
   

 
COUNTY OF HENRICO 

DEPARTMENT OF FINANCE 
PURCHASING DIVISION 
CONTRACT EXTRACT 
NOTICE OF RENEWAL  

DATE: January 29, 2025 
  

CONTRACT COMMODITY/SERVICE: 
(include contracting entity if cooperative) 

Home Purchase Assistance Program 

  

CONTRACT NUMBER: 2553A 

  

COMMODITY CODE: 918.63 

  

CONTRACT PERIOD: October 1, 2024 through September 30, 2025 

RENEWAL OPTIONS: Eight one-year renewal options through 2033 

USER DEPARTMENT: Community Revitalization 

Contact Name: Cara Kaufman 

Phone Number: 804.501.7612 

Email Address: kau006@henrico.gov 

HENRICO COOPERATIVE TERMS 
INCLUDED: 
 

 
Yes 

SUPPLIER:                                                Name: Housing Opportunities Made Equal of Virginia, Inc. 

Address: 626 East Broad Street, Suite 400 

City, State: Richmond, VA 23219 

Contact Name: Thomas Okuda Fitzpatrick 

Phone Number: 804.354.0641 

Email address: tfitzpatrick@homeofva.org 

ORACLE SUPPLIER NUMBER: 24755 

  

BUSINESS CATEGORY: Small Business 

PAYMENT TERMS: Net 45 

  

DELIVERY: As Requested 

  

FOB:  Destination 

  

BUYER:                                                     Name: Oscar Knott 

Title: Purchasing Director 

Phone: 804.501.5649 

Email: kno008@henrico.gov 
 
This contract is the result of a competitive solicitation issued by the Department of Finance, Purchasing Division. A 
requisition must be generated for all purchases made against this contract and the requisition must reference the contract 
number. 
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I. INTRODUCTION 

A. Purpose 

The intent and purpose of this Request for Proposal (“RFP”), and the resulting contract, is to 

obtain services from a qualified firm to administer a Home Purchase Assistance Program, 

including but not limited to the administration of a downpayment and closing costs assistance 

program for qualifying employees of the County of Henrico, Virginia, Henrico County Public 

Schools (“HCPS”), and Henrico County, Virginia constitutional officers, collectively referred 

to as “County Employee(s)”, in accordance with the Scope of Services section of the 

solicitation. 

 

B. Background 

The housing market in the United States has experienced a drastic increase in average sale 

prices. In Henrico County, Virginia, the median home sale price rose from $240,000 in 2017 

to $360,000 in 2022. This dramatic change in average sale price was not matched equally 

with the change in County Employee salaries over the same period of time. This makes 

homeownership especially difficult for many County Employees. In addition, the average rent 

increased 28% from 2021 to 2022. At this time, there are no indicators that pricing will come 

down for homebuyers or renters in the near future. By providing incentives for renters to 

become homeowners, the number of rental units available to the community will increase and 

the number of homeowners will continue to grow.  

 

It is the desire of the County of Henrico, Virginia (the “County”) to attract quality County 

Employees as well as incentivize existing County Employees to stay, by offering a five-year 

forgivable loan to first-time, qualified County Employees to purchase a home.  It is the 

expectation of the County that the Home Purchase Assistance Program will be implemented by 

an external agency with experience managing first-time homebuyer financing. 

 

The County is seeking offerors with experience in administering downpayment and closing 

costs assistance program in the form of homebuyer education, needs assessment, identifying 

housing options, implementing housing assistance programs and follow up. The County’s 

Department of Community Revitalization (“DCR”) is responsible for administering the 

program for the County. 

 

II. SCOPE OF SERVICES 

A. General Requirements 

The Successful Offeror shall provide all labor, supervision, materials, equipment, etc. for the 

development, implementation and administration of a home purchase assistance program, 

generally including, but not limited to: 

1. Working with various County departments to market and promote the program to County 

Employees. 

2. Providing at least 8-hours of Housing and Urban Development (“HUD”) certified 

homeownership counseling to eligible County Employees. 

3. Developing a program application and assist County Employees with completing the 

program application. 

4. Reviewing applications to determine if the County Employee is eligible to receive 

assistance under the program. 
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5. Underwriting and approving deferred forgivable loans based on program requirements and 

guidelines. 

6. Disbursing funds for homebuyer’s closing. 

7. Recording deed of trust and deed of trust notes at the Henrico County Court Clerk’s office 

to secure the County’s investment. 

8. Recording Certificates of Satisfaction when an assisted County Employee has satisfied all 

program requirements or paid all outstanding balances. 

9. Providing program status reports to DCR. 

10. Maintaining programmatic and financial records and completing all forms and reports 

necessary to document compliance with all program requirements.  

