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INTRODUCTION 
The Housing Authority of the City of Cheyenne (CHA) is soliciting Statements of Proposals from 

experienced law firms and/or solo practitioners to provide legal services on an as-needed basis as listed 

in the Statement of Work below. 

Respondents must provide evidence of qualifications and experience necessary to adequately and 

competently provide legal advice to the Housing Authority in the fields specified, and the qualifications 

and experience necessary to adequately provide general legal services. The selected Respondent firms 

must also demonstrate knowledge and expertise in law related to the areas of litigation, legal services, or 

transactions described herein. Experience representing public entities is advantageous. Additional 

requirements and information concerning this solicitation are contained in the following sections of the 

Request for Proposals (RFP). 

PROFILE OF THE HOUSING AUTHORITY OF THE CITY OF CHEYENNE 
The Cheyenne Housing Authority (CHA) was created in 1971 to address Cheyenne’s need for low 

income housing.  CHA is a governmental entity and a public body corporate and politic created and 

operating under the laws of the state of Wyoming. Consistent with its mission to provide decent, safe, 

and sanitary housing to elderly, disabled, and economically disadvantaged families unable to obtain 

housing through conventional means, throughout its history CHA has continually expanded its operations 

to address housing and housing-related challenges in Wyoming, and now: 

• serves as the public housing authority for Cheyenne and Laramie and owns, operates, and 

maintains 341 public housing units (266 units in Cheyenne and 75 in Laramie) 

• administers the housing choice voucher program with 1,786 vouchers in Cheyenne, Laramie, 

Rawlins, Lander/Riverton, Cody/Powell, Sheridan, Buffalo, Gillette, and Wright 

• administers 153 Veterans Assistance Supportive Housing vouchers in Cheyenne, Sheridan, 

Riverton, and Gillette to end Veteran’s chronic homelessness 

• through the Project-Based Section 8 Contract Administration (PBCA) program on behalf of HUD 

performs statewide contract administration services for 51 properties with 2,165 rental units 

• leases 19 units to the Volunteers of America 

• owns and operates 3 Wyoming Rehabilitation and Acquisition Program houses 

• sponsored the Welcome Home Wyoming program that to date has provided down payment 

assistance to more than 1600 new homeowners 

• owns and operates market and less than rate rental units in Cheyenne including 32 townhomes 

serving the elderly in Foxcrest II, 7 single family homes, 12 Weaver Road Apartments, 16 

Pattison Avenue Apartments, 16 HOME funded Golden Meadows Townhomes, and 56 Foxcrest 

Limited Partnership units. 

RFP AT A GLANCE 
Contact person Gregory E. Hancock 

(307) 633-8320 
ghancock@cheyennehousing.org 

 
How to obtain the RFP documents 1. Access cheyennehousing.org 

mailto:sbarnes@cheyennehousing.org
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2. Click on “RFP Opportunities” on the top menu bar 
 

How to fully respond to this RFP by 
submitting a proposal 
 

As instructed in Submission Requirements section. 
Please submit responses via e-mail, in pdf format  
ghancock@cheyennehousing.org  
  

Deadline 12:00 NOON February 12, 2025 
 

Anticipated award date February 28, 2025 
 

STATEMENT OF WORK 

Knowledge & Experience 
 
The successful respondent should possess, or have the ability to retain counsel with broad and practical 
knowledge of, and work experience with: 
 
1) HUD and housing rules, regulations, requirements, law and related procedures, including but not 

limited to:  

• Lease and Grievance procedures 

• Public Housing, Housing Choice Voucher, Multifamily, and other programs of the Housing 
Authority of the City of Cheyenne  

• Laws and regulations relating to non-discrimination based on handicap in federally-assisted 
programs with emphasis on Section 504 of the Rehabilitation Act of 1973 and the Architectural 
Barriers Act of 1968 

• Wyoming State Landlord Tenant Laws 

• US Federal Fair Housing Act of 1968 (Equal Housing Opportunity) 

