[image: ]Request for Proposals (RFP) 2026-
Project and Grant Management Services
Page 36 of 36
APPENDIX A: Scope of Services
Request For Proposal No. XXXX
Project and Grant Management Services
I. Background 
a. Introduction
The Solid Waste Management Authority (the “Authority”) is responsible for administering a portfolio of federally funded projects associated with damages to landfills and other caused by Hurricane María (FEMA-DR-4339-PR). These seven (7) projects involve a different level of complexity, as they are currently in different stages of implementation, including project formulation, procurement, design, environmental review, permitting, construction, reimbursement, monitoring, and closeout.
Table 1: Solid Waste Management Authority Category E – Buildings and Equipment projects
	Project Worksheet 
(PW) No.
	Project Number
	Project Name

	10923
	49137
	SWA – Cruz A. Matos Building

	9898
	95359
	Toa Baja the Agency Facilities

	10243
	95360
	SWA San Juan Transfer Station

	9971
	95361
	SWA Arecibo Composting Plant

	9607
	95362
	Guayanilla the Agency Building

	9708
	95364
	Aguadilla the Agency Facilities

	10065
	95365
	Lares the Agency Facilities



To support the administration and successful execution of these projects, the Authority requires professional Project and Grant Management Services from qualified and responsible firms with demonstrated experience in federally funded projects. 
The services contemplated under this Scope of Services are intended to support the Authority's efforts to advance projects in a timely and compliant manner, maintain adequate documentation, monitor project performance, support reimbursement activities, and facilitate coordination among municipal personnel, contractors, consultants, funding agencies, and oversight entities.
The selected Proponent shall possess experience with applicable federal requirements, including but not limited to 2 C.F.R. Part 200, FEMA Public Assistance (“PA”) Program requirements, FEMA Hazard Mitigation Grant (“HMGP”) Assistance requirements, HUD Community Development Block Grant programs, environmental and historic preservation requirements, federal procurement standards, and other applicable laws, regulations, policies, and guidance governing federally funded projects.
The services described herein represent the anticipated scope of work. The Authority reserves the right to assign individual tasks, projects, or programs on an as-needed basis throughout the term of the resulting contract.
b. Purpose 
The Authority seeks to award one or more contracts to qualified and responsible firm(s) to provide Disaster Recovery Services, including Project Management and Grant Management Services for federally funded projects and programs. These services are intended to support the Authority’s recovery efforts and ensure full compliance with all applicable federal, state, and local requirements. 
This Scope of Services (“SOW”) establishes the services that may be required from the Proponent(s). Overall, the Authority expects the Proponent(s) to provide technical, administrative, financial, and compliance support services, including project management, grant administration, procurement support, project controls, reimbursement support, records management, and other related services necessary to assist the Authority in the execution of its federally funded initiatives. The Proponent shall also serve as liaison between the Authority and contractors, subcontractors and federal awarding agencies, assisting with the coordination and communication. 
Moreover, the Proponent shall perform the services described herein in accordance with applicable federal, state, and local requirements and shall assist the Authority in maintaining compliance with all funding conditions and program requirements.
The Authority reserves the right to evaluate and award the services in the manner that best meets its operational, technical, and programmatic needs. 
II. Scope of Services
a. General Description 
This Scope of Services (“SOW”) is divided into two (2) main services:
1. Project Management Services; and 
2. Grant Management Services. 
The Authority expects, at a minimum, the Proponent to: 
· Demonstrate extensive experience in providing strategic, technical, and operational support for FEMA PA and HMGP project development, monitoring, compliance and closeout. Proponents shall be prepared to support all phases of the disaster recovery lifecycle, from project formulation to construction monitoring and final closeout, and deliver services in alignment with all applicable federal and local regulations, policies and procedures. 
· Demonstrate experience in all aspects of federal grant claim review procedures. Consideration will be given to Proponents who have prior experience managing federally funded projects, as well managing federal grants and disaster recovery programs, including projects funded by FEMA, HUD, CDBG programs, HMGP programs, and other federal funding sources. 
· Demonstrate knowledge of and experience with 2 C.F.R. Part 200, the Robert T. Stafford Disaster Relief and Emergency Assistance Act, 44 C.F.R., HUD regulations, federal procurement requirements, environmental and historic preservation requirements, and other applicable laws, regulations, policies, and guidance governing federal financial assistance.
· Provide technical expertise, management support, and administrative resources necessary to assist the Authority throughout project completion, from project development and procurement through construction, grant administration, compliance monitoring, reimbursement, and closeout. 
· Facilitate with municipal personnel, funding agencies, contractors, design professionals, regulatory agencies, and other stakeholders to advance projects efficiently, maintain compliance, and maximize the use of available federal funding.	
Services may be required during any phase of project delivery, including project planning, procurement, environmental review, permitting, design, construction, grant administration, reimbursement, monitoring, reporting, and closeout. 
The Proponent must furnish all labor, key personnel, equipment, software and technical expertise necessary to perform the required services. 
b. Project Management Services
The Proponent must provide project-level  Project Management Services in support of federally funded projects, when such services are directly tied to the execution of a specific FEMA-approved PW, project, site, scope of work, design, construction contract, or eligible project deliverable These services may include  project formulation, procurement support, implementation coordination, construction monitoring, project documentation, and project completion activities, provided they are necessary to deliver the approved project scope and are tracked by project number, task, deliverable, and time record.
The Proponent shall ensure full compliance with 2 CFR Part 200, the FEMA Public Assistance Program and Policy Guide (“PAPPG”), and all applicable federal, state, and local requirements, with an emphasis on eligibility, documentation, cost reasonableness, and audit readiness.


