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A. INTRODUCTION 
The California Department of Housing and Community Development (HCD) is releasing this Request 
for Information (RFI) to obtain feedback on draft requirements, State terms and conditions, project 
schedule and the project budget for a proposed Information Technology (IT) system to improve Build 
a new web-accessed solution to streamline the business process, reduce manual paper-based 
activities, and allow for customers and partners to submit online registration, payments, title 
transfers, applications, and reports. 

• Public-facing, self-service online portal to allow for customers and partners to submit online 
registration, payments, title transfers, applications, and reports.  

• Public-facing, self-service online portal to allow for customers and partners to submit online 
construction permit applications, payments, documents for plan review and request an 
inspection. 

• Public-facing, self-service online portal to allow for customers and partners to submit online 
applications and supporting documents for Mobilehome Parks (MP), Special Occupancy Parks 
(SOP), and Employee Housing (EH) permits to operate. 

• Public-facing, self-service online portal to allow licensees and partners to submit online 
occupational licensee application and renewals, preliminary and continuing education course 
provider applications or documents.  

• Provide third-party agencies the ability to submit reports electronically. 
• Integrate with current Codes and Standards Automated System (CASAS) database. 

 

B. PURPOSE 
The primary objective of this RFI is to obtain information about current market conditions and to 
collect information from respondents related to the availability of goods or services that can meet 
the needs of the State. Collective information provided by the vendor community may be used to 
develop alternatives for consideration and may be used to estimate costs related to system 
acquisition for a proposed solution. The State understands that data provided in this RFI is not 
sufficient to enable detailed analysis and costing by vendors. Please provide your best advice based 
on your experience with other organizations and initiatives of this kind. Responses to this RFI should 
adhere to the questions listed in SECTION II: Questionnaire. The information obtained from this RFI 
may be used to develop and finalize requirements, analyze market research, and assist HCD in 
identifying solutions and alternatives. 

 
Completion of this RFI will be performed at no cost to the State in accordance with State Contract 
Manual Volume 3, Chapter 4, Section 4.A1.11. The intent of this RFI is solely for information and 
planning purposes and does not constitute a solicitation. A contract will not be awarded based on 
this RFI. 

 
C. KEY ACTION DATES 
Listed below are the Key Action Dates and Times by which actions will be taken or completed. If 
HCD finds it necessary to change any of these dates, an Addendum to this RFI will be posted on the 
State’s Cal eProcure site: https://caleprocure.ca.gov/pages/index.aspx 

 

Request for Information (RFI) released                 10/29/21   
Last day for Respondents to submit questions     11/05/21  by 5:00pm Pacific Time    
Release State response to questions                     11/17/21  by 5:00pm Pacific Time    
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Response to RFI due                                                  11/24/21           by 5:00pm Pacific Time    
 

D. DISCLAIMER 
1. This RFI is issued for information and planning purposes only and does not constitute a 

solicitation. A response to this RFI is not an offer and cannot be accepted by California 
Department of Housing and Community Development (HCD) to form a binding contract. 
Questions received after the established due date may be addressed at State’s discretion. 

2. Respondents are solely responsible for all expenses associated with responding to this RFI. 

3. Participants are advised that the responses to this RFI may be subject to the Public Records 
Act. Please do not include any proprietary information in response to this RFI. 

4. Responding to this RFI creates no obligation on the part of any respondent to HCD. 
Conversely, issuing this RFI and considering the responses creates no obligation on the part 
of HCD to any respondent. 

5. Submitting a response to this RFI will not enhance the review of that respondent’s 
proposal(s) to any future solicitations. Not submitting a response to this RFI will not prohibit 
a response to any future solicitation, nor disadvantage the evaluation of a response to any 
future solicitation. By submitting a response to this RFI a respondent is implicitly agreeing 
with these conditions. 

6. At its discretion, HCD may contact respondents to seek clarification of any inquiry received. 
HCD may respond to questions directly to the respondent or if deemed necessary, release an 
addendum or updated RFI. 