• Americans with Disabilities Act and Uniform Federal Accessibility Standards 

• Violence Against Women Act 

• Code of Federal Regulations 

• Title VIII of the Civil Rights Act of 1968 

• Real Estate transactions and utility easements 
 
2) Administrative regulations and the law in matters relating to, but not limited to the following areas:  

• Davis-Bacon Act  

• Federal and State Contract Laws 

• Public Records Act 

• Labor laws 

• Worker’s Compensation 

• Ethics 

• Scope of Agency Powers 

• Occupational Safety and Health (OSHA) 
 

 
General and Routine 
 

a. Draft and/or review of legal documents, papers, contracts, agreements, certifications, resolutions, 
specifications, bonds, waivers, and such other documents as required.  

b. Prepare and modify the Authority’s dwelling lease(s).  

mailto:ghancock@cheyennehousing.org
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c. Confer with and advise the Board of Commissioners of the Authority, Executive Director and 
Operations Manager on legal matters and issues when requested.  

d. Review of Federal guidelines and regulations and advise Authority and staff to the consequence 
as necessary.  

e. Represent the Authority on appeals of lower court decisions to Federal or State Appellate Courts.  
f. Approve the legality of contracts and payments thereunder as requested.  
g. Review and approve documents pertaining to temporary and permanent financing relating to all 

developments in the Authority inventory.  
h. Review, advise, and represent the Authority in connection with disputes arising out of the bid 

process and/or contracts between the Authority and its vendors. 
i. Provide legal counsel in the negotiation, construction, legal review of bids and/or bid documents 

or administration of these contracts, as needed. This includes providing contract interpretation 
and representing the Authority in commercial claims matters up to the litigation stage. 

j. Legal work in connection with acquisition and/or disposition of real property, including the 
examination of abstracts of title and the furnishing of a consolidated opinion of title in accordance 
with local regulations.  

k. Handle legal questions and matters advising under contracts of the Housing Authority and 
rendering of legal opinions on matters submitted by the Housing Authority, including audit letters. 

l. Give notice to and consult with the Housing Authority’s insurance carriers in cases of injury to 
person(s) or property involving the Housing Authority, if needed. 

m. Intercede and negotiate on behalf of the Housing Authority with the local municipality, the U.S. 
Department of Housing and Urban Development, the WCDA and other public and private sector 
entities, as necessary. 

n. Attend and provide guidance during any or all Authority Board of Commissioners meetings 
(regular or special) and other meetings as requested, and supervision, as to legality of the official 
minutes of the Authority.  

o. Other legal services as may be requested by the CHA Board of Commissioners and/or Executive 
Director. 

 

 
Litigations, Evictions & Terminations 
 
Appearance for and representation of the Authority, in court, in all litigated matters including but not 
limited to: 

1) Defense of the Authority during litigation arising out of the course of operations of the Authority.  
2) Litigation in the area of wrongful termination and sexual harassment 
3) Civil complaints/litigation 
4) Represent CHA’s interest in cases of Lease termination, including prosecution of contested 

eviction actions and actions for the recovery of possession of dwelling units or for the collection of 
rent, as needed. 
 

 
Labor and Employment Matters 
 
The successful respondent should possess, or have the ability to retain additional counsel with broad 
and practical knowledge of and work experience with personnel actions including but not limited to: 
 
1) Policies and procedures 

• employment compensation hearings,  

• worker compensation claims,  

• employment discrimination claims and  
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• equal employment hearings.  
2) Review of employee benefits 

• pension plan documents,  

• group annuity contracts,  

• group medical insurance contracts,  

• life insurance contracts and  

• disability contracts.  
3) Review potential terminations and make recommendations as to appropriate actions, as well as draft 

notices of termination as requested. 
 
