experience 20 

Relevant references 10 

Prior work experience in municipal government level in Florida 10 

Total Eligible Points 100 
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TOWN OF JUPITER 
 

 RFQ No. NS 2022-001 
SELECTION OF CDBG ADMINISTRATOR 

 
 

Attachment A - Proposal Response Forms 
 
 
 
 
 
 

 

RESPONDENT INFORMATION 

PROJECT ORGANIZATION (RESPONDENT) 
  
Name of Organization:  
Principal Contact Person:  
Address 1:  
Address 2:  
Address 3:  
Telephone:  
FAX:  
E-mail:  
  
Name of Individual Project Manager:  
Telephone:  
E-mail:  
Location of Project Office:  
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TOWN OF JUPITER  
 

RFQ No. NS 2022-001 
SELECTION OF CDBG ADMINISTRATOR 

 
 

RESPONDENT REFERENCES 
Please submit a minimum of three (3) references in detail; give client references who have been clients (of the 
Respondent) for at least one year (preferably municipal governments or other governmental agencies in Florida 
where your company has provided same and similar services). The Town may contact some of the Respondent’s 
current and former clients, both supplied by the Respondent and independently derived, to request that they 
validate the qualifications of the Respondent and the accuracy of the claims made by the Respondent in its 
Proposal, and that they assess the Proposal’s ability to perform the types, level and quality of services that the 
Town desires. All references contacted will be asked to rate those aspects of the Proposal’s performance on a 
scale from 0 – 5: zero (0) being poor and (5) being excellent. 
 
 Excellent: Frequently exceeds client reference’s specifications/requirements    
 Good: Meets client reference’s specification/requirements. 
 Poor: Frequently does not meet client reference’s specifications / requirements 
 
1. CUSTOMER NAME:  
  
CUSTOMER LOCATION:  
CUSTOMER CONTACT PERSON :  
CUSTOMER PHONE NUMBER:  
CUSTOMER CONTACT FAX:  
CUSTOMER CONTACT E-MAIL:  
  
2. CUSTOMER NAME:  
  
CUSTOMER LOCATION:  
CUSTOMER CONTACT PERSON :  
CUSTOMER PHONE NUMBER:  
CUSTOMER CONTACT FAX:  
CUSTOMER CONTACT E-MAIL:  
  
3. CUSTOMER NAME:  
  
CUSTOMER LOCATION:  
CUSTOMER CONTACT PERSON :  
CUSTOMER PHONE NUMBER:  
CUSTOMER CONTACT FAX:  
CUSTOMER CONTACT E-MAIL:  
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TOWN OF JUPITER  
 

 RFQ No. NS 2022-001 
SELECTION OF CDBG ADMINISTRATOR 

 
NONCOLLUSIVE AFFIDAVIT FORM 

STATE OF ______ 
 
COUNTY OF _______ 
 
_________, being first duly sworn deposes and says that: 
  

1. He is fully informed respecting the preparation and contents of the attached Proposal and of all pertinent 
circumstances respecting the Proposal. 

 
2. The Proposal is genuine and is not a collusive or sham Proposal. 
 
3. Neither the Respondent nor any of its officers, partners, owners, agents, representatives, employees, or 

parties in interest, including this affiant, have in any way, colluded, conspired, connived, or agreed, directly 
or indirectly, with any other Respondent, firm or person to submit a collusive or sham Proposal in 
connection with the Contact for which the attached Proposal has been submitted; or to refrain from 
bidding in connection with such Contract; or have in any manner, directly or indirectly, sought by 
agreement or collusion, or communication, or conference with any Respondent, firm, or person to fix the 
price in the attached Proposal or of any other Respondent, or to fix any overhead, profit, or cost elements 
of the Proposal price or the Proposal price in any other Respondent; or to secure through any collusion, 
conspiracy, connivance, or unlawful agreement any advantage in the proposed Contract. 

 
4. The price or prices quoted in the attached Proposal are fair and proper and are not tainted by any collusion, 

conspiracy, connivance, or unlawful agreement on the part of the Respondent or any other of its agents, 
representatives, owners, employees or parties in interest, including this affiant. 

 
Date: _______/______/________ 
 
By _______                   
 
 I HEREBY CERTIFY that on this day, before me, an officer duly authorized in the State and County aforesaid to take 
acknowledgements, personally appeared _____________, an authorized representative of                    , well known to me and 
known to me to be the person(s) described in and who executed the foregoing instrument and have acknowledged before 
me that they executed the same.  WITNESS my hand and official seal in the County and State last aforesaid this ____ day of 
_____________, 2022. 
 
