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A. SUMMARY 
The City of De Pere seeks proposals from qualified planning individuals or project teams to prepare a 
comprehensive housing study and action plan to help elected officials, City staff, stakeholders, and community 
members develop a meaningful sense of the housing market, as well as an understanding of key housing issues, 
and how they affect the City of De Pere. The study and action plan are intended to offer community leaders and 
stakeholders a basis for formulating community-specific housing priorities, policy alternatives and intervention 
strategies, including land use and zoning decisions. The study should help guide decisions related to the allocation 
of public funds and other resources. 
 
The process must include updated background information and demographics from the 2020 census information. 
Furthermore, the Plan should be streamlined to a public-friendly and usable document. To that end, the format of 
the document should be modernized and formatted to utilize modern tables and graphics to the greatest extent 
possible. 
 
Both the housing study and action plan shall be referenced collectively as “Plans” throughout this RFP. 

B. COMMUNITY OVERVIEW 
The 25,353 people, who call the City of De Pere, 
Wisconsin home, know that the community provides a 
high quality of life in the Greater Green Bay 
metropolitan area. The city has two excellent school 
districts, an urban private college, a dynamic 
downtown, successful business parks and safe 
neighborhoods served by ample parks and natural 
areas have resulted in considerable loyalty and 
community pride among residents. 
 
The residences, businesses, and commercial areas are connected by a transportation and green space network 
that accommodates cars, bikes, and pedestrians. The beautiful Fox River is the focal point of the City Center, and 
the Claude Allouez Bridge unites the two sides of our dynamic downtown. Whether you are on the east side or 
west side, historic buildings thoughtfully blend with new redevelopment to provide a mix of housing, employment, 
shopping, dining, and entertainment. 

C. SCOPE OF WORK 
The City of De Pere anticipates a scope like the following. These are general requirements for the planning process 
and are not intended to be a comprehensive list of tasks and deliverables. It is expected that project teams will 
provide the City with more specific recommendations for approaches, tasks, and deliverables based on their 
expertise from past work on housing study and action plan projects. 

Required Elements: 

a. Demographic review and projections with special attention to poverty, homelessness, sensitive 
populations, disabled, etc. and identify any concentrated areas of poverty about developing fair housing 
policies. 

b. Inventory of existing housing stock. 

c. Housing needs analysis and prioritization. 

d. Summary of results from focus groups, surveys, and interviews with stakeholders and City Staff. 

e. Project Recommendations: 

• Zoning Ordinance Revisions. 
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• Comprehensive Plan Revisions. 

• Housing Assistance Programs. 

• Housing Related Investments. 

• Marketing Efforts 

• Project Recommendations: 

f. Comparative analysis of the cost of development in De Pere vs our neighboring communities.  

g. Case studies and examples of innovative housing programs in similarly situated communities. 

Document design features: 

a. The Housing Study and Action Plan needs to be easy to navigate and translate by City Staff and the public. 

b. Text that is supported and enhanced with charts, graphics, images, and photos is needed. A graphic rich 
document is of utmost importance. 

c. The document needs to be colorful. 

d. The document needs to function online on the City webpage. 

e. Maps and graphics need to link directly to document subsections that the maps or graphics represent. 

f. A clear, concise, and well-defined document layout is desired. 

General Questions that the Plans should Answer: 

a. Building off the data in the housing chapter of the 2010 Comprehensive Plan Update and the 2020 Green 
Bay Housing Market Study, how will future economic, employment, and population growth impact 
housing demand, especially when it comes to sensitive populations and workforce housing needs? 

b. Based on market information, what are the current, 5-year, and 10-year housing needs in our City? Where 
do  gaps exist in terms of housing types and price ranges? Where should the needed housing types be 
located? 

c. Does the City have the right balance between owner-occupied and rental housing? What strategies are 
needed to improve the balance? 

d. What are the City’s strategic options for promoting and attracting market rate developers and affordable 
housing developments, especially those willing to build speculative homes? 

e. What are the housing demand shortfalls? 

f. How are workforce and sensitive population housing needs impacted by price and community livability? 
What steps are needed to remedy that? 

g. What strategies and programs does the City need to provide for the development and redevelopment of 
needed housing within the community? How should the community maximize the use of limited public 
funds to support the potential housing market? 

h. How can community partners (e.g., major employers, hospital, school district) support the City as the 
community of choice, and the preferred location for employees to live? How can community partners 
support the development of quality housing or rehabilitation of existing housing? 

i. Does the Zoning Ordinance allow for the recommended strategies? If not, what needs to change? 

