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HOUSING AUTHORITY OF NEW ORLEANS
REQUEST FOR PROPOSALS
FOR
CONTRACTOR TO DIGITIZE AGED DOCUMENTS
FOR THE HOUSING AUTHORITY
RFP #20-906-34

The Housing Authority of New Orleans (HANO) is requesting sealed proposals from licensed,
qualified, experienced professional contractors to digitize approximately 100 boxes of aged
documents for the Housing Authority of New Orleans. Many of the documents are bound, water-
stained and possibly molding. The contractor shall be responsible for pick up and transport of the
documents from HANO to their processing facility, and returning the documents to HANO upon
completion of the sanitizing and digitizing process.

Sealed responses to this solicitation will be received by the Housing Authority of New Orleans
(HANO) in the Department of Procurement and Contracts until 2:00 p.m. CST on Friday,
October 30, 2020.

Deliver four (4) complete sets (one original clearly marked or stamped “original”, and three {3)
copies) of the required submittals, in a sealed envelope or box clearly marked with the words
“RFP Documents”, to the following address:

Audrey Plessy, Procurement Manager
Housing Authority of New Orleans
Department of Procurement and Contracts
4100 Touro Street
New Orieans, Louisiana 70122

Place the following information on the outside of the envelope in the upper, left-hand corner when
submitting proposai:
Company Name
Company Address
RFP Name and Number
Proposal Due Date and Time

Single copies of the RFP package may be downloaded from the HANO website at www.hano.org.
All responses submitted are subject to these Instructions and Supplemental Instructions to
Offerors, General and Supplemental Conditions, and alf other requirements contained herein, all
of which are made a part of this Request for Proposals by reference.

The Housing Authority of New Orleans reserves the right to reject any or all proposals for just
cause and to waive any informality in the submission process if it be in the public interest to do
s$0. '

HOUSING AUTHORITY OF NEW ORLEANS

Evette Hester
Executive Director




HOUSING AUTHORITY OF NEW ORLEANS
REQUEST FOR PROPOSALS

CONTRACTOR TO DIGITIZE AGED DOCUMENTS

FOR

FOR THE HOUSING AUTHORITY

RFP #20-905-34

INDEX OF SUBMITTAL DOCUMENTS

The Index of Submittal Documents is provided to assist in completing a responsive submittal. The
Index of Submittal Documents contains a listing of all required submittal items.

Please review this table, and submit with your proposal all documents that are.checked as a
"Required Submittal’. Documents that are checked “Signature Required” must be properly
executed. Documents that are checked “Notary/Corporate Seal Required” must be notarized

andfor have a corporate seal affixed.

"REQUIRED -

~ SIGNATURE.

'NOTARY/CORPORATE

- DOCUMENT "} REQUIRED | SIGNATUI ARY/CORPORATE
coimmeri e o CSUBMITTAL - of - REQUIRED . 10 SEAL REQUIRED .
Contractor's Summary v y \1
HUD-5369-C, Certifications and ¥ Y
Representations of Offerors
{Non-Construction Contract)

Certification of Contractor Non- y +

Exclusion

Non-Collusive Affidavit R «! v
Acknowledgement of Addenda y ¥

E-Verification Affidavit N y y
Written Proposal N N

Cost Proposal vy ¥

NOTE: ALL REQUIRED SUBMITTAL DOCUMENTS MUST BE SUBMITTED WITH THE

PROPOSAL PACKAGE.




Instructions to Offerors
Non-Construction

U.S. Department of Housing
and Urban Development
Office of Public and Indian Housing

LLL T

-03291 -

1. Preparation of Offers

{a) Otferors are expected to examine the statement of wark, the
proposed contract terms and conditions, and all instructions. Faliure
to do so will be at tha ofteror's risk.

(b} Each ofteror shalt furnish the information required by the soficita-
tion. The offeror shall sign the offer and print or type its name an the
cover sheet and each continuation sheet on which it makes an entry.
Erasures or other changes must be initialed by the person signing the
offer. Offers signed by an agsntshall be accompanied by evidence of
that agent's authorily, unless that evidence has been previously
furnished to the HA.

(c) Offers for services other than those specifled will not be consid-
ered.

2. Submission of Offers

(a} Offers and moditications thereof shall be submitted in sealed
anvalopes or packages (1) addressed to the office specified in the
sollcitation, and (2) showing the time specified for recelpt, the solicita-
tion number, and the name and address of the offeror.

(b} Telegraphic offers will not be considered unless authorized by the
solicitation; however, offers may be medifled by written or telegraphic
notice.

{c} Facsimile offers, modifications or withdrawals will not be consid-
ared unless authorized by the solicitation.

3. Amendments to Soficitations

(a} it this solicitation s amended, then all terms and conditions which
are not modified remain unchanged.

(b) Offerors shall acknowledge receipt of any amendments to this
solicitation by
(1) signing and returning the amandment;
{(2) identifying the amendment number and date in the space
provided tor this purpose on the form for submitting an offer,
(3) letter or telegram, or
(4) facsimile, if tacsimile offers are authorized in the solicitation.
The HAMUD must racsive the acknowledgment by the time
specified far recelpt of offers.

4, Explanation to Prospectlve Offerors

Any prospective offeror desiiing an explanation or intsrpretation of the
solicitation, statement of werk, etc., must request it in writing soon
enough to allow a reply to reach ali prospsctive offerors before the
submissien of their offers. Oral explanations or instructions given
before the award of the contract will not be binding. Any information
givanto a prospective offeror concerning a solicitation willbe furnished
promptly lo all other prospective offerors as an amendment of the
solicitation, if that Information is necessary in submitting offers or it the
lack of it would be prejudiclal to any other prospective offerors.

5. Responsibility of Prospective Contractor

{a) The HA shall award a contract only to a responsible prospective
contractor who Is able to perfarm successfuily under the terms and
conditions of the proposed contract. To be determined responsible,
a prospeclive contractor must -
{1) Have adequate financial resources to performthe contract, or
the ability 1o obtain them;

(2) Have a satisfactory performance record;
(3) Have a satisfactory record of integrity and business ethics;
(4) Have a satisfactory record of compliance with public policy
“{9.g., Equal Employment Opportunity); and
(5) Nothavebeensuspended, debarred, or otherwise determinad
to be ineligible tor award of contracts by the Depariment of
Housing and Urban Development or any other agency of the
U.S. Government. Current lists of insligible contractors are
avaitable for Inspection at the HA/HUD.

(b) Before an offer is considered for award, the offeror may be
raquasted by the HA to submit a statement or other documentation
regarding any of the foregoing requirements. Fallure by the offerorto
provide such additionalinformation may render the offeror ineligible for
award.

6. Late Submissions, Modlflcations, and Withdrawal of Ofars

{a) Any offer received at the place designated in the solicitation afier
the exact time specified for receipt will not be considered unless it is
recslved before award is made and it -

{1) Was sent by registered or certified mall not later than the fifth
calendar day before the date specifled for recaipt of offers
(e.g., an offer submitted in respense to a solicitation requiring
receipt of ofters by the 20th of the menth must have bsen
mailed by the 15th);

(2) Was sent by mall, or if authorized by the solicitation, was sant
by telegram or via facsimile, and it is determined by the HA/
HUD that the late receipt was due solely to mishandling by the
HAMUD after raceipt at the HA,

(3) Was sent by U.S. Postal Service Express Mail Next Day
Service - Post Office to Addresses, not later than 5:00 p.m. at
theplace of malling two working days prior tothe date specified
for recelpt of proposals. The term “working days” excludes
weekends and U,S. Federal holidays; or

{4) Is the only offer received.

(b} Any medification of an offer, except a modification resulting from
the HA’s request for “best and final” offer (if this solicltation Is a request
for proposals), is subject to the same condtitions as in subparagraphs
{a)(1), (2}, and (3} of this provision.

{c) A modification resulting from the HA's request for "best and final"
offer received after the tire and date specified In the request will not
be considered unless received before award andthe late receipt isdue
solely to mishandling by the HA after recsipt at the HA.