 
 
___________________________               _______                                     
Notary Public - State of Florida at Large      
(Printed, typed or stamped commissioned name of notary public) 
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TOWN OF JUPITER  
 

 RFQ No. NS 2022-001 
SELECTION OF CDBG ADMINISTRATOR 

 
 

RESPONDENT’S CERTIFICATION FORM 
 
The below signed Respondent certifies that he/she has read, carefully examined, and thoroughly understands the 
terms, conditions, and specifications contained in the RFQ and any other documents accompanying or made a 
part of this RFQ.  I hereby propose to furnish the services specified in the RFQ.  Furthermore, I agree to abide by 
all conditions of this RFQ.  I certify that all information contained in this submittal is truthful to the best of my 
knowledge and belief.  I further certify that I am duly authorized to submit this Proposal on behalf of the firm or 
entity who is the Respondent, as its act and deed and that the Respondent is ready, willing and able to perform if 
awarded the contract. 
 
I further certify that this Proposal is made without prior understanding, agreement, connection, discussion, or 
collusion with any person, firm or corporation submitting a Proposal for the same service; no officer, employee or 
agent of the Town of Jupiter or of any other Respondent interested in the Proposal; and that the undersigned 
executed this Proposal’s Certification with full knowledge and understanding of the matters therein contained 
and was duly authorized to do so. 
 

______ __                
E-MAIL ADDRESS 

______ __ 
NAME OF BUSINESS       
BY: 
_________________________ 
SIGNATURE                                                                     Sworn to and subscribed before me  
       this       day of      , 2022. 
 
      
___________________________ 
PRINTED NAME AND TITLE                                             ___________________________ 

SIGNATURE OF NOTARY 
      
___________________________                 
MAILING ADDRESS 

MY COMMISSION EXPIRES:       
      
____________________________ 
CITY, STATE, ZIP CODE      PERSONALLY KNOWN       
      
____________________________                 OR PRODUCED 
TELEPHONE NUMBER 
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TOWN OF JUPITER  
 

 RFQ No. NS 2022-001 
SELECTION OF CDBG ADMINISTRATOR 

 
RESPONDENT’S QUALIFICATION STATEMENT FORM 

 
The undersigned Respondent certifies under oath the truth and correctness of all statements and of all answers to questions 
made hereinafter: 
 
SUBMITTED TO:  Town of Jupiter  
  
ADDRESS:  196 Military Trail 

Jupiter, FL  
 
         CIRCLE ONE 
 
SUBMITTED BY______ _   Corporation 
         Partnership 

Individual 
Other 

 
NAME______ _    
            
ADDRESS: ______ _  
 
TELEPHONE NO. ______ _ 
 
FAX NO. ______ _ 
 
1. State the true, exact, correct and complete name of the partnership, corporation, trade or fictitious name under 

which you do business and the address of the place of business. 
 

The correct name of the Respondent is:   ______ _  
The address of the principal place of business is: ______ _       

 
2. If Respondent is a corporation, answer the following: 
 

a. Date of Incorporation: ______ _ 
b. State of Incorporation: ______ _ 
c. President's name: ______ _ 
d. Vice President's name:  ______ _ 
e. Secretary's name:  ______ _ 
f. Treasurer's name: ______ _ 
g. Name and address of Resident Agent:  ______ _ 

 
3. If Respondent is an individual or a partnership, answer the following: 
 

a. Date of organization: ______ _  
 
b. Name, address and ownership units of all partners: 
  ______ _ 

 
  ______ _ 
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  ______ _ 
 

c. State whether general or limited partnership: ______ _ 
 
4. If Respondent is other than an individual, corporation or partnership, describe the organization and give the name 

and address of principals: 
  ______ _ 

 
5. If Respondent is operating under a fictitious name, submit evidence of compliance with the Florida Fictitious Name 

Statute. 
 ______ _ 
 

6. How many years has your organization been in business under its present business name? 
  ______ _ 
 

a. Under what other former names has your organization operated? 
  ______ _ 

   
7. Indicate registration, license numbers or certificate numbers for the businesses or professions, which are the 

subject of this Proposal.  Please attach certificate of competency and/or state registration. 
 

______ _ 
 
8. Have you ever failed to complete any work awarded to you?  If so, state when, where and why? 
 

 ______ _ 
 
9. State the names, telephone numbers and last known addresses of three (3)  representatives of Florida Municipal 

agencies with the most knowledge of work which you have performed or goods you have provided, and to which 
you refer (government owners are preferred as references). 

 
       
     _____________________     

 (name)                                     (address)                      (phone number) 
 

       
             
 (name)                                     (address)                      (phone number) 
 

      
             
 (name)                                     (address)                      (phone number) 
 
10. List the pertinent experience of the key individuals of your organization (continue on insert sheet, if necessary). 
 
 ______ _ 
 
11. State the name of the individual who will have personal supervision of the work: 
 
 ______ _ 
 
12. Disclose any suits or administrative actions ever taken against your firm by the Department of Insurance within the 

last two (2) years. 
 