Specific Project Focuses: 

a. Help the city identify concepts for creative, realistic, and impactful low-income housing projects (e.g., 

going beyond the idea of backyard cottages for low-income seniors). Concepts may include but are not 

limited to Identify any successful models for rent-to-own programs or policies. 
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b. Include exploration of private philanthropy models, community development, financial institutions, use of 
bonds, and low-interest loan options. 

c. Identify existing or potential down payment assistance programs for first-time home buyers and low-
income households that could be available in the City. Assess the value and limits of these programs in the 
current market, along with opportunities to pair them with affordable homeownership programs that 
may be implemented by the City and partners. 

d. Include options for a City program to help convert underutilized and older housing developments into 
affordable housing projects under a land trust, cooperative model, or redevelopment. 

e. Include strategies to target existing regional partners that qualify low-income prospective homebuyers for 
ownership, such as credit counseling, debt repair, and financial literacy. 

f. Include feasibility and support needed for an effective Tenant Opportunity to Purchase program or 
regulation, Right of First Refusal, notice of sale of low-income housing, or similar policies. 

g. Identify other communities that are doing well in similar endeavors and creating meaningful impacts. 

Project process and Support Information: 

a. Project Management: Project Management includes effective coordination with staff, representative 
committees, and the Common Council. Consultant shall conduct an initial project management team 
meeting with City Staff and prepare a project process roadmap that that will guide the project 
management team and lists the project phases, schedule of events/activities, and products on a timeline 
and assigns roles and responsibilities for each task. Project management tasks shall include at a minimum 
the following: 

• Conduct an initial project management team meeting to create a shared understanding of the 
project purpose, process, and schedule between the project team and City Staff. 

• Conduct an initial stakeholder analysis by identifying key stakeholders, their issues, levels of 
involvement, and strategies for outreach. 

• Prepare the necessary draft project management materials. 

a) Assessment: Assessment includes conducting an initial review of the existing community 
planning reports and studies. Links to the City website for documents and GIS are provided in the 
below list of plans and ordinances: 

• Housing and Housing Affordability Reports 

• Zoning Ordinance 

• 2010 Comprehensive Plan 

• Downtown Master Plan (2010) 

• Cultural District Master Plan (2018) 

• Historic Districts, Structures, Sites (GIS Historic Layer) 

a. Public Engagement: The City of De Pere values the participation of citizens in every stage of the 
decision-making process. Participation of citizens, landowners, business owners, appointed and 
elected officials, and other stakeholders throughout the community is paramount to the success 
of the Housing Study and Action Plan; therefore, the City will look for a project team that has 
facilitation skills. 

b. Staff Support: The City has several staff members with significant experience in public 
engagement and expects to participate in the engagement process. The selected project team 
will be responsible for working with City Staff to prepare the framework for the most impactful 

https://www.deperewi.gov/egov/apps/document/center.egov?view=item&id=6729
https://www.deperewi.gov/department/photos/index.php?structureid=124
https://www.deperewi.gov/egov/documents/1378480246_313.pdf
https://www.deperewi.gov/egov/docs/1283458630_925689.pdf
https://www.deperewi.gov/egov/apps/document/center.egov?view=detail&id=5680
https://depere.maps.arcgis.com/apps/webappviewer/index.html?id=203d2a7fc9ef43f3b293888fff43cd97
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ways to obtain public participation. The project team will be responsible for organizing and then 
co-leading public events with City Staff. 