(d) The only acceptable evidence to establish the date of mailing of a
late offer, modification, or withdrawal sent either by registered or
certified mallis the U.S. or Canadian Postal Service postmark both on
the envelops or wrapper and on the original receipt from the U.S, or
Canadian Postal Service. Both postrnarks must show a legible date
orthe offer, modification, or withdrawal shall be processed as if mailed
late. "Postmark® means a printed, stamped, or otherwise placed
impression {exclusive of a postage meter machine impression) thatls
raadily identifiable without further action as having besn supplied and
affixed by employees of the U.S. or Canadian Postal Service on the
date of mailing. Therefore, ofterars should request the postai clerk to
place a hand cancellation bull's-eye postmark on both the receipt and
the envelope or wrapper.

{e) Theacnly acceptable evidence to establish the time of receipt atthe
HA is the time/date stamp of HA on the offer wrapper or other
documentary evidence of receipt maintained by the HA.

Previous sdition is obsolete
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{f} The only accaptable evidenca to establish the dale of mailing of a
late ofter, modification, or withdrawal sent by Express Mail Next Day
Service-Post Office to Addressae isthe date antered by the post office
receiving clerk on the “Express Mail Next Day Service-Post Oftice to
Addressee” label and the postmark on both the envslope or wrapper
and on the original receipt from the U.S. Postal Service. "Postmark”
has the same meaning as defined in paragraph (c) of this provision,
excluding postmarks of the Canadian Postal Service. Therefore,
offerors should request the postal clerk to place a legible hand
canceilation bull's eye postmark on both the recelpt and the envelope
of wrapper.

(g) Notwithstanding paragraph {a) of this provision, a late modification
of an otherwise successful offer that makes its terms more favorable
to the HA will be considered at any time it is recsived and may be
accepted, .

{h} If this solicitation is a request for proposals, proposals may be
withdrawn by written notice, or if authorized by this solicitation, by
talegram (including mailgram) or facsimile machine transmisston
received at any tima before award. Proposals may be withdrawn in
person by a offeror or its authorized representative if the identity of the
person requesting withdrawal is established and the person signs a
receiptfor the offer before award. If this soficitation is an invitation for
bids, bids may be withdrawn at any time prior to bid opening.

7. Contract Award

{a) The HA will award a contract resulting from this solicitation to the
responsible offerar whose offer conforming to the solicitation will be
most advantageous totheHA, costor price and other factors, specified
eisewhere in this solicitation, considerad.

{b) Tha HA may
(1) rejact any or all offers i such action is in the HA’s Interest,
(2} accept other than the lowest offer,
(3) walve informalities and minor irregularities in offers raceived,
and (4) award more than one contract for all or part of the
requirements stated,

(c) If this solicitation is a request for proposals, the HA may award a
contract on the basls of initial offers received, without discusstons,
Therefore, aach Initial offer should conlain the offeror's bestterms from
a cost or price and technical standpoint.

(d) A written award or acceptance of offer mailed or otherwise
fumished to the successful offeror within the time for acceptance
specified in the offer shall result in a binding contract without further
action by elther party. If this solicitation is a request for proposals,
beforethe offer's specified expirationtime, the HA may accept an offer,
whether or not there are negoliatians after its receipt, unless awritten
notice of withdrawalis recelived before award. Negotlations conducted
after recelpt of an ofter do not constitute a rejection or counterofter by
the HA.

(8) Neither financial data submitted with an offer, nor representations
concerning faclities or financing, will form a part of the resutting
contract,

8. Sarvice of Protest

Any protest against the award of a contract pursuant o this solicitation
shali be served onthe HA by obtaining written and dated acknowledg-
ment of receipt from the HA at the address shown on the cover of this
solicitation. Tha determination of the HA with regard to such protest
or to proceed to award notwithstanding such protest shall be final
unless appealed by the protestor.

9. Offer Submission

Cfters shall ba submitted as follows and shall be enclosed in a sealed
snvalope and addressed to the office specified in the solicitation. The
proposal shall show the hour and date specifled in the solicitation
for recelpt, the solicitation number, and the name and address of
the offeror, on the face of the envelope.

It Is very Important that the ofter be properly identified on the face
of the envelope as set forth above in order to insure that the date and
time of recelpt is stamped on the face of the offer envelope. Recelving
procedures are: date and time stamp those envelopes Identified as
proposals and deliver them immediately to the appropriate contracting
official, and only date stamp those envelopes which do not contain
identification of the contents and deliver them to the appropriate
procuring activity anly through the routine mall delivery procedure.

{Describe bid or proposal preparation instructions here:)

Previous edition is obsolets
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HOUSING AUTHORITY OF NEW ORLEANS
REQUEST FOR PROPOSALS
FOR
CONTRACTOR TO DIGITIZE AGED DOCUMENTS
FOR THE HOUSING AUTHORITY
RFP #20-905-34

SUPPLEMENTAL INSTRUCTIONS TO OFFERORS

1. Submi.ssion of Proposals

Deliver four (4) complete sets of the required documents (one clearly marked or stamped
“‘original”, and three (3} copies) of the required submittals, in a sealed envelope or box clearly
marked with the words “RFP Documents”, to the following address:

Housing Authority of New Orleans,
Department of Procurement and Contracts
Attn: Audrey Plessy, Procurement Manager
4100 Touro Street

New Orleans, Louisiana 70122

2, Interpretations/Questions

During the period hetween issuance of this RFP and the proposal due date, no oral interpretation
of the RFP's requirements will be given to any prospective offeror. Requests for interpretation
must be made, in writing, at least 3 days before the submission due date and time to:

Housing Authority of New Orleans

Department of Procurement and Contracts

Attn: Dianne Wiitz-Hunley, Contract Administrator
4100 Touro Street

New Orleans, LA 70122 :

(504) 286-8224 (fax); (504) 670-3249 (phone)

Questions may also be submitted via e-mail to dwiltz@hano.org

3. Addendum and Update Procedures for the RFP

During the period of advertisement for this RFP, HANO may wish to amend, add to, or delete from
the contents of this RFP. In such situations, HANO will issue an addendum to the RFP setting
forth the nature of the modification(s). All addenda will be posted on the HANO website. Hard
copies may be faxed or mailed upon request.

4, Proposal Format

All proposals shali be submitted in 8 1/2 x 11 inch format and bound. All pages shall be numbered.
Larger size pages or inserts may be used provided they fold to 8 1/2 x11-inches. All copies of
the submittal must be identical in content and organization. Consideration should be given to the
form and format of the submittal, as documents are duplicated and distributed internally for review
and evaluation by the Evaluation Committee. Proposals shall be organized and include all




name and number, submission date, respondent's name, address, email address and phone
number.

5. Submittal Forms

Provide, as a part of the proposal, all required certifications and forms, as listed on the index of
Submittal Documents page and included in Appendix B of this RFP. Documents that are checked
“Signature Required” must be properly executed. Documents that are checked “Notary/Corporate -
Seal Required” must be notarized and/or have a corporate seal affixed.

6. Acceptance of Proposals

Proposals must be signed, sealed and received at the specified address in completed form, no
later than the proposal submission time and date. Unsealed proposals will not be accepted.
Proposals submitted after the designated date and hour will not be accepted for any reason and
will be returned unopened to the originator. HANO reserves the right to accept or reject any or
all proposals, to take exception to this RFP’s specifications or to waive any formalities.
Respondents may be excluded from further consideration for failure to fully comply with the
specifications of this RFP.

HANO also reserves the right to reject the proposal of any respondent who has previously failed
to perform properly or to complete on time, a contract of similar nature; who is not in a position to
perform the contract; who habitually and without just cause neglected the payment of bills or
otherwise disregarded its obligations to subcontractors, providers of materials, or employees; or
who makes a misrepresentation in their response to this request or engages in unauthorized
contact with HANO Staff, Board Members, Evaluation Committee Members, Residents, or
Consultants.

7. Time for Reviewing Proposals

Proposals received prior to the due date and-time will be securely kept, unopened. After the
closing date, all proposals received are opened and evaluated in confidence. Proposals are not
opened publicly. The Contracting Officer’ authorized designee will decide the time to open and
review proposals. Once submitted, proposais become the property of HANO.

