Michigan Balance of State Continuum of Care | Operations Manager RFP

Request for Proposals

Operations Manager Services
Michigan Balance of State Continuum of Care (MIBOSCOC)

RFP Title Operations Manager Services

Contract Amount $70,000 per year

August 3rd, 2026 — July 31%, 2027 with option to renew based on
performance and funding availability

Contract Term

Reports To Executive Director, MIBOSCOC
Proposal Due Date July 10th, 2026
Submission Contact Ashley Halladay-Schmandt, Executive Director | ashley@miboscoc.com

1. Overview

The Michigan Balance of State Continuum of Care (MIBOSCOC) is seeking proposals from qualified
individuals to provide Operations Manager services. The selected contractor will support
MIBOSCOC's financial administration and internal controls, meeting administration, executive
support, and organizational infrastructure.

This role is intended to strengthen MIBOSCOC's administrative and financial systems as the
organization continues to grow its capacity, clarify operational roles, and maintain transparent,
sustainable systems across the Continuum of Care.

2. Background

MIBOSCOC is a 66 county Continuum of Care serving communities across Michigan’s geography.
The CoC works with Local Planning Bodies, service providers, people with lived experience, state
partners, fiscal partners, and other stakeholders to prevent and end homelessness.

MIBOSCOC has been building more formal financial, administrative, and operational infrastructure.
This includes strengthening budgeting, payment workflows, internal controls, documentation,
meeting administration, contractor processes, and financial visibility for the Executive Director,
Treasurer, Executive Committee, and broader governance structure.

3. Contract Amount and Structure

The total contract amount is $70,000 per year. Payments will be made in regular installments,
subject to receipt of invoices and completion of agreed-upon services and deliverables.

The selected contractor will not be considered an employee of MIBOSCOC or its fiscal partners. The
contractor will be responsible for all applicable taxes, insurance, equipment, and other costs
associated with providing the services unless otherwise agreed to in writing.

Continuation of the contract beyond the initial term will be dependent on performance, funding
availability, and continued need.

4. Scope of Services

The selected contractor will provide the following services under the direction of the MIBOSCOC
Executive Director.
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A. Financial Administration and Grant Support

Maintain and monitor financial records, including QuickBooks or other financial tracking
systems.

Support budget tracking across MIBOSCOC funding sources, including HUD CoC Planning,
YHDP Planning Grant #3, and any other funding sources associated with funding
staff/contractors and internal MIBOSCOC functions.

Prepare monthly budget-versus-actual reports for review by the Executive Director,
Treasurer, and Executive Committee.

Reconcile expenses and payment records with approved budgets, eligible cost categories,
invoices, and drawdowns.

Coordinate with MSHDA, MCAH, and other fiscal or administrative partners to resolve
discrepancies and support timely financial reporting and draws on federal grants.

Assist with documentation needed for monitoring, audits, grant reporting, and internal
financial review.

Identify financial risks, gaps, or inconsistencies and bring them forward to the Executive
Director and Treasurer.

B. Internal Controls and Payment Processes

Implement and maintain clear internal controls, including approval workflows and
segregation of duties.

Manage payment processes for contractors, Executive Committee compensation, people
with lived experience compensation, staff-related reimbursements, and other approved
expenses.

Review invoices and supporting documentation for completeness before routing for approval.
Maintain a clear payment workflow from submission to approval to payment.

Create and maintain simple documentation so staff and contractors can follow payment and
approval processes consistently.

Support audit readiness and organizational credibility through consistent documentation.

C. Budgeting and Financial Visibility

Maintain budget templates that can be used across multiple funding sources.

Prepare simple financial reports or dashboards for the Executive Director, Treasurer, and
Executive Committee.

Support annual and priority-based budget development.

Help leadership understand financial position, spending trends, potential risks, and funding
gaps.

Assist with financial planning related to staffing, contracts, administrative infrastructure, and
organizational growth.

D. Executive and Administrative Support

Schedule meetings for the Executive Director, Executive Committee, Board/Governance
Council, and other groups as assigned.

Prepare agendas, meeting materials, and meeting packets in coordination with the Executive
Director.

Take and maintain accurate meeting minutes for board, Executive Committee, and other
required meetings.

Track action items, decisions, approvals, and follow-up tasks from meetings.

Support travel arrangements, accommodations, registrations, and reimbursement
documentation.
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Maintain organizational calendars, contact lists, files, and administrative records.
Help ensure key governance and operational documents are organized and accessible.

E. Administrative Infrastructure and Organizational Systems

Maintain and update financial and administrative procedures manuals.

Recommend improvements to administrative workflows, forms, templates, and
documentation systems.

Clarify and document operational roles between the Executive Director, Treasurer, Executive
Committee, staff, contractors, fiscal partners, and state partners.

Support the development of standard operating procedures for contractor onboarding,
invoice submission, payment approval, travel reimbursement, and meeting administration.
Help MIBOSCOC move from informal or transitional systems toward consistent, sustainable
operations.

F. Contractor and Partner Coordination

Track contractor agreements, scopes of work, deliverables, invoices, and payment
schedules.

Ensure contractors understand payment and documentation requirements.

Maintain organized records for contracts, amendments, invoices, deliverables, and
approvals.

Coordinate with fiscal partners and state partners as needed to support payment and
reporting processes.

Assist with RFP processes, including drafting timelines, collecting materials, scheduling
review meetings, and maintaining procurement documentation.

G. Compliance and Documentation

Maintain documentation for grant-funded expenses and administrative decisions.

