REQUEST FOR QUALIFICATIONS

The City of Indianapolis, Department of Metropolitan Development is requesting qualifications for an Underwriter for the Community Development Block Grant (CDBG) Revolving Loan Program.  One position is available.

The selected Underwriter will be required to enter into a contract that will be in effect through December 31, 2010, but may be renewed annually through December 2013.  

Questions pertaining to the Request for Qualifications should be directed in written form only to Erica Aquila either by email to eaquila@indy.gov, or mailed to 200 E. Washington St., Suite 2042, Indianapolis, Indiana 46204. The full Request for Qualification can also be found on the City of Indianapolis/Department of Metropolitan’s webpage. 
Please submit one original and two copies of your qualifications to: 

City of Indianapolis, Department of Metropolitan Development c/o Erica Aquila, 200 East Washington Street, Suite 2042, Indianapolis, IN 46204  on or before February 12, 2010 by 5:00 p.m.  Faxed or Electronic Qualifications will not be accepted.

NO LATE QUALIFICATIONS WILL BE ACCEPTED FOR ANY REASON.

Firm Name












Address












City, State, Zip











Representative Name











Telephone #




Fax







Request for Qualifications

The City of Indianapolis is seeking the assistance of an individual to underwrite loan applications for our Community Development Block Grant (CDBG) Revolving Loan Fund.  Individuals interested in serving as an Underwriter for the City of Indianapolis to underwrite these applications must submit their qualifications by February 12, 2010.

Experience is sought in the following areas: extensive understanding of underwriting principles and concepts, computer literacy, hands on experience using Access, Microsoft Word and Microsoft Excel, working knowledge of the means of collecting supporting information for the underwriting of business loans and the factors/metrics that go into properly evaluating the risks associated with different types of businesses including but not limited to analyzing financial statements. Additionally, the City desires the Underwriter to have experience in preparing formal reports - both written and oral. 
Qualifications will be evaluated based on the level of expertise and past performance as an Underwriter or similar role.  The City will manage this contract to ensure that the Underwriter’s responsibilities are completed to satisfaction and within the established timeframes.  

Qualifications Due Date:




February 12, 2010
Background Information

The CDBG Revolving Loan Fund was designed and created to be an additional incentive and financial tool for the City of Indianapolis to use in attracting business investment and promoting job retention and creation.  The goal of the loan fund is to provide qualified growing and expanding businesses short term (less than five years) financing at interest rates that are competitive with or below what they could secure in the private market.  The primary objective for these loan funds is to stimulate and enhance economic development activity and have the funds repaid in the short term to be used again for future projects.  Revenue derived from interest income is not a priority of the program.
Projects are referred to the Department of Metropolitan Development (DMD) through our local economic development organization, Indianapolis Economic Development Inc. (IEDI).   Once an IEDI project manager recommends the use of the RLF to assist a project to the City and that recommendation is supported the company may submit an RLF application for consideration.  Once received, the application is reviewed internally regarding CDBG program requirements and forwarded to the Underwriter for analysis with respect to risk and credit worthiness.  
Based on the Underwriter’s findings and recommendations, presented to in the form of an underwriting summary report, the City will notify the applicant of the result of their application.  If successful, the City and the applicant may enter into a loan agreement for the requested amount or for an amount determined through the underwriting process.  Alternatively the City may notify the applicant that the funding they requested has been denied.  
If there is a loan agreement, the recipient will be monitored by DMD to ensure compliance with all terms of the agreement relative to job creation,investment, and other terms of the agreement.  In addition DMD will be responsible for monitoring each project with respect to adherence to CDBG regulation and compliance.  
SCOPE OF WORK
· Assess credit worthiness by determining and gathering information necessary to analyze the financial strength and liquidity of the borrower.  

· Review the background of the client and evaluate the business proposal to insure it meets the criteria set forth by the City of Indianapolis. 

· Quantify the risks of the proposed application and suggest appropriate loan terms.  
· Create and present a summary report for each application for consideration and approval by the Department of Metropolitan Development. 

· Identify the impact and benefit of the project both to the company and the City. 

· Participate in meetings and/or conference calls with applicants, attorneys, consultants and/or city personnel. 

· Maintain an awareness of economic, financial, and industrial trends. 

Process Expectations
· Contact borrower within two (2) business days of receiving the loan application to make introductions.

· Follow up with the borrower within five (5) business days if any additional information or documentation is required beyond what was provided in the original application

· Provide a brief initial report within (5) five business days of receiving the application to inform DMD staff of project progress and/or any outstanding issues.  This may be in the form of a phone call or email. 
· Provide full report to DMD within (10) ten business days of receiving loan application.

· Agree to return all phone calls and emails from City staff or applicant within (1) one business day.  