D. DELIVERABLES 
All items delivered as part of this project shall be the sole property of the City of De Pere. The consultant 
shall be responsible for the submittal and execution of the following: 

a. Progress Reports and Research: The consultant shall be responsible for submitting monthly 
progress reports and research information relative to the project. The consultant shall clearly 
communicate how the document may differ from Wisconsin regulations, Zoning Ordinance 
regulations, and other County and City documents. 

b. Draft Document and Maps: Copies of the draft documents are required during the development 
stages of the project for review, presentation, and use by the Plan Commission and City Staff. 

c. Meetings: The consultant will be responsible for meeting with City Staff, Plan Commission, and 
Common Council for document reviews and approvals. The consultant will also meet with City 
Staff as the project develops on a regular basis. The number and frequency of the meetings will 
be determined in consultation with all parties before the project begins. The purpose of the 
meetings will be to establish objectives, discuss alternatives, provide direction, and review 
progress. 

d. Final Work Products: The final Comprehensive Housing Study and Action Plan must be provided 
in both print and electronic format compatible with the City website. Easy-to-use and editable 
charts, checklists, graphics, and images/photos within the document are required. The 
consultant shall provide the following specific ordinance products: 

• One (1) electronic Microsoft Word version and PDF version of the document, in a format 
that can be edited by the City Staff. 

• A copy of the map data that is compatible with the City’s GIS System, in a format that can 
be edited by the City Staff. 

• A digital version/shape files of maps with the individual parcel level for use in and 
compatible with the City’s Geographic Information System, which uses ESRI platform and 
can be edited by the City Staff. 

E. SUBMITTAL QUESTIONS 
All questions shall be submitted in written form to the contact information provided in Section E by Friday, June 
16, 2023. Answers will be provided via the City website as a part of addenda to the RFP as they become available. 
Multiple addenda may be released. 

F. SUBMISSION REQUIREMENTS 
Respondent shall submit one (1) complete original hard copy proposals and one (1) electronic copy in PDF format 
on USB Flash Drive of the entire proposal in a sealed package with the project name, “De Pere 2023 
Comprehensive Housing Study and Action Plan” marked on the front of the package. To be considered, proposals 
must be received no later than 4:00 PM, Central Time, July 31, 2023, and delivered to: 

Peter Schleinz, Senior Planner | Zoning Administrator 
City of De Pere 

335 S. Broadway 
De Pere, WI 54115 
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Proposals received after the deadline will not be accepted. Faxed or emailed proposals will not be accepted. 
Postmarks before the deadline are not sufficient for acceptance. The City will not be responsible for any errors or 
omissions in the proposals or any delivery delays. 

Proposals should include the following information, presented in a clear, comprehensive, and concise manner, to 
illustrate the project teams’ capabilities and technical approach to the work. Each proposal must include the 
following information, in order as shown below: 

a. Title Page and/or Cover Letter. Show the proposal title, the name of the organization, address, telephone 
number(s), email address, name of the primary contact person, the date, and other relevant company 
information. Provide the name(s) of the person(s) authorized to make representations for your team, 
their title(s), address, email address, and telephone number(s). Include a list of contact information for 
any proposed sub‐consultants and the work they will perform. 

b. Statement of Qualifications. Brief introduction of the Project Team organization. Summary of your 
understanding of the project and why your team is best suited to complete the scope of work. 

c. Key Staff. Identify the designated project manager or primary contact and key supporting staff. Include 
resumes for each of the individuals and identify any sub‐consultants. 

d. Experience and Examples. Describe your team’s experience in the required areas of expertise, and its 
ability to provide the needed services for the City. Include at least three examples in the last five years. 
List a minimum of three references related to similar work; references matching the three examples are 
preferred but not required. The focus of provided examples should be on work performed by the key staff 
members involved in the project. 

e. Scope and Approach. State the services your team is proposing to provide. Describe the process and 
timeline that would be utilized to complete the project. 

f. Schedule. Illustrate the Scope and Approach including a breakdown of tasks, timeline, meetings, 
deliverables, and task responsibility. 

g. Cost. Provide a fee to complete the project. 

Failure to complete the above documentation may be grounds to declare an RFP non‐responsive and the City 
may reject the statement of qualifications in whole or in part. 