If the successful respondent does not have in-house a qualified person to provide any services required 
by the Housing Authority, the successful respondent may retain other counsel that has such 
qualifications. Any billing/payment for such additional counsel will be at the same rate listed in the 
contract (i.e. the successful respondent may not add-on an additional amount to the contracted fee for 
retaining and overseeing such additional counsel).  
 
NOTE: Historically, approximately two hundred fifty (250) hours per year of attorneys’ time has been 
spent to fulfill the obligations of this scope of work, however, there is no guarantee expressed or implied 
that it could or would be more or less. This information is just intended as a guide. 
 
NOTE: The selected respondent will be required to provide a draft contract based on the requirements of 
this RFP. 
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SUBMISSION REQUIREMENTS 
The Housing Authority intends to retain the successful see comment 15 pursuant to a “Best Value” basis, 
not a “Low Proposal” basis (“Best Value” in that the Housing Authority will consider other factors than 
cost in making the award decision). Therefore, so that the Housing Authority can properly evaluate the 
offers received, all proposals submitted in response to this RFP must be formatted in accordance with 
the sequence noted herein: 
 

RFP Section Description 

Attachment I Submission Cover: This form is included as Attachment I within this RFP 
document. This 1-page form must be fully completed, executed where 
provided thereon and submitted under this section as a part of the response. 

Attachment II Form HUD-5369-C, Certifications and Representations of Offerors, Non-
Construction Contract: This form is attached hereto as Attachment II to this 
RFP document. This 2-page form must be fully completed, executed where 
provided thereon and submitted under this section as a part of the response. 

Attachment III Form HUD-50071, Certification of Payments to Influence Federal 
Transactions: This form is attached hereto as Attachment IV to this RFP 
document. This 1-page form must be fully completed, executed where 
provided thereon and submitted under this section as a part of the response. 

Attachment IV 

Evidence of Ability to Perform Statement of Work: This list of requested 
information is attached hereto as Attachment V to this RFP document. This 1-
page form must be fully completed, executed where provided thereon and 
submitted under this section as a part of the response. 

 Proposed Fees: Provide hourly billing rates for services. Provide the structure 
of rates for partners, associates, paralegals, couriers, etc. Selected 
respondent must be capable of tracking and billing (invoicing) all work hours 
and materials (if reimbursable) by specific program or funding source as 
required by CHA. Preferred formatting will be agreed upon during contract 
negotiations. 
 
All costs related to this contract will be governed by federal regulations and 
HUD Handbook No. 7460.8 REV 2. 

 Client Information: The respondent shall submit a listing of former or current 
clients for whom the respondent has performed similar or like services to 
those being proposed herein. This listing shall include: 

1. The client’s name 
2. The client’s contact information 
3. A brief description of the scope of services and the dates the services 

were provided 

 Other Information (Optional): The respondent may include hereunder any 
other general information that the respondent believes is appropriate to assist 
the Housing Authority in its evaluation. 
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EVALUATION FACTORS 
Selection of a successful respondent will be the sole discretion of CHA. A CHA evaluation committee will 
be established to review Offeror responses to this RFP. Proposals will be evaluated using the following 
evaluation criteria. Offerors will be selected based on the highest cumulative score, as provided below. 
The Authority, however, reserves the right to reject any and all proposals and to waive any informality in 
proposals received for any reason whatsoever. 
 

Evaluation Criteria Maximum 
Points 

 

 
Proposed Cost 
 

20 

 
Capability to provide professional legal services in a timely manner 
 

20 

 
Labor and Employment  
Relevant experience and qualifications with WY state and federal statutes and 
regulations regarding labor and employment matters relating to public agency 
law. Relevant experience and qualifications in alternative dispute resolution 
regarding employment matters. 
 

20 

 
Affordable Housing 
Relevant experience and qualifications with affordable/public housing legal 
issues including applicable State of Wyoming and Federal regulations affecting 
Public Housing Authorities and the Section 8 program, including landlord tenant 
and eviction laws. 
 