7. HCD asks willing respondents to share non-binding budgetary pricing information for each 
proposed solution where requested. Respondents are encouraged to provide a list of costs for 
each stage of the Project Management Plan (PMP), at a minimum, and a cost range for each 
stage of the PMP. Pricing is only for planning purposes. Any pricing provided in a response to 
this RFI will not be considered a proposal/bid on the part of a respondent. 

 

E. RFI RESPONSE FORMAT AND CONTENT 
Responses to this RFI are due by the date and time stated in the KEY ACTION DATES section. 
Responses will be submitted via e-mail to the State’s contact identified in the Contact Information 
section. 

 
A respondent’s response will contain the following: 

 
1. A cover letter that includes the following elements: 

a. Respondent name, address, telephone number, and e-mail address; and, 
b. Contact information including the name, title, address, phone number, and e-mail address of 

the respondent’s primary contact person for this RFI. 
c. Provide a brief overview of respondent’s company including number of years in 

business, number of employees, nature of business, and description of clients. 
d. Identify any parent corporation and/or subsidiaries, if applicable. 

2. Responses to Section I: System Requirements. This is simply a listing of initially defined high- 
level requirements and does not reflect the level or completeness of requirements should 
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California Department of Housing and Community Development (HCD) proceed with the 
issuance of a Request for Proposal. 

3. Responses to SECTION II: Questionnaire Responses should be concise and straightforward. 
Respondents should provide narrative, diagrams, screenshots, pictures, and any other 
available means to convey their comments or answer to each specification or question, and 
any additional recommendations that the respondent might find relevant to this RFI. 
Respondents are encouraged to provide sample screenshots as often as possible when 
responding to questions. 

4. Any additional information not specifically requested that the respondent might find 
relevant to the RFI. 

5. HCD recognizes that not all respondents may be able or willing to respond to all issues 
addressed               in the sections. Please respond to issues which are applicable to your 
company’s scope of work and indicate N/A where necessary. While not required, 
respondents are encouraged to answer all questions. 

6. Identify any products or services in your RFI response available on a Federal GSA or State of 
CA LPA. Please identify the contract type, name and number. 

7. Electronic format responses must be Microsoft Word or PDF. All text, tables, and drawings 
must use the Microsoft Office Suite (2015 or later) and be provided in readable formats. 

 
 

F. QUESTIONS 
Respondents requiring clarification of the intent or content of this RFI and applicable documents or 
on procedural matters regarding the process may request clarification by submitting questions to 
the CONTACT OFFICIAL listed below. To ensure a response, questions must be received in writing 
by the scheduled dates given in the KEY ACTION DATES section above. Questions and answers sets 
will be provided to all Respondents without identifying the submitters. At the sole discretion of the 
state, questions may be paraphrased by the state for clarity. Responses to questions will be posted 
to the State’s Cal eProcure site at https://caleprocure.ca.gov/pages/index.aspx. 
What to include in an inquiry: 

1. Include in the subject line of the E-mail: “RFI # 21-ITB-002 .” 
2. Vendor name and contact, telephone number, E-mail address. 
3. A description of the subject, or issue in question, or discrepancy found. 
4. RFI Section, page number, or other information useful in identifying the specific 

problem or issue stated in the question. 
 

G. CONTACT OFFICIAL 
All correspondence and questions related to this RFI will be directed to: 

 
Department of Housing and Community Development  
Attn: Michelle Polk 
2020 West El Camino Ave, Suite 130 
Sacramento, CA 95833 
Phone: (916) 776-7527 
E-mail: ServiceContracts@hcd.ca.gov  
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H. Background 
Codes and Standards (C&S) is proposing to provide new online services to streamline business processes and 
increase automation in processing: applications and payments for construction and alteration permits, 
registrations, renewals, licenses, reporting and complaints etc. 
 