______ _ 
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THE RESPONDENT ACKNOWLEDGES AND UNDERSTANDS THAT THE INFORMATION CONTAINED IN RESPONSE 
TO THIS QUALIFICATIONS STATEMENT SHALL BE RELIED UPON BY THE TOWN IN AWARDING THE CONTRACT 
AND SUCH INFORMATION IS WARRANTED BY RESPONDENT TO BE TRUE.  THE DISCOVERY OF ANY OMISSION OR 
MISSTATEMENT THAT MATERIALLY AFFECTS THE PROPOSAL’S QUALIFICATIONS TO PERFORM UNDER THE 
CONTRACT SHALL CAUSE THE TOWN TO REJECT THE PROPOSAL, AND IF AFTER THE AWARD TO CANCEL AND 
TERMINATE THE AWARD AND/OR CONTRACT. 
 
         
 Signature 
 
 ______ _               _                                                       
 Printed Name 
 
State of       
County of       
 
The foregoing instrument was acknowledged before me this       day of      , 2022 by _     _ of _     , who is 
personally known to me or who has produced       as identification and who did (did not) take an oath. 
 
WITNESS my hand and official seal. 
 
 
______________________________ 
NOTARY PUBLIC 
 
 
      
_______________________________ 
(Name of Notary Public:  Print, Stamp,  
or type as Commissioned) 



 
RFQ No. NS 2022-001 – Selection of CDBG Administrator          Page 22 

TOWN OF JUPITER  
 

 RFQ No. NS 2022-001 
SELECTION OF CDBG ADMINISTRATOR 

PUBLIC ENTITY CRIMES FORM 
 
THIS FORM MUST BE SIGNED AND SWORN TO IN THE PRESENCE OF A NOTARY PUBLIC OR OTHER OFFICIAL 
AUTHORIZED TO ADMINISTER OATHS. 
 

This sworn statement is submitted to   Town of Jupiter _______  
     (Print name of the public entity) 

By _      
(Print individual’s name and title) 
 
for         
(Print name of entity submitting sworn statement) 
 
Whose business address is _      
 
  
 
and (if applicable) its Federal Employer Identification Number (FEIN) is _      
(If the entity has no FEIN, include the Social Security Number of the individual signing this sworn statement 
__     _) 
 

2. I understand that a “public entity crime” as defined in Paragraph 287.133(1)(g), Florida Statutes, 
means a violation of any state or federal law by a person with respect to and directly related to the 
transaction of business with any public entity or with an agency or political subdivision of any other 
state or of the United States, including, but not limited to, any Proposal or contract for goods or 
services to be provided to any public entity or an agency or political subdivision of any other state or 
of the United States and involving antitrust, fraud, theft, bribery, collusion, racketeering, conspiracy, 
or material misrepresentation. 

 
3. I understand that “convicted” or “conviction” as defined in Paragraph 287.133(1)(b), Florida Statutes, 

means a finding of guilt or a conviction of a public entity crime, with or without an adjudication of 
guilt, in any federal or state trial court of record relating to charges brought by indictment or 
information after July 1, 1989, as a result of a jury verdict, no jury trial, or entry of a plea of guilty or 
nolo contendre. 

 
4. I understand that an “affiliate” as defined in Paragraph 287.133(1)(a), Florida Statutes, means: 
 

4-1. A predecessor or successor of a person convicted of a public entity crime: or 
4-2. Any entity under the control of any natural person who is active in the management of 

the entity and who has been convicted of a public entity crime.  The term “affiliate” 
includes those officers, directors, executives, partners, shareholders, employees, 
members, and agents who are active in the management of an affiliate.  The ownership 
by one person of shares constituting a controlling interest another person, or a pooling of 
equipment or income among persons when not for fair market value under an arm’s 
length agreement, shall be a prima facie case that one person controls another person.  A 
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person who knowingly enters into a joint venture with a person who has been convicted 
of a public entity crime in the State of Florida during the preceding 36 months  shall be 
considered an affiliate. 

 
5. I understand that a “person” as defined in Paragraph 287.133(1)(e), Florida Statutes, means any 

natural person or entity organized under the laws of any state or of the United States with the legal 
power to enter into a binding contract and which Proposal applies to Proposals on contracts for the 
provision of goods or services let by a public entity, or which otherwise transacts or applies to 
transact business with a public entity.  The term “person” includes those officers, directors, 
executives, partners, shareholders, employees, members, and agents who are active in the 
management of an entity. 

 
6. Based on information and belief, the statement, which I have marked below, is true in relation to the 

entity submitting this sworn statement. (indicate which statement applies) 
 
     _Neither the entity submitting this sworn statement, nor any of its officers, directors, 
executives, partners, shareholders, employees, members or agents who are active in the 
management of the entity, nor any affiliate of the entity has been charged with and convicted of a 
public entity crime subsequent to July 1, 1989. 
 