20 

 
General Counsel and Litigation 
Professional/technical competence, experience and ability to provide defense of 
the Authority during litigation arising out of the course of operations of the 
Authority. 
 

20 

Total Points 100 

TENTATIVE SCHEDULE FOR SELECTION AND AWARD 
1) Release RFP through public advertisement: January 6, 2025 
2) Responses due 12:00 Noon on February 12, 2025 
3) Proposals reviewed by the Housing Authority of the City of Cheyenne Review Committee 
4) Interviews of top candidates will be scheduled by the Housing Authority of the City of Cheyenne 

Review Committee 
5) The Housing Authority of the City of Cheyenne will select the firm by February 28, 2025. 
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GENERAL 

All proposals and material contained therein shall become the property of CHA upon submittal. 

Regardless of outcome, Respondent shall not hold CHA responsible for any expense in the preparation 

of its response to this RFP or in negotiating a contract after contract add “with CHA”. 

The CHA will reject the proposal of any respondent debarred by the U.S. Department of Housing and 

Urban Development (HUD). 

The determination of the criteria and process whereby proposals are evaluated, and the decision as to a 

contract award, or whether or not an award shall be made as a result of the RFP, shall be at the sole 

discretion of CHA and its Board of Commissioners. 

The CHA reserves the right to reject any and all proposals for any reason at its sole discretion. 

ATTACHMENTS 

1. Attachment I - Submission Cover 

2. Attachment II - Form HUD-5369-C, Certifications and Representations of Offerors, Non-

Construction Contract 

3. Attachment III - Form HUD-50071, Certification of Payments to Influence Federal Transactions 

4. Attachment IV - Evidence of Ability to Perform Statement of Work 

5. Attachment V – Instructions to Offerors, Non-Construction, HUD 5369-B 

6. Attachment VI – General Conditions for Non-Construction Contracts, HUD 5370-C 

7. Attachment VII – Legal Services Engagement Letter 
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ATTACHMENT I 

Submission Cover 
 
 

Instructions: The items listed below must be completed and included in the proposal submittal. Please 
complete this form by making an “X,” where provided (“Item Included” column), to verify that the 
referenced completed form or information has been included with the hard copy submittal. Complete the 
Primary Point of Contact and Respondent’s Statement as noted below: 
 

 

Item 
Included 

Submittal Items 
(One original and three hard copies) 

 

 Submission Cover (Attachment I) 

 Form HUD-5369-C (Attachment II) 

 Form HUD-50071 (Attachment III) 

 Evidence of Ability to Perform Statement of Work 
(Attachment IV) 

 Proposed Fees (Described on Page 7) 

 Client Information (Described on Page 7) 

 Other Information (optional) 

 
 

Primary Point of Contact 
 
 
 
Name    Phone Number  E-mail Address 
 
 
Respondent’s Statement 
 
The undersigned respondent hereby states that by completing and submitting this Form and all other 
documents within this proposal submittal, he/she is verifying that all information provided herein is, to the 
best of his/her knowledge, true and accurate, and that if CHA discovers any information entered herein to 
be false, such shall entitle CHA to cancel any award with the undersigned party. Further, by completing 
and submitting the proposal, the undersigned is hereby agreeing to abide by all terms and conditions 
pertaining to this RFP as issued by CHA. 
 
 
 
 
Signature   Date  Printed Name   Company 
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ATTACHMENT II 
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ATTACHMENT III 
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ATTACHMENT IV 

Evidence of Ability to Perform Statement of Work 
 

 
 
Please respond to the following: 
 
 
1. Describe and/or provide reasonable evidence of the firm’s professional/technical competence and 
experience as it relates to the Statement of Work. 
 
2. Describe your definition of customer service and timely response. Provide reasonable evidence of the 
firm’s capability to provide professional legal service in a timely manner. 
 
3. Describe and/or provide reasonable evidence of the firm’s past performance in terms of cost control, 
quality control, and compliance with performance schedule. 
 