8. Withdrawal of Proposals

Proposals may be withdrawn upon written request dispatched by the respondent in time for
delivery during business hours prior to the time fixed for receipt; provided that written confirmation
of withdrawal is from the authorized sighature of the respondent, mailed and postmarked prior to
the time set for proposal opening. Negligence on the part of the Respondent in preparing its
proposal confers no right of withdrawal or modification of its proposal after the due date and time.

9, Award of Contracts

Contracts shall be awarded to the respondent submitting proposals according to the evaluation
criteria contained herein, provided the proposal is in the best interest of the Housing Authority
(HANO). The selected respondent will be notified at the earliest practical date. Subsequent
contract awards are subject to approval from the Housing Authority of New Orleans’ Board of
Commissioners, and for the U.S. Department of Housing and Urban Development. No companies




or firms listed on the System for Award Management (SAM) Excluded Parties List of companies
or firms ineligible to receive awards, will be considered.

10. Protest of Award

Any protest against the award of a contract agreement or purchase order based on a formal
method of procurement, where the solicitation is advertised, must be received by the Manager of
the Procurement and Contracts Department within three business days after notice of award, or
the protest will not be considered. HANO shall issue a written decision to a properly filed protest
within 15 business days of receipt.

11. Certification of Legal Entity

Prior to execution of a contract the company/firm shall certify that joint ventures, partnerships,
team agreements, new corporations or other entities that either exist or will be formally structured
are, or will be legal and binding under Louisiana law.

12. Louisiana Secretary of State

Prior to execution of a contract companies/firms must be registered to do husiness in the State of
Louisiana and must be active and in good standing. To register, go to www.sos.la.gov.

13. Costs Borne by Respondent

All costs related to the preparation of responses to this RFP and any related activities are the
responsibility of the respondent. HANO assumes no liability for any costs incurred by the
respondent throughout the entire selection process.

14, Best Available Data

All information contained in this RFP is the best data available to HANO at that time. This
information is provided to given in the RFP is not intended as representation of binding legal
effect. This information is furnished to assist respondents in preparing a response; HANO
assumes no liability for any errors or omissions.

15. Respondent Responsibilities

Each respondent is presumed by HANO to have thoroughly studied this RFP and become familiar
with the Scope of Services, and all other information contained in this RFP. Failure to do so may
be at the Respondent’s own risk.

16. Public Access to Procurement Information/Confidentiality

All information submitted in response to a solicitation issued by the Housing Authority of New
Orleans (HANO) shall remain confidential until after final approval by HANO's Board of
Commissioners and/or the United States Department of Housing and Urban Development (HUD).
HANO’s policy regarding public access is in strict accordance with the guidelines set forth in its
Procurement Policy, Section 1.6 - Public Access to Procurement Information, HUD Procurement
Handbook for Public Housing Agencies, Section 1.6 - Public Access to Procurement Information
and Section 7.2 (J) Confidentiality. Furthermore, pursuant to Louisiana Revised Statute
40:526(8), HANO shall not disclose information submitted in confidence in response to this RFP,
not otherwise required by law to be submitted, where such information should reasonably be
considered confidential.




HOUSING AUTHORITY OF NEW ORLEANS
REQUEST FOR PROPOSALS
FOR
CONTRACTOR TO DIGITIZE AGED DOCUMENTS
FOR THE HOUSING AUTHORITY
RFP #20-906-34

PART | - GENERAL BACKGROUND INFORMATION

1.1 Introduction/ Background information

The Housing Authority of New Orleans (HANO)} is requesting sealed proposals from, qualified,
experienced contractors to digitize approximately 100 boxes of aged, historic records and
documents. Documents may be water-stained and possibly contaminated by mold requiring
sanitization/remediation. '

PART Il - SCOPE OF SERVICES

The Housing Authority of New Orleans (HANO) is requesting sealed proposals from licensed,
experienced contractors to digitize approximately 100 Bankers boxes of aged, historic record
documents for the Housing Authority of New Orleans. The boxed documents may be water
stained and possibly contaminated by mold requiring sanitization/remediation. Most of the
documents are bound documents that may require unbinding before digitizing, however some of
the bound documents must remain bound; HANO will identify these documents. Contractor shall
re-box original documents and re-bind documents in their original order if unbinding was
necessary. Proposals shall include costs for removing the documents from their current location
at 4100 Touro Street, New Orleans, LA 70122, and transporting them to the contractor’s site for
processing i.e. sanitizing/remediation, and/or digitizing. The contractor shall include the cost for
returning the documents to HANO upon completion of the digitizing process.

The contractor shall possess alt applicable licenses and/or certifications to perform the required
services.

PART Il - SUBMISSION REQUIREMENTS

Listed below are the sections that must be included in your proposal. The proposal should reflect
the objectives outlined in the Scope of Services. Each section must be clearly labeled using the
bold-faced titles listed below, and shall be assembled in the order described below.

31 Knowledge and Experience

In narrative format, respondent shall provide its firm’s knowledge and experience in both sanitizing
(if applicable) and digitizing documents. Explain in detail the method of sanitizing bound and
unbound documents that will be used in the provision of the services described. The respondent
shall detail its experience in handling fragile, water-stained, and/or contaminated documents.

Provide a detailed explanation of the digitization process your company will use, and the reasons
why this method is preferable for the type, quantity, and quality of documents described in this
RFP. Detail your company’s experience in handling aged, fragile, vital and historic record
documents. :




Include details of how the documents will be retrieved and transported from their current location
to the contractor’s site for completing the required processes. Finally, describe the system used
for indexing and retrieval of the digitized documents.

3.3

3.4

3.2 Staffing and Qualifications

In narrative format provide a brief history of your company including the number of years
in business and the types of digitizing services your company has provided.

Provide a list of at least five (5) commercial businesses and/or governmental agencies for
which digitizing services have been provided that are similar to the services required in
this RFP. For each business/agency listed, provide a contact name and contact
information including telephone number, fax number, and email address.

Identify key positions and personnel who will be employed to work under this contract
indicating their specific role in the provision of the required services including personnel
or subcontractors who will be responsible for retrieving and transporting the documents to
the digitizing site. :

Provide a copy of all required licensing and or certifications demonstrating your company’s
qualification to perform digitizing of aged, historic records and documents.

ApproachWork Plan

Describe the company's approach in the provision of the services. Indicate whether your
company has the ability to complete all required services. Indicate whether outsourcing
will be necessary in the provision of services. Include a proposed timeline for commencing
and completing each stage of the process, i.e. document pickup and delivery of
documents upon completion of the work, sanitization, scanning, etc. Describe also the
process to be used to ensure that all documents will be captured in the digitizing process.
Indicate what media is suggested for retrieval of the scanned documents.

Required Certifications

The following documents, which are contained in Appendix B, must be included in the
proposal and must be properly executed and/or notarized:

Contractor's Summary

HUD Form 5369-C — Certifications and Representations of Offerors - Non-
Construction Contracts

Certification of Contractor Non-Exclusion

Non-Collusive Affidavit

Acknowledgement of Addenda

Employee Verification Affidavit

Cost Proposal Form

[ N
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3.5 Cost Proposal

Compilete the fee proposal form provided in (APPENDIX B). Identify the fixed rates for the
provision of the services required. In addition, include the company’s overhead and profit
associated with the provision of the requested services. Indicate any miscellaneous
expenses such as travel (if necessary), and other costs that may be associated with the
provision of the requested services.

PART IV PROCUREMENT PROCESS
4.1 Proposal Evaluation/Contract Award

Proposals received in response to this solicitation may be evaluated using a two-stage evaluation
process. Stage | of the evaluation process wilt be used to determine the Offerors that will be
included in the competitive range (short list), from which final selection for contract award(s) will
ultimately be made. Stage Il of the evaluation process will be reserved for the short listed firms
only. Scoring will be based upon how well the proposal meets the criteria established in this RFP.