     _The entity submitting this sworn statement, or one or more of its officer’s directors, 
executives, partners, shareholders, employees, members or agents who are active in the 
management of the entity, nor any affiliate of the entity has been charged with and convicted of a 
public entity crime subsequent to July 1, 1989. 
 

     _The entity submitting this sworn statement, or one of more of its officer’s directors, executives, partners, 
shareholders, employees, members or agents who are active in the management of the entity, nor any affiliate of 
the entity has been charged with and convicted of a public entity crime subsequent to July 1, 1989.  However, 
there has been a subsequent proceeding before a Hearing Officer of the State of Florida, Division of 
Administrative Hearings and the Final Order entered by the Hearing Officer determined that it was not in the 
public interest to place the entity submitting this sworn statement on the convicted vendor list.  (Attach a copy of 
the final order) 
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TOWN OF JUPITER 
 

 RFQ No. NS 2022-001 
SELECTION OF CDBG ADMINISTRATOR 

RESPONDENT’S ACKNOWLEDGMENT 
 
I hereby certify, that this Respondent’s Acknowledgment is made without prior understanding, agreement or 
connection with any corporation, firm, or other person submitting a Proposal for the same commodities and/or 
services, and is in all respects, fair and without collusion or fraud. I agree to abide by all of the conditions of this 
Request for Quotations, and certify that I am authorized to sign the Proposal for the Respondent. By my 
signature on this Form, the Respondent acknowledges and accepts without limitation, the terms and conditions 
as set forth on Pages 1 through 32, inclusive, of the Request for Proposal, as well as any applicable supplemental 
RFQ documents, such as any Special Conditions, Instructions, Specifications, and all required Forms. 
 
CORRECT LEGAL NAME OF RESPONDENT: _      
 
NAME OF REGISTERED AGENT & ADDRESS OF CORPORATE RESPONDENTS_      
 
 
PHYSICAL ADDRESS OF RESPONDENT (NO P.O. BOXES ALLOWED_      
 
 
TELEPHONE NUMBER OF RESPONDENT_      
 
EMERGENCY CONTACT NUMBER FOR RESPONDENT:_       
 
FACSIMILE NUMBER OF RESPONDENT_      
FEDERAL ID NO. OR SOCIAL SECURITY NO. OF RESPONDENT_      
IF RESPONDENT IS CORPORATION OR OTHER LEGAL ENTITY, STATE OF INCORORATION OR REGISTRATION_      
**FOREIGN CORPORATIONS MUST SUBMIT FOREIGN CORPORATION RESOLUTION. 
 
SIGNATURE OF RESPONDENT OR AUTHORIZED AGENT: ____________________________ 
**PROPOSALS SUBMITTED BY AGENTS MUST HAVE RESOLUTION OF AGENT AUTHORITY. 
 
PRINTED NAME OF RESPONDENT OR AUTHORIZED AGENT:       
 
DATE:             __.             TITLE/POSITION OF SIGNATORY: __      
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TOWN OF JUPITER  
 

RFQ No. NS 2022-001 
SELECTION OF CDBG ADMINISTRATOR 

 
 

DRUG-FREE WORK PLACE CERTIFICATION 
 

 
The undersigned Contractor, in accordance with Florida Statute 287.087 hereby certifies that  
 
_____________________________________ does:  
                    Name of Business  
 
1.  Publish a statement notifying employees that the unlawful manufacture, distribution, dispensing, possession, or 

use of a controlled substance is prohibited in the workplace and specifying the actions that will be taken against 
employees for violations of such prohibition.  

2.  Inform employees about the dangers of drug abuse in the workplace, the business's policy of maintaining a drug-
free workplace, any available drug counseling, rehabilitation, employee assistance programs and the penalties that 
may be imposed upon employees for drug abuse violations.  

3.  Give each employee engaged in providing the commodities or contractual services that are under bid a copy of the 
statement specified in Paragraph 1.  

4.  In the statement specified in Paragraph 1, notify the employees that, as a condition of working on the commodities 
or contractual services that are under bid, the employee will abide by the terms of the statement and will notify the 
employer of any conviction of, or plea of guilty or nolo contendere to, any violation of Florida Statute 893 or of any 
controlled substance law of the United States or any state, for a violation occurring in the workplace no later than 
five (5) days after such conviction.  

5.  Impose a sanction on, or require the satisfactory participation in a drug abuse assistance or rehabilitation program if 
such is available in the employee's community, by any employee who is so convicted.  

6.  Make a good faith effort to continue to maintain a drug-free workplace through implementation of Paragraphs 1 
thru 5.  

 
As the person authorized to sign this statement, I certify that this firm complies fully with above requirements.  
 
 
 
       
Respondent's Signature  
 
 
 
       
Date  
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