G. EVALUATION CRITERIA 
Proposals will be evaluated based on the overall approach, team experience and qualifications, budget, 
organizational structure, methodology, schedule and fit with the City of De Pere. Proposals will be evaluated 
according to the following: 

a. Project approach and scope. (20 points). 

b. Qualifications of the project team and individual members. Particular attention will be given to the 

experience and the demonstrated ability of the project manager to complete all project tasks. (20 points). 

c. Project Team experience and examples (20 points). 

d. Understanding of required project work. (20 points). 

e. Project cost. (15 points). 

f. Quality of the proposal design. (5 points) 

H. SELECTION PROCESS 
The Project Team selection process will involve the following primary steps. 
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a. Proposal Review. The proposal review will be based on a comparative assessment and scoring of each 
document in accordance with the Evaluation Criteria. The City will then select one or more finalist Project 
Teams to advance in the selection process. During the evaluation process, the City reserves the right, 
where it may serve the City’s best interest, to request additional information or clarification from 
proposing teams, or to allow corrections of errors or omissions. The City reserves the right to verify any 
information contained in proposals. 

b. Interviews. The City will determine whether interviews are needed, or it may select based on the 
proposals alone. If determined necessary by the City, the finalist teams will be requested to present their 
experience, proposed approaches, and personnel in an interview to members of the City’s selection team 
and/or City Council. (Further interview instructions will be provided to the selected finalist team(s).) The 
City will then review the presentation(s) and select a team to advance in the process. 

c. Steering Committee and Plan Commission Review. Based on the results of the selection process, the City’s 
selection team will recommend to the Plan Commission and the Common Council for approval. The final 
contract must also be approved by the Common Council. 

d. Award of Contract. The City will enter negotiations with a team based on the City’s selection team 
recommendations. Negotiations will be conducted beginning with the team ranked first. If a contract that 
is satisfactory and advantageous to the City can be negotiated at a price considered fair and reasonable, 
the award will be made to that team. Otherwise, negotiations with the team ranked first will be formally 
terminated and negotiations conducted with the team ranked second, and so on until a contract can be 
negotiated at a fair and reasonable price. The City reserves the right to reject any and all proposals 
submitted. 

I. BUDGET 
The City has budgeted $50,000 for this project. This funding is considered sufficient to accomplish the defined 
scope with assistance from the City in engagement and mapping. Proposals should provide a work plan that best 
meets the above objectives and scope including all travel and incurred costs. The proposal should also illustrate 
additional items that could be out of budget but feel would be a benefit to the project. 

J. TENTATIVE TIMELINE 
RFP Distribution:     June 30, 2023 
Questions Due:    July 21, 2023 
City Responses Due:   July 26, 2023 
Submittal Deadline (4:00 PM CT):  July 31, 2023 
City Review of Responses:   August 1-4, 2023 
Interviews (if necessary):   August 10-14, 2023 
Consultant Completes Project:  November 15, 2023 

K. MISCELLANEOUS AND GENERAL PROVISIONS 
a. Non-Discrimination Statement: The City of De Pere does not discriminate based on race, color, religion, 

age, marital or veterans' status, sex, national origin, disability, or any other legally protected status in the 
admission or access to, or treatment or employment in, its services, programs, or activities. 

b. Rejection of Proposals: The City reserves the right to reject any or all proposals, to divide responsibilities 
among one or more applicants or firms, to waive formalities, and to select the individual or firm which, in 
the City's sole judgment, can best perform the scope of services required. 

c. Withdrawal of Proposals: the proposer upon submission of a written request may withdraw Proposals. 
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d. Ownership of all data, material, and documentation originated and prepared for the City pursuant to the 
RFP shall belong to the City and be subject to public inspection in accordance with the Freedom of 
Information Act (FOIA). Trade secrets or proprietary information submitted by the Project Team shall not 
be subject to public disclosure under (FOIA) unless otherwise required by law or a court. 

e. The City is not liable for any costs incurred by any Project Team in connection with this RFP or any 
response by any Project Team to this RFP. The expenses incurred by a Project Team in the preparation, 
submission, and presentation of the proposal are the sole responsibility of the Project Team and may not 
be charged to the City, regardless of whether a Project Team’s Proposal is ultimately selected by the City 
for completion of the work detailed in this RFP. 

f. Each Project Team should carefully read and review all such items and should address such items in its 
proposal. However, the final description of the services and/or specifications to be provided to the City 
under this RFP is subject to negotiations with the successful Project Team, and final approval of the City. 

g. The Project Team shall maintain, during the life of the Agreement, public liability, and property damage 
insurance to cover claims for injuries, including accidental death, as well as from claims for property 
damages that may arise from the performance of work under the Agreement. 