During Stage 1 of the evaluation process, proposals will be evaluated and scored by an Evaluation
Committee. Scoring will be based on predetermined Evaluation Criteria contained in the
solicitation. The available points associated with each area of consideration are shown. The
results of the evaluation will be used to determine those Offerors to be included in the compaetitive
range.

The competitive range shall include those Offerors who are determined through the evaluation
process and due diligence review (verification of Contractor responsibility) to be the most
qualified. These Offerors may be requested to supply additional information to assist in
completing the due diligence review. Failure to satisfactorily complete the due diligence review
within the timeframe established by HANO will result in exclusion from the competitive range.

Stage [l of the evaluation process may entail presentations/interviews with the Offerors in the
competitive range. Offerors not included in the competitive range will not proceed to Stage If of
the evaluation process. The purpose of the presentations/interviews is to provide the Evaluation
Committee an opportunity to obtain additional information as a result of the written responses.
Stage 1l evaluation will be conducted upon completion of the presentations/interviews in
accordance with the same procedures and criteria outlined above for Stage [ evaluation.

HANO reserves the right to make no award or decline to enter into negotiations should it believe
that no Offeror to this RFP will be capable of delivering the necessary level of services within an
acceptable price range and/or time period, or if the total points received after evaluations is
unacceptable, as determined by HANO. Further, HANO reserves the right to forego Stage Il of
the evaluation process and enter into negotiations with the highest ranked firm from Stage | of the
evaluation process. If an Agreement cannot be negotiated with a firm(s), HANO will terminate
negotiations and the procedure will continue until a coniract(s) have been negotiated. All
contracts and subsequent contract awards to selected Offerors are subject to HUD funding
availability, and final approval from the Housing Authority of New Orieans’ Board of
Commissioners, and/or the U.S. Department of Housing and Urban Development.

HANO will award contracts resulting from this solicitation to the responsible offerors whose offers,
conforming to the solicitation, will be most advantageous, price and other technical factors
specified herein considered. HANO reserves the right to make contract awards without




negotiations, and to make no award or decline to enter into negotiations should it believe that no
Contractor to this RFP will be capable of delivering the necessary level of services within an
acceptable price range and/or time period. HANO further reserves the right to forego Stage H of
the evaluation process and enter into negotiations based on the resuits of Stage | of the evaluation
process. Should HANO exercise its right to make contract award without negotiations or to forego
Stage |l of the evaluation process, contract award will be based on initial proposals received.

4.2 Evaluation Criteria

Evaluation Criteria

Knowledge and Relevant Experience 35 Points
Staffing and Qualifications 35 Points
Approach/Work Plan 30 Points

Total Possible Points 100 Points




ATTACHMENT A




U.S. Department of Housing and Urban
Development

Office of Public and Indian Housing

Office of Labor Relations

OMB Approval No. 2577-0157 (exp. 3/31/2020)

General Conditions for Non-Construction

Contracts
Section Il — (With Maintenance Work)

Public Reporting Burden for this collection of information is estimated to average 0.08 hours per response, including the time for reviewing instructions,
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the coliection of information. Send
comments regarding this burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to the
Reports Management Officer, Office of Information Policies and Systems, U.S. Depariment of Housing and Urban Development, Washington, D.C.
20410-3600; and to the Office of Management and Budget, Papenwork Reduction Project (2577-0157), Washington, D.C. 20503. Do not send this
completed form fo either of these addressees.

in the classification under this Contract from the first
day on which work is performed in the classification.

Applicability. This form HUD-5370C has 2 Sections. These
Sections must be inserted into non-construction contracts as
described below:

2.  Withholding of funds

1) MNon-consfruction contracls {without mainlenance) greater
than $100,000 - use Section |;

2} Maintenance contracts (including nonroutine maintenance
as defined at 24 CFR 905.200) greater than $2,000 but not
more than $100,800 - use Section il; and

3) Maintenance contracts (including nonroutine maintenance),
greater than $100,000 — use Sections | and I

The Contracting Officer, upon his/her own action or tpon
request of HUD, shall withhold or cause to be withheld from the
Contractor under this Contract or any cther contract subject to
HUD-determined wage rates, with the same prime Confractor,
so much of the accrued payments or advances as may be
considered nacessary o pay laborers and mechanics employed
by the Contractor or any subcontractor the full amount of wages
required by this clause. In the event of failure to pay any laborer
or mechanic employed under this Confract all or part of the
wages required under this Contract, the Contracting Officer or
HUD may, after written notice to the Contractor, take such action
as may be necessary to cause ths suspension of any further
payment or advance until such violations have ceased. The
Fublic Housing Agency or HUD may, after written notice o the
Contractor, disburse such amounts withheld for and on account
of the Contractor or subcontractor to the respective employees
to whom they are due.

Section Il - Labor Standard Provisions for all Maintenance
Confracts greater than $2,000

1.  Minimum Wages

(a} All maintenance laborers and mechanics employed under
this Contract in the operation of the project{s} shall be paid
unconditionally and not less often than semi-monthly, and
without subsequent deduction (except as otherwise
provided by law or regulations), the full amount of wages
due at time of payment computed al rates not less than
those contained in the wage determination of the Secretary
of Housing and Urban Development which is attached
hereto and made a part hereof. Such laborers and
mechanics shall be paid the appropriate wage rate on the
wage determination for the classification of work actually _
parformad, without regard to skill. Laborers or mechanics mechanic: . )
performing work in more than one classification may be {)y Name, address and Social Security Number;
compensated at the rate specified for each classification for (ify ~ Correct work classification or classifications;
the time actually worked therein: provided, that the (i} Hourly rate or rates of monetary wages paid;
employer's payroll records accurately set forth he time (iv) Rate or rates of any fringe benefits provided;
spent in each classification in which work is parformed. The {v) Number of daily and weekly hours worked;
wage determination, including any additional classifications {vi} Gross wages earned;
and wage rates approved by HUD under subparagraph {vii) Any deductions made; and
1(b), shall be posted at all times by the Contractor and its {viil) Actual wages pald.

3. Records

(a) The Contractor and each subcontractor shall make and
maintain for three {3) years from the completion of the work
records containing the following for each laborer and

subcontractors at the site of the work in a prominent and
accessible place where it can be easily
seen by the workers.,

(b} (i) Any class of laborers or mechanics which is not listed in
the wage determination and which is to he employad under
the Contract shall be classified in conformarnce with the
wage determination. HUD shall approve an additional
classification and wage rate only when the following criteria
have been met:

(1) The work to be performed by the classification
required is not performed by a classification in the
wage determination,

(2) The classification is utilized in the area by the
industry; and

(3) The proposed wage rate bears a reasonable
relationship to the wage rates contained in the
wage determination.

® The wage rate determined pursuant to this
paragraph shall be paid to all workers performing work

(t) The Contractor and each subconfractor shall make the
records reauired under paragraph 3(a) available for
inspection, copying, or transcription by authorized
representatives of HUD or the HA and shall permit such
represenfatives to interview employees during working
hours on the job. If the Contractor or any subcontractor
fails to make the required records available, HUD or its
designee may, after written notice to the Coniractor, lake
such action as may he necessary lo cause the suspension
of any further payment, advance or guarantee of funds.

4, Apprentices and Trainees

{a) Apprentices and trainees will be permitted to work at less
than the predstermined rate for the work they perform
when they are employed pursuant to and individually
registered in:

i A bona fide apprenticeship program registered
with the U.S. Depariment of Labor, Employment
and Tralning Administration (ETA}, Office of
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Apprenticeship Training, Employer and Labor
Services (OATELS), or with a state apprenticeship
agency recognized by OATELS, or if a parson [s
employed in histher first 90 days of probationary
employment as an apprentice in such an
apprenticeship program, who is not individually
registered in the program, but who has been
certified by OATELS or a state apprenticeship
agency {where appropriate) to be eligible for
praobationary employment as an apprentice; A

® trainee program which has received prior approval,
evidenced by formal certification by the
U.S. Department of Labor, ETA; or

m A lrainingfirainee program that has received prior
approval by HUD.