Support internal financial reviews of HUD CoC Planning, YHDP Planning and other relevant
funding sources.

Organize records for potential monitoring, audit, or external review.

Ensure approved processes are followed consistently and updated when needed.

Identify documentation gaps and recommend corrective steps.

H. Communications and Partner Engagement Support

Develop and distribute a regular MIBOSCOC newsletter.

Draft partner updates, committee communications, public notices, and announcements.
Support basic website updates and organization of public-facing documents.

Draft and schedule social media or public-facing posts, as directed by the Executive Director.
Maintain contact lists for CoC partners, committees, grant recipients, Local Planning
Bodies/Service Zones, and other stakeholder groups.

Create and maintain templates for newsletters, agendas, meeting summaries, public
updates, and other recurring communications.

Support consistent messaging related to CoC priorities, funding opportunities, governance
updates, training opportunities, and implementation activities.

Ensure communications are clear, timely, accessible, and aligned with MIBOSCOC's role as
the Collaborative Applicant for the Balance of State CoC.

I. Organizational Study and Implementation Support

Schedule and coordinate meetings related to Organizational Study implementation.
Prepare agendas, meeting materials, notes, and follow-up documentation.
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Track decisions, next steps, timelines, and assigned responsibilities.

Maintain organized records of stakeholder feedback, draft recommendations, implementation
tools, and governance-related materials.

Support communication with Local Planning Bodies, Service Zones, state partners,
committees, people with lived experience, youth partners, and other stakeholders.

Assist with preparing updates for the Executive Committee, Governance Council, Advisory
Council, and other groups.

Support development and formatting of implementation plans, one-pagers, presentations,
memos, and recommendation documents.

Help ensure Organizational Study implementation is organized, well-documented, and
communicated clearly across the CoC.

Expected Deliverables

Monthly budget-versus-actual reports.

Quarterly financial updates for the Executive Director, Treasurer, Finance Subcommittee,
and/or Executive Committee.

Updated financial procedures manual.

Standardized payment and approval workflow.

Organized financial and administrative documentation system.

Board/Executive Committee meeting minutes and action item tracking.

Budget tracking tools across funding sources.

Documentation for internal reviews, monitoring, or audits.

Recommendations for improved administrative structure and role clarity.

Updated templates for agendas, minutes, invoices, reimbursement requests, and financial
reports.

Regular MIBOSCOC newsletter template and distribution process.

Monthly or bi-monthly newsletter drafted and distributed.

Updated partner and committee contact lists.

Communication calendar for newsletters, public notices, governance updates, and major
CoC deadlines.

Standard templates for newsletters, partner updates, meeting summaries, agendas, and
public notices.

Basic website/public document update process.

Social media posting process and sample content calendar, if applicable.

Organizational Study implementation tracker.

Meeting notes, decision logs, and follow-up trackers for Organizational Study activities.
Executive Committee and Governance Council Organizational Study update materials.
Organized file structure for Organizational Study records, feedback, drafts, and final
materials.

Minimum Qualifications

Experience with nonprofit financial management.

Experience with federal grants, public funding, or similar grant-funded programs.

Strong QuickBooks experience.

Strong Excel or spreadsheet skills.

Experience developing or maintaining internal controls.

Ability to translate financial information into clear, usable reports for non-financial audiences.
Strong organizational and administrative skills.

Experience taking meeting minutes and tracking decisions or action items.
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Ability to manage multiple deadlines, funding streams, and administrative details.

Strong written communication skills.

High attention to detail and follow-through.

Ability to work collaboratively with staff, board members, contractors, fiscal partners, and
state partners.

Preferred Qualifications

e Experience working with a Continuum of Care, homeless response system, nonprofit
coalition, or public/private partnership.

e Knowledge of HUD CoC, ESG, YHDP, or other housing and homelessness funding
requirements.

e Experience supporting boards, committees, or governance bodies.

e Experience developing administrative procedures from the ground up.

e Familiarity with Michigan housing and homelessness funding structures.

Proposal Requirements
Proposals should be clear and concise and should include the following:

1. Cover letter expressing interest and confirming availability.

2. Brief description of the individual or firm, including relevant background and experience.

3. Description of approach to providing the services listed in this RFP.

4. Examples of relevant experience with nonprofit finance, grant administration, internal

controls, executive support, or similar work.

Resume or qualifications of the person who would provide the services.

6. Two to three professional references.

7. Confirmation that the proposer can provide the services within the $70,000 annual contract
amount.

8. Disclosure of any actual, potential, or perceived conflicts of interest.

o

Submission Instructions
Proposals must be submitted electronically by July 10th, 2026 to:

Ashley Halladay-Schmandt, Executive Director
Michigan Balance of State Continuum of Care
Email: ashley@miboscoc.com

The email subject line should read: Operations Manager RFP Response.

Questions about this RFP may be submitted by email to ashley@miboscoc.com by June 20", 2026.
Responses to questions may be shared with all known interested applicants, as appropriate.

Anticipated Timeline

RFP Released June 11th, 2026
Questions Due June 22nd, 2026
Proposals Due July 10th, 2026
Interviews Week of July 10th, 2026
Contractor Start Date | August 3rd, 2026
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Conflict of Interest

Applicants must disclose any actual, potential, or perceived conflicts of interest, including any
financial, governance, contractor, or personal relationships that could affect or appear to affect the
applicant’s ability to provide independent and objective services to MIBOSCOC.

MIBOSCOC will review disclosed conflicts before making a final selection and may request
additional information or mitigation steps as needed.
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