Current business processes are outdated and heavily paper based. Customers submit documents in person, 
by mail, or in some cases, by email for processing.  Documents are then processed by office technicians, 
analysts, or other technical staff (if required) and data is entered manually into the CASAS 
application.  Incomplete or illegible applications often must be returned to the customer, further delaying 
application processing. Customers pay the fees by check, cash, or online, and permits or applications are 
issued over the counter, by mail, or in some cases, by email.    
 
For construction or alteration permit applications, the permit is assigned to a field inspector covering the 
geographic area where the work will be performed. Offices mail permit applications and job cards to the 
owner or applicant, thus creating significant delays in communication between permit holders and field 
inspectors assigned to the inspection. Once assigned, field inspectors use a hard-copy job card, which 
includes extracted information from CASAS, to conduct inspections on-site. They then develop Activity 
Reports for inspections or prepare a Notice of Violation (NOV) in situations where the construction is 
noncompliant. The inspection data is then manually entered into the CASAS application. The current 
processes for inspection assignment need improvement through online services to close permits more 
efficiently. Online services would allow for real time corrections to applications as needed; current 
processes require corrections to be made on hard-copy forms further delaying permit issuance and 
inspection times.   
 
C&S oversees the occupational licenses of dealers, salesperson, distributors, course providers, and 
manufactures of manufactured homes, mobile homes, and commercial modulars. To acquire a license, 
customers must apply to C&S, pass an exam, and provide proof of education requirements. In addition, 
dealers maintain accountable items issued by C&S. C&S is proposing the implementation of online services 
to enable customers to apply for and renew licenses and manage accountable items where they 
electronically document report of sales, rather than having to call, mail, or in some cases, email C&S staff. 

I. Proposed System 
The implementation of new on-line services will provide customers the ability to conduct business with HCD 
more effectively, efficiently, and safely via electronic web-based services. A new solution will save 
customers time by providing the ability to conduct business by submitting 
applications, payments, registrations, title transfers, and renewals online rather than in-person or by 
mail. User-friendly online services will allow customers the opportunity to submit application information 
successfully and avoid submittal of incomplete or illegible applications. 
 
Partners such as Third-party agencies are certified by HCD to conduct design approval and construction 
inspections of commercial modulars, special purpose commercial modulars, factory-built housing, and 
multifamily manufactured homes designated for sale, rent, or lease in California. Third-party agencies, once 
approved, provide these services as a small business acting on behalf of HCD.  All third-party agencies are 
required to report monthly to HCD the details of each manufacturer’s production for each unit type. Current 
business practices require forms to be submitted in hard copy (by mail) and the data is then entered 
manually into CASAS. The implementation of online services to allow third-party agencies to submit reports 
electronically provides hands-free services to improve customer service and safety and create efficiencies in 
data entry, for both Partners and C&S staff, by eliminating data entry errors, duplicate data entries, and 
reducing mail time/cost.  
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J. Section I: System Requirements 
The following System Requirements are provided to assist the vendor in learning about HCD’s requirements for applications and the abstraction 
layer. Please review the requirements before preparing a response to the RFI questions in Section II. 

 

System Requirement Vendor Response 
1 General Requirements 

 
1.1 The new solution will allow an external user and Codes and Standards 

(C&S) Staff to collaborate electronically on document edits and 
approvals. 

 

 
1.2 

The new solution will allow all users to print.  

 
1.3 The new solution will allow users to attach documents (PDF, .jpg, word, etc.)  

 
1.4 The new solution will allow store/save record(s) when user clicks save before 

completing the entire transaction. 

 

 
1.5 The new solution will allow the users to resume the transaction application in 

progress section for the partially saved transactions. 

 

 
1.6 The new solution will integrate with the existing system in records (CASAS).  

2  Intake Portal 

 
2.1 The new solution will provide a user dashboard specific to the user account 

activities. 

 

 
2.2 The new solution will provide the user the ability to enter resident roster list 

information. 

 

 
2.3 The new solution will provide a new transaction section specific to the 

account type. 