(b) Each apprentice or trainee must be paid at nof less than
the rate specified in the registered or approved program for
the apprentice'sftrainee's level of progress, expressed as a
percentage of the journeyman houry rate specified in the
applicable wage determination. Apprentices and trainees
shall be paid fringe benefits in accordance with the
provisions of the registered or approved program. If the
program doss not specify fringe benefits,
apprenticesfirainces must be paid the full amount of fringe
benefits listed on the wage determination for the applicable
classification.

(c) The allowable ratio of apprentices or trainees to
journeyman on the job site in any craft classificalion shall
not be greater than the ratio permitted to the employer as
to the entire work force under the approved program.

{(d) Any worker employed at an apprentice or trainee wage rate
who is not registered in an approved program, and any
apprentice or trainee performing work on the job site in
excess of the ratio permitted under the approved program,
shall be paid not less than the applicable wage rate on the
wage determination for the classification of work actually
parformead.

(e} In the event OATELS, a state apprenticeship agency
recognized by OATELS or ETA, or HUD, withdraws
approval of an apprenticeship or trainee program, the
employer will no longer be permitted to ulilize
apprenticesftrainees at less than the applicable
predetermined rate for the work performed until an
acceptable program is approved.

Disputes concerning labor standards

(a} Disputes arising out of the labor standards provisions
contained in Section Il of this form HUD-5370-C, other than
those in Paragraph 8, shall be subject to the following
procedures. Disputes within the meaning of this paragraph
include disputes between the Coniractor (or any of its
subcontractors) and the HA, or HUD, or the employees or
their representatives, concerning payment of prevailing
wage rates or proper classification, The procedures in this
sectlion may be initiated upon HUD's own motion, upon
referral of the HA, or upon request of the Contractor or
subcontractor(s).

i A Contractor andfor subconiractor or other
interested party desiring reconsideration of
findings of violation by the HA or HUD relating to
the payment of straight-time prevailing wages or
classification of work shall request such
reconsideration by letter postmarked within 30
calendar days of the date of notice of findings
issued by the HA or HUD. The request shall set

forth those findings that are in dispute and the
reasons, including any affirmative defenses, with
respect to the violations. The request shalf be
directed to the appropriate HA or HUD official in
accordance with instructions contained in the
notice of findings or, if the notice does not specify
to whom a request should be made, o the
Regional Labor Relations Officer {(HUD). The HA
0 or HUD cfficial shall, within 60 days {unfess
otherwise indicated in the notice of findings) after
receipt of a timely request for reconsideration,
issue a written decision on the findings of violation.
The written decision on reconsideration shall
contain instructions thal any appeal of the decision
shall be addressed to the Regional Labor
Relations Officer by letter posimarked within 30
calendar days after the date of the decision. In the
event that the Regional Labor Relations Officer
was the deciding official on reconsideration, the
appeal shall be directed to the Director, Office of
Labor Relations (HUD). Any appeal must set forth
the aspects of the decision that are in dispute and
the reasens, including any affirmative defenses,
with respect to the violations. The Regionat Labor
{ii) Relations Officer shall, within 60 days {unless
otherwise indicated in the decision on
reconsideration) after receipt of a timely appeal,
issue a written decision on the findings. A decision
of the Reglonat Labor Relations Officer may be
appealed to the Director, Office of Labor Relations,
by letter postmarked within 30 days of the
Regional Labor Relations Officer's decision. Any
appeal to the Director must set forth the aspects of
the prior decision(s) that are in dispute and the
reasons. The decision of the Director, Office of
Labor Relations, shall be
final.

{b) Disputes arising out of the labor standards provisions of
paragraph 8 shall not be subject to paragraph 5(a) of this
form HUD-5370C. Such disputes shall be resolved in
accordance with the procedures of the U.S. Department of
Labor set forth in 28 CFR Paris 5, 6 and 7. Disputes within
the meaning of this paragraph 5(b) include disputes
between the Contractor (or any of its subcontractors) and
the HA, HUD, the U.S. Department of Labor, or the
employees or their representatives,

Contract Work Hours and Safety Standards Act

The provisions of this paragraph 6 are applicable only where the
amount of the prime contract exceeds $100,000. As used in this
paragraph, the terms “laborers” and "mechanics” includes
watchmen and guards.

(a) Overtime requirements. No Contractor or subcontractor
contracting for any part of the Contract work which may
require or invoive the employment of laborers or mechanics
shall require or permit any such laborer or mechanic in any
workweek in which he or she is employed on such work to
work in excess of 40 hours in such workweek unless such
laborer or mechanic receives compensation at a rate not
less than one and one-half times the basic rats of pay for all
hours worked in excess of
40 hours in such workweek.

(b) Violation; liability for unpaid wages; liquidated
damages. In the event of any violation of the provisions
set forth in paragraph 6(a), the Contractor and any
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subcontractor responsible therefor shalt be liable for the
unpaid wages. In addition, such Contractor and
subcontractor shall be liable to the United States (in the
case of work done under contract for the District of
Columbia or a territory, to the District or to such territory), for
liquidated damages. Such liquidated damages shall ba
computed with respect to each individual laborer or
mechanic, including watchmen and guards, employed in
violation of the provisions set forth in paragraph (a} of this
clause, in the sum of $10 for each calendar day on which
such individual was required or permitted to work in excess
of the standard workweek of 40 hours without payment of
the overiime wages required by provisions set forth in
paragraph (a) of this clause.

{c) Withholding for unpaid wages and liquidated damages.
HUD or its designee shall upon its own action or upon
wrilten request of an authorized representative of the U.S.
Department of Labor withhold or cause to he wititheld,
from any moneys payable on account of work performed
by the Contractor or subcontractor under any such
Contract or any federal contract with the same prime
Contractor, or any other federally-assisted coniract subject
to the Contract Work Hours and Safety Standards Act,
which is held by the same prime Contractor such sums as
may be determined to be necessary to satisfy any
liabilities of such Conlractor or subcontractor for unpaid
wages and liquidated damages as provided in the
provisions set forth in paragraph (b) of this clause.

7. Subconfracts

The Contractor or subcontractor shall insert in any
subcontracts all the provisions contained in this Section Il and
also a clause requiring the subcontractors o include these
provisions in any lower tier subcontracts. The prime Confractor
shall be responsible for the compliance by any subcontractor or
lower tier subcontractor with alk the provisions contained in
these clauses.

8. Non-Federal Prevailing Wage Rates

Any prevailing wage rate (including baslc hourly rate and any
fringe benefits), determined under state law to be prevailing,
with respect fo any employes in any trade or position
employed under the Ceontracl, is inapplicable to the contract
and shall not be enforced against the Contractor or any
subcontractor, with respect to employees engaged under the
contract whenever such non-Federal prevailing wage rate,
exclusive of any fringe benefits, exceeds the applicable wage
rate determined by the Secretary of HUD to be prevailing in the
locality with respect to such trade or position,
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HOUSING AUTHORITY OF NEW ORLEANS
REQUEST FOR PROPOSALS
FOR
CONTRACTOR TO DIGITIZE AGED DOCUMENTS
FOR THE HOUSING AUTHORITY
RFP #20-906-34

SUPPLEMENTAL CONDITIONS

The following supplements modify the “General. Conditions for Non-Construction Contracts
Section | and 1I,” form HUD-5370-C:

Contract Type

The contract to be awarded shall be a fixed price contract, where the awarded Contractor will
provide HANO with the required services, as identified in the Scope of Services, pending HUD
Funding.

Contract Period

The contract period shall be 150 calendar days upon issue of a Notice to Proceed.

Invoicing

Invoices shall be submitted monthly to the Department of Finance and HANO's Legal Department
simultaneously. The invoice shall provide an invoice number, service dates, purchase order
number, a description of services provided and the nameftitle of employee(s) or subcontractors
who rendered the services. Invoices shall he submitted on the contractor's own invoice.
Payments

All vendors should submit invoices to the Finance Department on or before the days listed
below. All vendor invoices are due on the 15t or 15% of the month. Invoice payments are as

follows:

e Invoices received on the 16™ of the current month thiu the 15 day of the next
month will be paid on the 15 of the following month.