 

B. Deliverables 

The Successful Offeror shall minimally provide the following deliverables: 

1. Create an application portal for employees to submit program applications. 

The Successful Offeror shall create a web-based application portal for County 

Employees to apply to the program.  The portal must be live on or before the date the 

program is open to County Employees. The portal shall allow County Employees to 

upload all required documentation to verify program eligibility. 

2. Collaborate with the County departments of DCR, Media Relations, Human Resources, 

Finance and HCPS to develop materials and implement a marketing and communications 

plan. 

The Successful Offeror will provide a schedule of activities they will perform to 

educate County Employees about the home purchase assistance program and work 

with the afore mentioned County departments to develop program marketing materials 

in the form of pamphlets, social media messages and a program webpage. 

3. Underwrite and approve deferred forgivable loans to County Employees applying for 

assistance based on program requirements guidelines. 

For each interested County Employee, the Successful Offeror will verify income, 

assets, debt and property details to assure client can be approved for the mortgage and 

the forgivable loan. 

4. Prepare the Deed of Trust and Note and act as trustee on behalf of the County for each 

employee assisted. 

The Successful Offeror will draft a Deed of Trust and Deed of Trust Note and record 

the above referenced documents in the Henrico County Clerk’s Office within 15 days 

of settlement. 

5. Oversee the requisition and disbursement of funds. 

The Successful Offeror will provide forgivable loan funds to the settlement agent for 

qualified County Employees to close on their home.  The Successful Offeror will 

invoice the County the amount of funds provided for each qualified County Employee. 

6. Oversee the recording of all legal documents and maintain these documents in a client file 

for a minimum of five years following the recordation of the Certificate of Satisfaction. 

The Successful Offeror will keep records of all legal documentation regarding each 

assisted County Employee’s proof of eligibility and all loan closing documents on site 

at the Successful Offeror’s primary office.  Records will be available to DCR staff 

upon request. 

7. Prepare and record Certificates of Satisfaction at the end of the forgivable loan period or 

when a previously serviced County Employee pays off the remaining balance before the 
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end of the forgivable load period, at the Henrico County Clerk’s Office within 30 days of 

the end of the forgivable loan period or the loan payoff. 

The Successful Offeror will be responsible for recording a certificate of satisfaction 

for each County Employee that satisfies the terms of the forgivable loan or pays back 

the remaining loan balance. The Successful Offeror will be responsible for recording 

the Certificate of Satisfaction in the Henrico Court Clerk’s Office within 30 days. 

8. Prepare copies of files and reports for DCR for verification of loan closing. 

The Successful Offeror shall submit supporting documentation with all invoices for 

reimbursement to DCR. 

9. Conduct homebuyer education courses either in person or virtually.   

The Successful Offeror must provide at least eight hours of homebuyer education for 

each eligible County Employee taught by a HUD approved counselor. Homebuyer 

education can be provided by the Successful Offeror, or the Successful Offeror may 

partner with a qualified agency to provide this service. Regardless, a certificate of 

completion for each eligible County Employee is required to qualify for the home 

purchase assistance program. 

Where a national health emergency or similar restriction prevents the Successful 

Offeror from directly conducting homebuyer education courses, the Successful Offeror 

is permitted to accept equivalent training provided by other agencies, provided HUD 

homebuyer education requirements are met.  Should this alternative approach be 

necessary, the Successful Offeror shall notify the County of this adjustment. 

10. General loan servicing. 

The Successful Offeror will be responsible for all seen and unforeseen tasks related to 

loan servicing and client care. 

11. Submit to DCR all reports necessary to document program activities and beneficiary data 

on a monthly basis. 

The Successful Offeror will submit a monthly report that includes the progress 

information outlined by DCR no later than the 10th day after the end of each month. 

12. Respond to all County Employee inquiries regarding their loan. 

Once a County Employee is verified as meeting the employment related eligibility 

criteria, all inquiries regarding the program and the homebuying process and/or loan 

documents will be answered by the Successful Offeror. 

13. Verify occupancy annually for previous clients during the forgivable loan period. 

On an annual basis, the Successful Offeror will distribute affidavits to County 

Employees assisted by the program to complete and return within 30 days of the month 

and day the County Employee closed on the home.  The affidavits must ask the County 

Employee to verify that they continue to meet the requirements of the program (i.e., 

living in the home as their primary residence, etc.). 

 

III. COUNTY RESPONSIBILITIES 

The County will designate an individual to act as the County’s representative with respect to the 

work to be performed under this contract.  Such individual shall have the authority to transmit 

instructions, receive information, and interpret and define the County’s policies and decisions with 

respect to the contract.   

 

IV. ANTICIPATED PROCUREMENT SCHEDULE 

The following represents the timeline of the process currently anticipated by the County: 
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