 

 
2.4 The new solution will allow the user to select a type of Transaction they want 

to complete. 
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System Requirement Vendor Response 
 

2.5 The new solution will allow for users to submit web based application Forms 
online. 

  

 

 
2.6 The new solution will allow new accounts for users.  

 
2.7 The new solution will allow for users to attach the required documents. (eg: 

PDF, .jpg, word, etc.) 

 

 
2.8 The new solution will provide a Transaction in progress section.  

 
2.9 The new solution will provide a user with a dashboard which will include 

transaction details and history. 

 

 
2.10 The new solution will allow user to contact inspector online to expedite the 

process. (Field Ops/EH Only) 

 

 
2.11 The new solution will provide an Account Information section.  

 
2.12 The new solution will provide a Renewal section.  

 
2.13 The new solution will provide a View Completed Applications link.  

 
2.14 The new solution will allow the users to submit applications for construction 

and alteration permits. 

 

 
2.15 The new solution will allow a user to apply for EH/mobile home park/special 

occupancy park permits to operate. 

 

 
2.16 The new solution will allow a user to notify HCD staff regarding the status in 

case any violations are found.  

 

 
2.17 The new solution will allow a user to access, view and print renewals, active 

permits etc. online once permit to operate is issued. 

 

 
2.18 The new solution will allow user to upload supporting documentation for 

review. 
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System Requirement Vendor Response 
 

2.19 The new solution will have a pop-up window that lets the user know if they 
are deficient and what items are deficient. 

 

 
2.20 The new solution will allow users to submit the form if the required section is 

met within the application. 

 

 
2.21 The new solution will allow users to complete the Registration and Title 

transfers application online. 

 

 
2.22 The new solution will allow for users to complete Renew the registration 

online. 

 

 
2.23 The new solution will allow the user to select the type of application for 

registration and titling. 

 

 
2.24 The new solution will let the users know and display a message if something/ 

pre-requisite criteria is missing 

 

 
2.25 The new solution will have a pop-up window that lets the user know if they 

are deficient and what items are mandatory/required to be completed 
within the application. 

 

 
2.26 The new solution will allow a user to apply for occupational professional 

licenses online. 

 

 
2.27 The new solution will allow a user to submit new or renewal occupational 

license applications and upload supporting docs. 

 

 
2.28 The new solution will allow user to request "report of sales" books online.  

 
2.29 The new solution will allow a user to apply for examinations online.  

 
2.30 The new solution will allow a user to access the results of their graded exam 

online. 

 

 
2.31 The new solution will allow a user to access, view and print their licenses, 

renewals, permits etc. online. 

 



Department of Housing and Community Development 
Information Technology Branch 

Page 10 of 15 

 

Request for Information - RFI # 21-ITB-002  Page 10 of 17 

System Requirement Vendor Response 
 

2.32 The new solution will allow a user to upload and submit reports as needed.   

 
2.33 The new solution will allow the user to enter the details of each 

manufacturer’s review and production for each unit type. 

 

 
2.34 The new solution will allow the user to enter the details based on the 

provided QAA and DAA report templates. 

 

 
2.35 The new solution will allow users to upload docs as necessary. (Resumes, 

application forms, word documents, building plans, images, pdf etc.) 

 

 
2.36 The new solution will allow users to Upload/save the copy of inspection 

report. 

 

3  Intake Portal/ Internal CASAS 

 
3.1 The new solution will assign the DTN number to each application which is 

utilized to track everything that comes in. 

 

 
3.2 The new solution will display successful transaction once the title and 

registration has been mailed to the customers. 

 

 
3.3 The new solution will allow E- Payment between C&S staff and third party, 

third party and client. 

 

4 Internal CASAS 

 
4.1 The new solution will allow a user to make correction and provide the 30-day 

deadline displayed in their account. 

 

 
4.2 The new solution will allow the C&S staff to add additional notes on behalf of 

users. 

 

 
4.3 The new solution will allow to add notes and complete the transaction by 

C&S staff once the original document is received. 