» Example: An invoice received on August 27" will be processed
commencing September 15t and paid on October 15t

s  Invoices received on the 2" of the current month thru the 15” of the current
month will be paid on the 15th of the following month.

e Example: An invoice received on August 4" will be processed
commencing August 15th and paid on September 15th.




Insurance

Prior to commencement of the contract, the awarded contractor shall furnish a Certificate of
fnsurance in duplicate, with The Housing Authority of New Orleans Project Name and Number
stated on the Certificates and submit prior to the beginning of operations. Coverage and amounts
below are minimum requirements and do not establish limits to the Contractor’s liability. The
insurance carriers used by the contractor must be authorized to do business in the State of
Louisiana and the insurance provided will cover all operations under the contract, whether
performed by the contractor or by subcontractors. Other coverage and higher limits may be
provided at the Contractor's own expense.

Evidence of insurance shall be provided by a producer using insurance companies with a
minimum A- rating.

+  Workers Compensation and Occupational Disease Insurance in accordance with the laws of
the State of Louisiana

¢ Commercial Liability Insurance (primary and umbrella) or equivalent with limits of not less than
$1,000,000.00 per occurrence combined single limit, for bodily injury, personal injury, and
property damage liability. The Housing Authority of New Orleans is to be named as an
additional insured on a primary non-contributory basis for any liability arising directly or
indirectly from the Services.

¢ Automobile Liability Insurance (Primary and Umbreila} for motor vehicles (owned, non-owned
and hired) used in connection with the services to be performed, shall be covered with
Comprehensive Automobile Liability Insurance with limits of not less than $1,000,000.00 per
occurrence combined single limit, for bodily injury and property damage. The Housing
Authority of New Orieans is to be named as an additional insured on a primary non-
contributory basis.

» Professional Liability insurance covering acts, errors, or omissions shall be maintained with
limits of not less than $1,000,000.00 per occurrence. Coverage extensions shall include
Blanket Contractual Liability. When policies are renewed or replaced, the policy retroactive
date must coincide with, or precede, start of services under the contract. A claims-made
policy, which is not renewed or replaced, must have an extended reporting period of two (2)
years.

The Contractor shalt be required to furnish the Housing Authority of New Orleans’ Department of
Procurement and Contracts original Certificates of Insurance evidencing the required coverage
to be in force on the date of the contract, and Renewal Certificates of Insurance, or such similar
evidence, if the coverage has an expiration or renewal date occurring during the term of this
contract or extensions thereof. The receipt of any certificate does not constitute agreement by
HANO that the insurance requirements in the contract have been fully met or that the insurance
policies indicated on the certificate are in compliance with all contract requirements. The
insurance policies shall provide for sixty (60) days prior written notice to be given to HANO in the
event coverage is substantially decreased, canceled or non-renewed.

The Contractor shall require all subcontractors to carry the insurance required herein, or the
Contractor may provide the coverage for any or all subcontractors, and, if so, evidence of
insurance submitted shall so stipulate.




The Contractor agrees and shall require each subcontractor to agree that insurers shall waive
their rights of subrogation against the Housing Authority of New Orleans.

The Contractor expressly understands and agrees that any insurance or self-insurance programs
maintained by the Housing Authority of New Orleans shall apply in excess of and not contribute
with.insurance provided by the Contractor under the Contract.

The Housing Authority of New Orleans, its Board Members, officers, employees and agents are
each to be named as an “Additional Insured” on all liability insurance.

TERMINATION FOR CONVENIENCE AND DEFAULT

(a) HANO may terminate this contract in whole, or from time to time in par, for the HA's
convenience or the failure of the Contractor to fulfill the contract obligations (defauit). HANO shali
terminate by delivering to the Contractor a written Notice of Termination specifying the nature,
extent, and effective date of the termination. Upon receipt of the notice, the Contractor shall: (i)
immediately discontinue all services affected (unless the notice directs otherwise); and {ji) deliver
to HANO all information, reports, papers, and other materials accumulated or generated in
performing this contract, whether completed or in process. (b) If the termination is for the
convenience of HANO, HANO shall be liable only for payment for services rendered before the
effective date of the termination. (¢) If the termination is due to the failure of the Contractor to fulfifl
its obligations under the contract (default), HANO may (i) require the Contractor to deliver to it, in
the manner and to the extent directed by HANO, any work as described in subparagraph (a){ii)
above, and compensation be determined in accordance with these changes; (ii) take over the
work and prosecute the same to completion by contract or otherwise, and the Contractor shall be
liable for any additional cost incurred by HANO; (iii) withhold any payments to the Contractor, for
the purpose of off-set or partial payment, as the case may be, of amounts owed to HANO by the
Contractor. (d) If, after termination for failure to fulfill contract obligations (defauilt}, it is determined
that the Contractor had not failed, the termination shall be deemed to have been effected for the
convenience of HANO, and the HANO shall be entitled to payment as described in paragraph (b)
above. (e) Any disputes with regard to this clause are expressly made subject to the terms of
clause titled Disputes herein.

ORGANIZATIONAL CONFLICTS OF INTEREST

(a) The Contractor warrants that to the best of its knowledge and belief and except as otherwise
disclosed, it does not have any organizational conflict of interest which is defined as a situation in
which the nature of work under this contract and a contractor's organizational, financial,
contractual or other interests are such that; (i) Award of the contract may result in an unfair
competitive advantage; or (i) The Contractor's objectivity in performing the contract work may be
impaired. (b) The Contractor agrees that if after award it discovers an organizational conflict of
interest with respect to this contract or any task/delivery order under the contract, he or she shali
make an immediate and full disclosure in writing to the Contracting Officer which shall include a
description of the action which the Contractor has taken or intends to take to eliminate or
neutralize the conflict. The HA may, however, terminate the contract or task/delivery order for the
convenience of the HA if it would be in the best interest of the HA. (c) in the event the Contractor
was aware of an organizational conflict of interest before the award of this contract and
intentionally did not disclose the conflict to the Contracting Officer, the HA may terminate the
contract for default. (d) The terms of this clause shall be included in all subcontracis and
consulting agreements wherein the work to be performed is similar to the service provided by the




prime Contractor. The Contractor shall include in such subcontracts and consulting agreements
any necessary provisions to eliminate or neutralize conflicts of interest.

REQUEST FOR TAXPAYER NUMBER AND CERTIFICATION (W-9)

Upon award of the contract, the contractor shall provide a copy of its Request for Taxpayer
Number and Certification (W-8) at the time and date specified by the Authority.

INDEMNIFICATION

The successful contractor will be required to protect, defend, indemnify, keep, save, and hold
HANO, its officers, officials, employees and agents free and harmless from and against any and
all liabilities, losses, penalties, damages, settlements, environmental liability, costs, charges,
professional fees or other expenses or liabilities of every kind, nature and character arising out of
or relating to any and all claims, liens, demands obligations, actions, suits, judgments or
settlements, proceedings or causes of action of every kind, nature and character (collectively,
“claims”} in connection with or arising directly or indirectly out of the acts or omissions and/for the
performance thereof by the successful contractor, its officers, officials, agents, employees, and
subcontractors, including, but not limited to, the enforcement of the indemnification provision. The
successful Contractor will be further required to investigate, handie, respond to, provide defense
for and defend all suits for any and all claims, at its sole expense and agrees to bear all other
costs and expenses related thereto, even if the claims are considered groundless, false or
fraudulent.

HANO will have the right, at its option and at its expense, to participate in the defense of any suit,
without relieving the successful Contractor of any of its obligations under this indemnity provision.
The indemnities to be set forth in the contract resulting from this RFP will survive the expiration
or termination of that contract.

ASSIGNMENT

The successful Contractor shall not enter into’any subcontracts, retain consultants, or assign,
transfer, convey, sublet, or otherwise delegate its obligations under the contract resulting from
this RFP, or any of its rights, title or interest therein, or its power to execute such contract to any
person, company or corporation without the prior written consent and approval of the HANO.