These services include, but are not limited to: 
1. Planning and Coordination 
a. Develop project implementation plans, recovery strategies, and detailed work plans to support timely execution.
b. Establish and maintain project schedules, key milestones, and critical path activities.
c. Coordinate project activities among municipal departments, consultants, contractors, funding entities, and regulatory agencies.
d. Assist during project meetings and ensure effective stakeholder engagement and communication.
e. Maintain project tracking systems, including schedules, status reports, and action item logs.
f. Prepare and maintain project dashboards and executive-level reports to monitor progress, risks, and performance. 
g. Serve as liaison between the Authority, Contractors, COR3, and federal awarding agencies throughout the project execution.
h. Facilitate periodic coordination for technical meetings and maintain open communication with all stakeholders
i. Manage scope changes
2. Procurement: 
a. Assist with acquisition and procurement strategies. 
b. Develop Requests for Proposals (“RFPs”), Requests for Qualifications (“RFQs”), Invitations for Bids (“IFBs”), and other solicitation documents in compliance with federal funding requirements. 
c. Support with cost and price analyses, independent cost estimates, and procurement compliance reviews. 
d. Support the Authority’s Action Board during procurement procedures, including but not limited to request for clarifications, evaluations, and contract administration.	
e. Monitor compliance with applicable federal, state, and local requirements. 
f. Assist with record retention. 
3. Additional Management Tasks: 
The Contractor shall be expected to: 
a. Collaborate with the Authority’s Contractors and/or subcontractors to support technical studies and design development.
b. Ensure all work aligns with FEMA’s guidelines, approved standards, and regulatory requirements.
c. Monitor construction progress and contractor performance.
d. Coordinate inspections, site visits, and progress meetings.
e. Monitor project schedules, budgets, and implementation milestones.
f. Identify project risks and recommend mitigation strategies.
g. Support project acceptance and completion activities.
h.  Oversee Environmental and Historic Preservation (“EHP”) compliance by coordinating permit applications, securing agency approvals, and tracking permit conditions and regulatory obligations. 
i. Support environmental reviews and interagency coordination, while proactively identifying and resolving regulatory issues that may impact project implementation.
j. Develop project dashboards and performance metrics.
k. Monitor project budgets, schedules, and risk factors.
l. Prepare management reports and briefings.
m. Track project performance against established milestones. 
n. Recommend corrective actions when necessary.
o. Provide engineering expertise 
c. Grant Management Services 
The Proponent must provide Grant Management Services in support of the Authority’s administration, compliance, reimbursement, reporting, amendment, and closeout responsibilities for federally funded recovery projects. These services are generally administrative in nature and shall be classified under the applicable Category Z / management cost funding lane when they relate to FEMA grant administration, RFR/RFA/RFCA support, RFIs, funding determinations, award documentation, compliance monitoring, reporting, record retention, audit readiness, subrecipient coordination, time extensions, amendments, improved or alternate project requests, and grant closeout.
Regarding Grant Management Services, the Authority expects the Consultant, without limitation to: 
1. Scope Review:
a. Review obligated Scope of Work.
b. Assess whether the obligated scope accurately reflects the accurate repairs needed for hurricane-related damage.
c. Evaluate discrepancies between the obligated and actual scope, including technical gaps, errors, or omissions, if required.
d. Estimate costs associated with scope corrections and prepare justification for scope amendments to be submitted to FEMA and COR3
e. Coordinate project formulation activities.
f. Help identify mitigation opportunities and additional funding sources. 
g. Review project documentation for consistency with funding requirements.