 

 
4.4 The new solution will allow C&S staff to download the document.  
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System Requirement Vendor Response 
 

4.5 The new solution will prompt all the application and store it within the 
portal. 

 

 
4.6 The new solution will then distribute/assign application to each processor.  

 
4.7 The new solution will have the capability of having both monthly and ad-hoc 

reports. 

 

 
4.8 The solution will allow for users to view and print reports using different file 

formats. (excel, csv, pdf). 

 

 
4.9 The solution will allow for C&S staff to verify the data/reports sent by the 

third-party agencies and their client manufacturers. 

 

 
4.10 The new solution will populate the report data directly into the Codes and 

Standards Automated System (CASAS). 

 

 
4.11 The new solution will have a feature to provide the certification  

applications and fees to the third party required by regulations for 
certification as Quality Assurance Agency (QAA), Design Approval Agency 
(DAA), and Quality Assurance Inspector QAI. 

 

5 e-Signature 

 
5.1 The new solution will have capability of having e-signature from applicant or 

parks. 

 

 
5.2 The new solution will have capability of having e-signature from users.  

6 Payments 

 
6.1 The new solution will integrate with ePay vendor to allow users to submit 

Payments online. 

 

 
6.2 The new solution will allow for Local/State/MRLPP fees to be paid online by 

LEAs. (Local enforcement agency). 
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System Requirement Vendor Response 
 

6.3 The new solution will allow the user to apply for a refund.  

 
6.4 The new solution will allow the payment through Visa/Mastercard.  

 
6.5 The new solution will provide user to pay any Document Tracking Number 

(DTN) link.  

 

 
6.6 The new solution will allow the users to enter name, address and credit card 

number and other details to submit the payment. 

 

 
6.7 The new solution will prompt user to another screen once the payment is 

completed displaying payment completed successfully. 

 

 
6.8 The new solution will allow users to pay the funds based on the type of 

service/application with (DTN number) 

 

 
6.9 The new solution will allow a user to take and submit payment for education 

Course Provider, Course Renewal, Course Presentation fees. 

 

 
6.10 The new solution will allow a user to submit payment for OL License 

Application fees online. 

 

 
6.11 The new solution will allow a user to submit payment OL Licensing Exam fees 

online. 

 

 
6.12 The new solution will allow a user to submit payment for Change fees 

(administrative cost) online 

 

 
6.13 The new solution will allow a user to submit payment for Licensing Penalties 

(Late fees) 

 

 
6.14 The new solution will allow a user to submit payment for 

Citations/Fines/Investigational Invoice fees. 

 

 
6.15 The new solution will allow a user to submit payment for Investigation fees.  

 
6.16 The new solution will allow a user to submit payment for Civil Penalties 

online. 
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System Requirement Vendor Response 
7 Security 

 
7.1 The new solution should maintain the confidentiality of the form for 

customers and the documents. 

 

 
7.2 The new solution will time out inactive account after certain time. (TBD)  
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K. Section II: Questionnaire 
Please provide a detailed response to each of the following items, in the format provided: 

Question: Vendor Response: 
1. Are any of these requirements arduous? If so, please 

explain. 
 

2. Would the requirements prevent you from bidding on a 
resulting solicitation? If so, please explain how you 
propose revising the requirements. Provide support for 
your suggestions 

 

3. What is your proposed system(s) availability in production 
and non-production environments? Do you have standard 
service level agreements for system availability? If yes, 
please provide them. 

 

4. Please describe if the proposed product/solution is a 
Commercial Off the Shelf (COTS), Modified Off the Shelf 
(MOTS), integrated product set (i.e., integration of 
multiple products), or custom solution. Since the solution 
could be a combination of products (e.g. those meeting 
specific business objectives and those supporting the 
abstraction layer), please outline clearly what products 
would be used to meet the requirements in Section I. 

 

5. Please provide a high-level project schedule based on an 
agile development approach showing time needed for 
various sprints within the project and your solution to 
meet the business objectives. Please include time for 
deliverable reviews, project planning, end user acceptance 
testing, and regression testing. This response does not 
need to be an MS Project file. 

