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REQUEST FOR PROPOSALS  
Housing Consultant for Affordable Housing Plan 

West Windsor, Vermont  

October 18, 2024 

Proposals Due on or before November 15, 2024 

 

 

PROJECT DESCRIPTION 
Overview 
The Town of West Windsor seeks to develop a plan to move forward in a smart and diligent manner to 

expand the supply of “affordable housing” within the town. “Affordable” means that the cost of housing 

(rent/mortgage, utilities, taxes and insurance) does not exceed 30% of household income. Affordable 

housing is for all community members, including seniors, families and essential workers (e.g., teachers, 

nurses, firefighters, service workers and tradespeople), and may include different housing solutions 

throughout the Town. The deliverables from this project are a report identifying opportunities, including 

potential locations, for expanding affordable housing in West Windsor and potential housing solutions, a 

summary of considerations and supporting resources, and a community presentation. 

Context and Background  
West Windsor is a small, largely-rural town of approximately 1,100 residents with a traditional Vermont 

village town center (Brownsville). Mount Ascutney is the prominent feature of the landscape. Adjacent to 

the village at the base of Mount Ascutney is a privately-owned hotel with a restaurant, time-share units, 

condominiums and some recreation facilities. The Town owns a large portion of the mountain, most of 

which is conservation land. Ascutney Outdoors, a privately-owned non-profit recreation organization, 

operates a base lodge, mountain bike trails, snow tubing and downhill ski facilities. The remainder of the 

town is field and forest, mostly under private ownership. Much of the field and forest land is in the State’s 

Current Use program. Please refer to Chapter 2. Land Use and Chapter 11. Housing of the 2020 West 

Windsor Town Plan, along with the accompanying Maps 1 through 8. See 

https://westwindsorvt.govoffice2.com/vertical/sites/%7BD8CDCAEE-6783-4071-AE03-

8A27DD92A280%7D/uploads/WW_Town_Plan_-_adopted_091420.pdf under the Zoning and Planning 

Department section of the town website.  

The Town of West Windsor Housing Snapshot (2022) was prepared by the Mount Ascutney Regional 

Commission (see www.marcvt.gov/housing) as part of the 2021 Keys to the Valley initiative 

(www.keystothevalley.com). In West Windsor, the median age of our residents increased from 42 to 55 

from 2018 to 2022. Of our 442 households, nearly 10% are comprised of individuals aged 65 or older living 

alone and 60% are comprised of two people. Only seven West Windsor households are comprised of five 

or more people. Almost 20% of our residents were burdened by the cost of housing in 2022. There are 

https://westwindsorvt.govoffice2.com/vertical/sites/%7BD8CDCAEE-6783-4071-AE03-8A27DD92A280%7D/uploads/WW_Town_Plan_-_adopted_091420.pdf
https://westwindsorvt.govoffice2.com/vertical/sites/%7BD8CDCAEE-6783-4071-AE03-8A27DD92A280%7D/uploads/WW_Town_Plan_-_adopted_091420.pdf
http://www.marcvt.gov/housing
http://www.keystothevalley.com/
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approximately 35 short-term rentals in town and 44% of total housing units in town are reportedly used 

as seasonal vacation homes. West Windsor’s SelectBoard recently passed a short-term rental ordinance.  

The Mount Ascutney Regional Commission has recently completed the Mount Ascutney Region Housing 

Development Suitability Analysis. See the housing suitability model at 

https://www.marcvt.org/housing.html. We would like to be clear that the scope of locations that will be 

considered in West Windsor will encompass the entire town, not just the village of Brownsville. 

As in the rest of Vermont, there is a severe shortage of affordable housing in West Windsor that affects 

our ability to attract families and bring in the workers that we need to sustain and grow our economy and 

care for us and our families. We are concerned that future Town employees will not be able to afford to 

live in town. Recently a potential teacher for our local K-6 school was not able to find housing and could 

not accept our job offer.  