PERSONNEL

In submitting their proposals, contractors are representing that the personnei described in their
proposals shall be available to perform the services described for the duration of the contract
period, barring illness, accident or other unforeseeable events of a similar nature in which cases
the Contractor must be able to provide a qualified replacement. Such representation shall he
valid for a minimum of 120 calendar days after the proposal due date and time. Furthermore, all
personnel shall be considered to be, at ali times, the sole employees of the Contractor under its
sole direction, and not employees or agents of HANO.

CERTIFICATION OF LEGAL ENTITY
Prior to execution of a contract agreement, the Contractor shall certify that joint ventures,

partnerships, team agreements, new corporations or other entities that either exist or will be
formally structured are, or wili be legal and binding under Louisiana law.




PUBLIC ACCESS TO PROCUREMENT INFORMATION/CONFIENTIALITY

All information submitted in response to a solicitation issued by the Housing Authority of New
Orleans (HANO) shall remain confidential until after final approval by HANO's Board of
Commissioners and/or the United States Department of Housing and Urban Development (HUD).
HANQO's policy regarding public access is in strict accordance with the guidelines set forth in its
Procurement Policy, Section 1.6 - Public Access to Procurement Information, HUD Procurement
Handbook for Public Housing Agencies, Section 1.6 - Public Access to Procurement Information
and Section 7.2 (J) Confidentiality. Furthermore, pursuant to Louisiana Revised Statute
40:526(8), HANO shall not disclose information submitted in confidence in response to this RFP,
not otherwise required by law to be submitted, where such information should reasonably be
considered confidential.

BEST AVAILABLE DATA

All information contained in this RFP is the best data available to HANO at the time the RFP was
prepared. The information given in the RFP is not intended as representations having binding
legal effect. This information is furnished for the convenience of contractors and HANO assumes
no liability for any errors or omissions.

COMPLIANCE REPORTING

The awarded Contractor shall be responsible for submitting regular reports detailing their
compliance with the conditions of this contract in the format prescribed by and at the intervals
required by HANO.

RIGHTS, USE, AND OWNERSHIP OF ASSESSMENT MATERIALS

Assessment materials generated as a result of performing the Scope of Services contained in this
contract shall be confidential and proprietary, and shall be for the exclusive use and ownership of
The Housing Authority of New Orieans. Such materials shall include, but not be limited to data,
cost estimates, and reports generated that contain descriptive and/or identifying information
regarding individual properties owned by HANO and/or HANO’s portfolio of properties. Such
materials shall not be shared, signed, sold or disclosed to parties other than those named on the
contract without the express written permission of The Housing Authority of New Orleans’
Contracting Officer. Any violations of this provision shall be considered a breach of and grounds
for immediate termination of the contract.

ETHICS POLICY

The selected Contractor shall abide by the applicable provisions of the Housing Authority of New
Orleans’ Ethics Policy and State of Louisiana Ethics Code.

THIRD PARTY CLAIMS ON SOCFTWARE

HANO shall be held harmless from any third party legal claims involving the use by HANO of any
software product or technique provided by the selected contractor.




RULES, REGULATIONS, AND LICENSING REQUIREMENTS

The successful Contractor shall possess all of the required State and Local licenses and
certifications required to perform work of the type required by this contract in the City of New
Orleans. In addition, the Contractor shall comply with all laws, ordinances and regulations
applicable to the services contemplated herein. Contractors are presumed to be familiar with all
federal, state and local laws, ordinances, codes, rules and regulations that may in any way affect
the delivery of services.

CONTRACTUAL OBLIGATIONS

At any time, should the proposed services require the use of products or services of another
company, such services shall be disclosed, and HANO will hold the selected Contractor
responsible for the proposed services.

CONTRACTOR STATUS
The successful Contractor is an independent consultant, and will not be an employee of HANO.

ADVERTISING

In submitting a proposal, the successful Contractor agrees not to use the results from it as a part
of any commercial advertising. HANO does not permit firms to advertise or promote the fact of
their relationship with HANO in the course of marketing efforts, unless HANO specifically agrees
otherwise.

MEDIA RELATIONS

The successful Contractor shall not make public comment on HANO matters without the
express written approval from HANO. All media inquiries shall be referred to the Executive
Director and Director of Communications.




ATTACHMENT B




HOUSING AUTHORITY OF NEW ORLEANS
REQUEST FOR PROPOSALS
FOR
CONTRACTOR TO DIGITIZE AGED DOCUMENTS
FOR THE HOUSING AUTHORITY
RFP #20-905-34

CONTRACTOR'S SUMMARY

if this Bid is submitted by a joint venture, each business shall provide the information requested
below.

Under penalties of perjury, as prescribed in 18 U.S.C. 1001, the undersigned certifies that the
statements set forth in this bid are true and correct.

(Bidder's Name)

By:
(Signature)

(Printed or Typed Name)
Title:

Date:

(If a Corporation, President or Vice-President should sign; If a Partnership, a Partner should
sign. If some other Officer signs, evidence of authority must be submitted.)

Address:

- City, State, Zip:

Telephone No.:

Email:

Taxpayer .D. No.:

(Affix Corporate Seal)

If a Corporate Seal is not affixed, this document must be notarized. If neither is done, this entire
bid will be deemed non-responsive and rejected.

Subscribed and sworn to (Notary Public)
(Seal)
before me this day of

, 20

My Commission expires:
Date Contractor Signed:




Certlfications and
Representations

of Offerors
Non-Construction Contract

U.S, Department of Housing
and Urban Osvelopment
Offico of Puble and Indlan Housing

‘OMB Approvel No: 2577-0180 {oxp. 7/30/96)
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1. Conlingent Fee Represeu Hon and A greement :
(a) The biddec/offeror reptesenls and cetliﬁes as past of Iis bldf
offer that, except for full-time bona fide smployees working
solely for the bidder/offecor, the bidderfofferor:

{131 lhas, [ }has oot employed or relained any person or
company lo solicit or obtain this contract; and

{2){ ] has,[ ]basaolpaidoragreedto pay to any person
or company employed or retatned 1o solicit or obtain this
contract any commission, percentage, brokerage, or other
fce contingent ugon or resulling froin the award of thls
contracs.

{b) If the answer (o ¢ither (@)(1) or (a) (2) above is alfirmative,
lic bidderfofferor shall make an tmmedlate and full wrtien
disclosure lo the PHA Contracting Officer.

“(c) Any mistepresentation by the bidder/offeror shall give Lhe
PHA the right to {1} terminale the resullant contract; (2) at its
discretion, to deduct from cohtract payments the amount of any
commisston, percentages, brokerage, or-other contingent fee; or
(3) take other remedy puesuant to the conlract.

2. Small, Minority, Women-Owned Business Concern Rep-
resentation

The bidder/offeror tepresents and certifies as partof its bld/ effer
that it

(ay [ 1is,{ }isnotasmall business concern. “Sinall business
concerm,” as used in thls provision, means a concern, Includ-
ing its alfiliates, thal is independénily owned and operated,
not domipant in the field of operation in which it is bldding,
and qualified 23 a small business under the criteria and size
siandasds ia 13 CFR 121,

Y[ Jis, [ ]t not awomen-owned small business concern,
"Women-owned,” as used in this provision, means & small
business that is at least 51 percent owned by a woman or
women who - are 1.8, citizens and who also contol and
operale the business,

@ { Jis, [ ]is oot a minority enterprise whlch pursuant (o
Executive Ordar 11625, is defined as a business which is at
least 51 percent owned by one or mare minorily group
members or, tn the case of a publicly owned business, at least
31 percent of lis voting stock s owned by one or more
minority group members, and whose management and datly
opecations are controlled by one or more such individuals,

-:For the pirpose of this defi hiuon.
(Check the block appllcable lo you} .