 

6. Please provide a narrative on your approach to the 
simultaneous implementation of an online 
application/complaint portal and a data ‘abstraction’ layer 
along with any key dependencies to achieve completion of 
key milestones/phases. 
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Question: Vendor Response: 
7.   Please describe the type of initial support (such as 

training) and ongoing support (such as Help Desk) that are 
included in your solution, and how much time you typically 
provide your customers with for each type of support on a 
new project? 

 

8. Please describe your firm’s training offerings to both the 
program and technical support staff. 

 

9. Please describe how your proposed product interfaces 
with third party credit card payment providers and 
relevant Payment Card Industry (PCI) compliance 
information specific to your product. 

 

10. Please describe all implementation dependencies and or 
prerequisites (software, hardware, personnel, 
workstations, etc.) that are necessary for your solution 
service offering to be fully functional. 

 

11. Please describe any installation requirements necessary 
for your solution service offering to be fully functional. 

 

12. Please describe the risks and/or issues that you foresee 
with implementing your solution for California. 

 

13. Please describe risks and issues encountered on other 
implementation projects for similar  solution and how 
they 
were mitigated and/or addressed. 

 

14. Please describe the experience/education for each of the 
principal staff who would potentially be working with the 
State in implementing this system. 

 

15. Please describe your firm’s experience implementing your 
solution at each of the following levels of government (if 
applicable): Federal, State, and Local. Also, please state 
the number of licensees each implementation currently 
accommodates. 

 

16. Please provide costing data to the nearest $25,000 for 
implementation and maintenance and operations costs, 
including staffing, software, and any other associated 
costs. If you are using multiple products, please clearly 
outline the pricing for each product. Diagram the costs as 
separate attachment. 

 

17. Describe your solution’s custom modification development 
processes, including service fees. 

 

18. Describe your various maintenance and operations Service 
Level Agreement options including pricing. 

 



Department of Housing and Community Development 
Information Technology Branch 

    

 

Request for Information - RFI # 21-ITB-002  Page 16 of 17 

19. Describe your solution’s configurable Workflow function 
that can scale up or down for multiple users and tiered user 

permissions/groups. 

 

20. Describe your solution’s infrastructure security safeguards 
and technologies as well as its user authentication system 
to protect agency data. Please describe your system’s 
ability to integrate with 3rd party authentication 
management such as Tivoli and Microsoft Active Directory 

for user authentication and role-based permissions. 

 

21. Please describe your solution’s configuration management 
processes, procedures, and tools that provide robust 
configuration management and software development 

that allows us to manage shared assets across multiple build 
streams; version control and roll-back. 

 

22. Please describe your solution’s compliance with ADA 
accessibility for California State Government websites (i.e. 

508 compliance). 

 

23. We are seeking a solution that is built upon a responsive 
framework, enabling us to successfully deliver content on 
tablets, phones, laptops, and desktop computers. Please 
describe your solution’s supported platforms and if 
additional software or services are required to enable such 

support. 

 

24. Please describe your configuration development (design) 
processes and anticipated customer workload including 

overall timeline. 

 

25. Please describe the specific/particular solution 
architecture implemented within your 
application/system/solution which provides for and 

supports/enables high-volume transaction processing. 

 

26. Please describe the specific/particular solution 
architecture implemented within your 
application/system/solution which provides for and 

supports/enables detailed error handling and automated error 
recovery. 

 

27. Describe any documented system performance metrics 
published for your proposed product. 

 

28. Please describe your largest, current implementation. 
Please describe how the proposed product scales for 
volume. Please provide a reference name and contact 

information from your largest implementation. 
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29. While data conversion is intended to be limited, please 
describe how previous implementations using the 
proposed product successfully converted data from a 
legacy system to the proposed product. What tools were 
used to convert data? Is there any native tools to the 

product related to data conversion? 
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