2. Technical Support:
a. Manage Requests for Reimbursement (“RFRs”), Request for Information(“RFIs”), Requests for Advance (“RFAs”), and Requests for Working Capital Advance (“RFCAs”). 
b. Provide technical assistance developing and/or reviewing cost and price analysis for contracts and/or transactions to justify the cost reasonableness. 
c. Provide support to Authority’s staff and Contractors to ensure that all grant funds are properly accounted for and compliant with federal standards. 
d. Monitor project expenditures against reimbursement activity to ensure that all eligible costs incurred by the Authority are identified, documented, submitted, and actively pursued for reimbursement through the applicable RFR, RFA, RFCA, or other approved funding process.
e. Provide the necessary training to the Authority related to all grant activities.
f. Provide recommendations and technical assistance to maximize the quality of project execution and impact by supporting the administration, management, and development of strategies or ideas. 
g. Provide technical assistance, expert guidance, and recommendations in the following areas:
i. FEMA, HUD, Section 428, Hazard Mitigation measures, and other federal disaster grant and assistance programs. 
3. Grant Overview and Compliance
a. Monitor project obligation activities and funding allocations.
b. Help the Authority with transitioning projects from obligation to implementation.
c. Monitor and manage all RFIs from FEMA and COR3
a. Review funding determinations and award documentation.
b. Reconcile project expenditures, obligations, and reimbursements.
c. Coordinate final closeout reviews with funding agencies. 
d. Assist in resolving outstanding grant issues.
e. Monitor compliance with grant award conditions.
f. Track project expenditures, schedules, obligations, and performance.
g. Prepare requests for time extensions, scope changes, budget revisions, improved projects, alternate projects, and other amendments.
h. Monitor amendment approvals and implementation.
i. Monitor compliance with federal, state, and local requirements.
j. Maintain grant administration files and records.
k. Prepare and manage Quarterly Progress Report (QPRs), and any other monthly, quarterly, annual, and special reports.
l. Track reporting deadlines and compliance requirements.
m. Support monitoring visits and compliance reviews.
n. Develop corrective action plans when necessary. 

4. Reimbursement and Financial Management
a. Prepare reimbursement requests and supporting documentation.
b. Review costs for eligibility and compliance.
c. Monitor expenditures, obligations, and funding balances.
d. Support financial reconciliation and reporting activities.
e. Track cost share requirements and funding utilization.
5. Closeout 
a. Reconcile project expenditures, obligations, and reimbursements.
b. Verify compliance with all grant requirements and award conditions.
c. Prepare and submit grant closeout documentation.
d. Coordinate final closeout reviews with funding agencies.
e. Assist in resolving outstanding grant issues.
d. Experience
The Proponent shall demonstrate substantial experience and expertise in providing strategic advisory services. All proposed personnel must possess working knowledge of and familiarity with applicable federal statutes and regulations governing disaster recovery programs, including the Stafford Act, 44 C.F.R., and 2 C.F.R. 
All services shall be performed under the direction and oversight of the Authority’s duly designated representatives. The Proponent shall ensure compliance with all applicable ethical requirements, including any restrictions imposed by Act No. 1-2012, the Puerto Rico Government Ethics Act of 2012, particularly as they relate to the engagement of former Authority employees, whether as direct staff or subcontractors. 
The Proponent shall provide sufficient information regarding its organization to enable the Authority to evaluate its capacity and qualifications to perform the services described herein. 
e. Key Personnel
The Proponent must provide one (1) Project Manager and/or one (1) Grant Manager with sufficient qualifications, experience, and capacity to successfully perform the services described herein.
The Proponent shall identify key personnel proposed for this SOW and provide resumes, licenses, certifications, and relevant experience demonstrating qualifications for their proposed roles.
At a minimum, the Proponent shall demonstrate the ability to provide one (1) Project Manager and one (1) Grant Manager with expertise in the following areas:
1. Management, which may include:
a. Project Manager
b. Grant Manager
2. Technical and Engineering, which may include: 
a. Subject Matter Expert (Licensed Professional Engineer)
b. Senior Field Specialist (Engineer and/or Architect)
c. Junior Field Specialist (Engineer and/or Architect)
d.  GIS Analyst
3. Federal Funding, which may include: 
a. Procurement and Compliance Specialists
b. Compliance Specialists with knowledge in HMGP, PA, and CDBG, among other federal funding agencies. 
c. Contract Administrators.
4. Invoice, which may include:
a. Invoicing Specialists
b. Finance Specialists
5. Reporting, which may include: 
a. Data Analysts. 
The Proponent shall serve as the Authority's primary point of contact and shall be responsible for overall contract administration, quality control, staffing coordination, reporting, and communication with the Authority.	