The Snapshot projects that West Windsor needs 67 new affordable owner-occupied homes by 2030. West 

Windsor has a lot of work to do to meet this need. Increasing affordable housing stock takes time and 

effort. It involves many “stakeholders”, including state programs, regional coordinators, financing entities, 

developers, builders, local authorities, and interested and enabled buyers and renters. Community buy-in 

and support is essential as we seek to enhance our housing stock in an attractive and acceptable manner. 

 

Work Plan 
Please see the attached Excel spreadsheet for a preliminary workplan. Major tasks include the following: 
1. Gather and review all relevant materials and kick off the project.  
2. Review site characteristics and determine high potential locations.  
3. Determine housing options by location.  
4. Select 3 - 4 locations as most likely to result in successful affordable housing development, and 

specify “how-to” steps for moving these potential projects forward.  
5. Prepare Final Report and present to the West Windsor Community.  
 
It is expected that this project will take 4 - 5 months elapsed time to complete.  
 

Timeframe 
The proposed timeframe for the project is January 2025 to May 2025.  

 

Deliverables 
The deliverables from this project are a Final Report and Community Presentation detailing the following:  

• High potential locations for affordable housing in West Windsor. 

• Types of potential housing solutions for each location. 

• Three to four high potential locations.  

• Next steps for each high potential location for advancing development of affordable housing. 

• Details of Town support needed to move forward with alacrity. 

   

https://www.marcvt.org/housing.html
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Additional Information 
Members of the West Windsor Planning Commission expect to work closely with the chosen consultant 
to ensure that this project is a success. 

 

PROPOSAL REQUIREMENTS 
 

Submission Requirements 
All responses to the RFP shall include the following information:  
 

1. Cover Letter – A letter of interest and a summary of qualifications, recommended approaches, 
scope of work, processes and deliverables for the project. 
 

2. Work Plan – Provide a detailed work plan based on the preliminary work plan provided, broken 
down by task. Describe the approach to the project and proposed methodology including:  

a. a detailed scope of work with associated list of tasks broken down by task and team 
member 

b. description of the proposed deliverables. 
The consultant may also propose additional supplemental items to the preliminary work plan.  
 

3. Proposed Schedule – Provide a schedule that includes completion of work tasks and deliverables, 
including key meetings, and complies with the timeframe provided above. 
 

4. Project Budget – Provide a detailed budget broken down by task and team member. Include your 
overhead and hourly rates for the individuals involved.  
 

5. Qualifications and Staffing – Provide a qualifications profile of the lead consultant and sub-
consultants, including identification of the lead consultant, the role of each consultant on the team 
with organizational staffing chart and time devoted to the project by each consultant. Also provide 
detailed information on each consultant, including contact information, a description of relevant 
experience on similar projects for each consultant.  

 
6. References – A minimum of three (3) professional references for whom a similar project has been 

completed within the last ten (10) years. 
 

7. Page Limit – The proposal, encompassing items 1-6 above, shall not exceed 10 double-sided pages 
(20 total pages) including cover letter, table of contents, project lists and contacts. 
 

All information submitted becomes property of the Town of West Windsor upon submission. The Town of 

West Windsor reserves the right to issue supplemental information or guidelines relating to the RFP as 

well as to make modifications to the RFP or withdraw the RFP. Once submitted, the consultant team 

(including specific staff assigned to the project) may not be changed without written notice to and consent 

of the Town of West Windsor. The cost of preparing, submitting and presenting a proposal is the sole 

expense of the consultant.  
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The Town of West Windsor reserves the right to reject any and all proposals received as a result of this 

solicitation, to negotiate with any qualified source, to waive any formality and any technicalities or to 

cancel the RPF in part or in its entirety if it is in the best interest of the Town of West Windsor. This 

solicitation of proposals in no way obligates the Town of West Windsor to award a contract.  

Submission Requirements 

Respondents should submit one (1) digital copy (PDF) and 2 printed copies of the proposal by November 

15, 2024 to: 

Municipality/Local Project Manager Contact Information 

Town of West Windsor 

Matt Frederick, Town Administrator 

P.O. Box 6 

Brownsville, VT 05037 

802-484-3520 

townadmin@westwindsorvt.org 

Please expect a confirmation email upon receipt of the proposal.  If you have any questions about this 

project or the RFP, please address them in writing either via U.S. mail or email to the Town Administrator.  