4. Describe and/or provide reasonable evidence of the firm’s knowledge and experience as described in 
the Statement of Work. 
 
5. If not from the local area, please describe your plan to operate efficiently to provide the required 
professional legal services in the court and area. 
 
6. Describe your best efforts to subcontract and employ Section 3 and minority business enterprises 
and/or women business enterprises with your firm/practice. 
 
7. Provide profiles/resumes of firm’s principals, staff, and facilities.  
 
8. Provide confirmation that staff undertaking the work is properly licensed to practice law in the State of 
Wyoming. 
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ATTACHMENT V 
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ATTACHMENT VI 
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ATTACHMENT VII 
 

LEGAL SERVICES CONTRACT PROTOCOL 

 

The Department urges inclusion of the following provisions into all legal services contracts executed 

and/or administered by Public Housing Agencies, unless no federally provided funds will be used to 

administer the contract. 

 

*     *     *     * 

 

ADDENDUM TO ENGAGEMENT AGREEMENT 

 

1. The Cheyenne Housing Authority (PHA) and [name of legal service firm] (LSF) engaged to provide 

professional legal services to the PHA in connection with the Statement of Work and agree that the 

provisions of this Addendum to the Engagement Agreement are hereby incorporated into PHA and 

LSF's engagement agreement as if they had been set forth at length therein. 

 

2. During the pendency of the legal services engagement, LSF shall not, without HUD approval, represent 

any officer or employee of PHA, in her/his individual capacity, in connection with potential civil 

liability or criminal conduct issues related to PHA operations. 

 

3. LSF has an obligation not to, and shall not, interfere with, disrupt, or inappropriately delay or hinder 

any authorized monitoring, review, audit, or investigative activity of HUD (including the Office of 

Inspector General), the General Accounting Office (GAO), or the officers and employees of HUD and 

GAO. Any and all representation by LSF cannot be inconsistent with the foregoing obligation. 

Specifically, LSF shall not deny access to HUD, GAO, or the officers and employees of HUD and 

GAO, to PHA records in response to document demands by HUD, GAO, or the officers and employees 

of HUD and GAO, notwithstanding possible discovery privileges that would otherwise be available to 

PHA. HUD requires public housing agencies to provide HUD, GAO, or the officers and agents of 

HUD and GAO, with "full and free" access to all their books, documents, papers and records. See 24 

CFR. §85.42(e)(1). 

 

4. PHA and LSF shall make available for inspection and copying, by HUD (including the Office of 

Inspector General), GAO, and the officers and employees of HUD and GAO, all invoices, detailed 

billing statements, and evidence of payment thereof relating to LSF's engagement. Such records 

constitute "PHA records" and are subject to section 3, above. 

 

5. If HUD or PHA determines that LSF is violating any provision of this Addendum to the Engagement 

Agreement, it shall timely notify LSF of such violation. LSF will have 48 hours following its receipt of 

the notice of violation to cease and desist from further violation of the addendum. If LSF fails to 

adequately cure the noticed violation within 48 hours: (A) HUD, in its discretion, may demand that 

PHA terminate the professional legal services engagement for breach, or, henceforth, satisfy all costs 

associated with the engagement with non-Federal funds; and/or (B) PHA, in its discretion, may 

terminate the professional legal services engagement for breach. Additionally, HUD may sanction LSF 

pursuant to 24 CFR. Part 24. 
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6. Should any part, term, or provision of this Addendum to the Engagement Agreement be declared or 

determined by any court of competent jurisdiction to be illegal or invalid, the validity of the remaining 

parts, terms, and provisions shall not be affected. 

 

 

Date: [Enter date] 

 

 

_____________________________   ______________________________ 

Gregory E. Hancock      [Enter name of LSF key partner] 

 

 

Regional Counsel shall not concur in any proposal to utilize project or program funds to pay the costs of 

litigation against the United States or any department or agency thereof 
 