The Authority reserves the right to request additional personnel or specialized expertise as necessary to support project implementation, grant administration, environmental compliance, permitting, auditing, procurement compliance, cost estimating, scheduling, and other specialized services.	
f. Qualifications of Key Personnel
The Proponent must provide detailed information demonstrating the experience and qualifications of its principals, key personnel, and assigned staff, including, at a minimum, relevant educational degrees, professional certifications, licenses, and years of applicable experience. 
Additionally, the Proponent must clearly identify all individuals currently employed by the Proponent who are proposed to serve as Key Personnel, as well as any personnel provided by subcontractors. The Proponent shall further demonstrate that all proposed personnel, including subcontractor staff, possess the requisite expertise, qualifications, and experience necessary to effectively perform and successfully implement the required tasks and services under the Contract. Such information shall include the submission of curricula vitae (CVs) or resumes for all proposed Key Personnel, evidence of their relevant qualifications, credentials, and experience as required. All CVs/resumes may be submitted as an appendix and shall not be counted toward the proposal’s page limitation.
g. Service Commencement
The Consultant shall be prepared to commence services upon issuance of a Task Order. 
h. Milestones
The Proponent must provide a representative Schedule demonstrating a comparable phased approach to the Project. The schedule shall clearly delineate each phase and identify associated key milestone dates.
i. Task Orders
The Consultant shall perform services only upon issuance of a written Task Order by the Authority. Each Task Order shall define the scope of work, period of performance, and funding limitations, and shall serve as the sole authorization to proceed.
The Authority may, at its sole discretion, issue Task Orders on an as-needed basis for specific projects or program support activities, including training services to enhance the Authority’s internal capacity. Prior to issuance, each Task Order shall be subject to scope definition, cost estimation, and mutual agreement.
Compensation shall be established for each Task Order based on the level of effort, time, materials, and resources required, in accordance with applicable federal requirements, state and local regulations.
The Consultant shall maintain and provide sufficient documentation to demonstrate that all costs incurred are reasonable, necessary, and allocable, and comply with applicable federal, state, and local regulations, including applicable federal funding programs requirements. Such documentation shall support reimbursement, audit, and monitoring activities.
j. Deliverables
Deliverables shall include, without limitation, all reports, analyses, plans, schedules, presentations, meeting materials, templates, data sets, recommendations, and any other work products prepared by the Consultant in connection with the performance of the Services and any resulting Task Orders.
Each deliverable shall contain sufficient detail to support its purpose, including, as applicable, underlying assumptions, methodologies, analyses, findings, and recommendations. All deliverables must clearly identify the personnel responsible for their preparation.
Deliverables shall be submitted in both editable and non-editable electronic formats, including, but not limited to, Microsoft Word, Excel, PowerPoint, and Adobe PDF, or in such other formats as may be approved by the Authority.
Deliverables may include, but are not limited to, the following:
· Project management plans, schedules, and budget tracking tools
· Grant administration, compliance, and reimbursement support documentation
· Progress reports, status updates, and performance metrics
· Procurement support documents and contract administration records
· Assessments, analyses, findings, and recommendations
· Corrective action plans and compliance support documentation
· Templates, databases, dashboards, and reporting tools
· Monthly, quarterly, and ad hoc reports required by the Authority or applicable funding agencies
The Consultant shall certify the accuracy, completeness, and reliability of all deliverables submitted. All deliverables and work products developed under this Contract shall be deemed works made for hire and shall become the exclusive property of the Authority. Deliverables shall be deemed complete only upon acceptance by the Authority. 
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