We will respond to all questions in writing as quickly as possible.  Both the question and response will be 

shared with the other consultants. 

RFP Schedule Summary 
Proposals due November 15, 2024.  
Consultant selection by December 4, 2024.  
Project Work begins December 2024/January 2025. 
Project Completion May 2025. 
 
Proposal Selection Proposals will be reviewed by a selection committee comprised of representatives 
from the West Windsor Planning Commission and must be approved by the West Windsor SelectBoard.  
A short list of consultants may be selected for interviews.  
 
Proposal Evaluation  
Respondents will be evaluated according to the following factors: 

1. Consultant Qualifications (experience with similar projects, ability to work with municipalities to 

attain desired outcomes, and knowledge of the topic) - 40% 

2. Scope of work, fees, methodology and schedule - 40% 

3. Proposal quality, completeness and clarity - 20% 

Interview Framework  

The Town of West Windsor reserves the right to select the top two to three highly-scored consultants and 

invite them for an interview prior to awarding the contract. In this process, the selection committee may 

ask the respondents to give an oral presentation of their respective proposals. The purpose of this oral 
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presentation is to provide an in-depth analysis of certain qualifications, experience in performing similar 

services, and an opportunity for the consultant to clarify or elaborate on their qualifications without 

restating the proposal. The interview and presentation are merely to present facts and explanation to the 

selection committee and allow the selection committee to ask targeted questions of the consultant team. 

The interview and presentation, if deemed necessary by the review committee, will be held at the West 

Windsor Town Hall. Respondents will be notified of the date and time at least one week prior to the 

meeting. All costs and expenses incurred in traveling for the purpose of interview and presentation shall 

be the responsibility of the consultant. 

Final Consultant Selection 

Following the selection process, one team will be selected to negotiate a final contract for services. The 

final scope of work with specified deliverables may be modified through negotiation of the final contract. 

The final project team may also be modified through negotiation of the final contract. Any expenses 

resulting from the interview and proposal process will be the sole responsibility of the consultant.  
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West Windsor Affordable Housing Plan RFP – Preliminary Workplan 

Task Step Elapsed 
Time 

Deliverable 

Get Organized Assemble and review existing 
materials - Town, State and other 

 
3 weeks 

 

 Confirm project scope/questions to be 
answered 

  

 Hold kick-off meeting with Planning 
Commission (PC) 

  
Kick-off PC Meeting 

 Hold kick-off community input 
meeting jointly with PC 

 
Community Input Meeting 

Identify 
Potential Sites 

Review site maps (Town, MARC) and 
existing structures 

 
2 weeks 

 

 Understand site/building ownership 
and restrictions 

  

 Understand Town-owned land and 
high-potential private lands 

  

 Prepare prioritized list of locations  Prioritized List of Locations 

Identify 
Housing 
Options  

Understand pros and cons of housing 
options  

 
 
2 weeks 

 

 Identify goals and parameters for 
housing options by location 

  

 Prepare list of housing options by 
location 

  

 Identify high-priority opportunities 
with Town SelectBoard (SB) and PC 

  
List of High-Priority Opportunities 

Specify “How-
To” 

Identify site-specific issues, 
considerations and parameters 

 
2 weeks 

 

 Identify financing opportunities  Summary of Financing Opportunities 

 Identify legal requirements  Summary of Legal Requirements 

 Identify Town support needed (e.g., 
regulations updates, funding) 

  
Summary of Needed Town Support 

 Identify resources for landowners, 
developers and contractors 

  
Summary of Resources Available 

 Prepare summary for each high-
potential location 

  
High Potential Project Summaries 

 Discuss findings with SB and PC   
Present Final 
Report  

 
Identify key messages and visuals 

 
3 weeks 

 

 Prepare draft report and review with 
PC 

  

 Prepare and deliver community 
presentation with PC 

  
Community Presentation 

 Prepare Final Report  Final Report 
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------END OF RFP------ 

 