{ ] Black Americans { 1 Astan Pacific Americans
{ 1 Hispanle Americans [ | Aslan Indian Amerenns

[ } Native Americans { 1 Hasldic Jowlsh Americans

" 3. Certifleate of Independent Price Delerminalion

{a} The bidder/offeror certifics thal—

(1) The prices in this bid/offer bave been arrived at Indepen~
dently, without, (or the putpose of restriciing compesti-
tlon, any coosultation, communicatlon, or agreement
with any other bidderfolferor or competitor relating to ()
those prices, (ii) the inteation {0 submit a bid/offer, or
(ili} the methads or factors used to calculats the prices
offered;

{2) The prices in this bidfoffer have nol been and will not be
knowingly disctesed by \he biddar/offeror, directly or
inclirectly, lo any. other biddes/olferor or compatitor be-
fore bid opening (in the case of a sealed bid solicitalion)
or contract award (inthe case of a negotiated solicitation)
unless otherwlise required by law; and

(3) No atlempt has been made or will be made by the bidder/
offeror (o induce any other concern to submil or not lo
submita bldloffe forthe purpose of resiricling competition,

(b) Each signature on the bid/offer Is considered to be a certifl-
catlon by the signatory that the signatory;

{1} Is the person in the bldder/ofteror's organtzation respon-
sible for determining the prices being offered in this bid
or proposal; and thal the stgnatory has not participated
and will not partictpate in any action conlrary to subpara-
graphs {a)(}) througl {a)(3) above; or

{2) (1) Hasbeenauthorized, in wrlling, to act as agent for the
{ollowing principals in certifying that those principals
have not panticlpated, and will not padticipate in any
action contrary 10 subparagraphs (a)(1) through {a)(3)
above (lasert full name of person(s) in the bldderfoiferars
organization esponsible for detenmining the prices of-
fered in this bid or proposal, and the title of his or her
position in the bidderfoflesor's organization);

{it) As an authorized agent, does certify that the prinel-
pals named in subdiviston {b)(2)(i} above have not par-
ticipated, and will not participate, i any action contrary
{o subparagraphs (a)(l) through (8){2) above; and
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(ili) A'san agent, hasnotpersonally participated, nnd will
not parlicipate in any actlon contrary to subparagraphs
(a)(1) through {a)(3) above.

{c} If the bidderfolferor deletes or modifies subparagraph (a)2
above, the biddesfofferor must fumish with its bid/offer a
‘signed stalement setting {osth in detail the circumstances of
the di;cl_osurq. ) :

4. Organlzalinnal Conﬂlcts ot Interest Cer!lﬂcailon
(a) The

<l
- nrganizauonal confiict of mler@st whlch s dcﬁned A% a
situation in which the nature of work under a proposed
conlzact and a prospeciive contractor's orgamzationat fi-
nanctal, contractual or othier Interest ace such thap:

(1} Award of the contract may resuft tn an unfair competl-
live advantage;

(i) The Contraclor's objectivity in performing l.he cog-
tract work may be impaired; or

(i$1) That the Conlractor bias disclosed ali relevant infor-
madoen and requested the HA to make a determination
with respect to this Conteact.

{b) The Conlractor agrees that If afller award he of she discovers

r an organizational conflict of Interest with respect to this
contract, he or she shall make an immediato zod full disclo-

sure In writing to the HA which shel include a descrlption of

the action which the Contcaclor has taken or intends lo
eliminate or neutralize the confiict, The HA may, however,
terminate the Couleact far the convenlence of HA I L would

-be in the best interest of HA.

{c} In the event tho Contractor was aware of an organizational
conflict of interest before the award of this Contract and
Intentionally did not disclose the conflict to the HA, the HA
may terminate the Contract for default.

{d) The Conlractor shall require a discloswre or representation
from subconuactors and consu [lants who may be fn a position
1o influence the advice or assistance rendered ta the HA and
shallinclude any necessary provisionsto eliminate or neutralize
conflicts of interest in consultant agresments or subcontracts
involving performance or work under this Contract,

5. Authorized Negollators (REPs only)

The offeror represents that the following persons are authorized
Io negoliate on its behalf with the PHA in conneclion wilh this
tequest for proposals: (list names, titles, and tglephone numbers
of the authorlzed negotiators):

Contraclor warrants that o the best of its knowlcdge- and
d cxceplas OLhcrwisc disc]os' 1, it does fiol, bave any -

0. Conflict of Interest

In the absence of ary actual or apparent conflict, the offeror, by
submission of a proposal, hereby warrants that to the best of jis
knowledge aad beltef, no actunl or apparent conflict of interest
exists with regard to my possible performance of this procure-
ment, as described in the clause in this solicitation titled “Orga-

‘wizailonat Conflict of Interest.”

:A.:'_-? Oﬂ‘erorsSIgna{ure I TP
'Therrferor hereby cerllﬁes lhal thc :nformauon conmtncd in .

-+ these ccniﬁcall ns and_;eprcsc talions !3 accuratc, complclo, o
“and cun-enl. : o

Signature & Date:

. Typed or Printed Namo:

Tiile:
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HOUSING AUTHORITY OF NEW ORLEANS
REQUEST FOR PROPOSALS
FOR
CONTRACTOR TO DIGITIZE AGED DOCUMENTS
FOR THE HOUSING AUTHORITY
RFP #20-905-34

CERTIFICATION OF CONTRACTOR NON-EXCLUSION

This certification applies to a sole proprietor or any bidding entity or any individual partner,
incorporator, director, manager, officer, organizer, or member, who has at teast 10% ownership in the
bidding entity, for consideration for award of contracts, in accordance with LA R.S. 38:2227.

A conviction of or plea of guilty or no contest to the following state crimes or equivalent federal crimes
shall permanently bar any person or the bidding entity from bidding on public projects:

(a) Public bribery

(b} Corrupt Influencing
{¢) Extortion

(d) Money laundering

A conviction of or plea of guilty or no contest to the following state crimes or equivalent federal crimes
shall bar any person or the bidding entity from bidding on public projects for a period of five years from
the date of conviction or from the date of the entrance of the plea of guilty or no contest:

(a) Theit

(b) identity theft

{¢) Theft of a business record

{d) False accounting

(e) Issuing worthless checks

(HH Bank fraud

(g) Forgery

{h) Contractors; misapplication of payments
(i) Malfeasance in office

The five-year prohibition shall apply only if the crime was committed during the solicitation or execution
of a contract or bid awarded pursuant to the provisions of LA R.S. Title 38, Chapter 10 — Public
Contracts.

Should information be discovered about a bidding entity that would be cause for debarment,
suspension, exclusion, or determination of ineligibility for award of a contract, HANO shall report and
submit supporting documentation to the applicable regulatory agency.

| hereby attest that | have not been convicted of, or have not entered a plea of guilty or nolo contender
to any of the crimes listed above or equivalent crimes.

(Printed Name) (Date)

(Signature)




HOUSING AUTHORITY OF NEW ORLEANS
REQUEST FOR PROPOSALS
FOR
CONTRACTOR TO DIGITIZE AGED DOCUMENTS
FOR THE HOUSING AUTHORITY
RFP #20-905-34

NON-COLLUSIVE AFFIDAVIT
(Prime Bidder/Offeror)

State of

City/County of

Being duly sworn, deposes and says:
(Name)

That he/she is
(A partner or officer of the firm of, etc.)

The party making the foregoing proposal or bid, that such proposal or bid is genuine and not
collusive or sham: that said bidder has not colluded, conspired, connived or agreed, directly or
indirectly with any bidder or person, to put in a sham bid or to refrain from bidding, and has not in
any manner, directly or indirectly, sought by agreement or collusion, or communication or
conference, with any person to fix the bid price or affiant or any other bidder, or to fix any overhead
profit or cost element of said bid price, or that any other bidder, or to secure any advantage against
the Housing Authority of New Orleans or any personal interest in the proposed contracts; and that
all statements in said proposal or bid are true.

Signature of

Offeror, if the bidder is an individual

Partner, if the bidder is a partnership

Officer, if the bidder is a corporation
Subscribed and Sworn to before me

This 7 day of 2018

Notary Public

My Commission Expires




HOUSING AUTHORITY OF NEW ORLEANS
REQUEST FOR PROPOSALS
FOR
CONTRACTOR TO DIGITIZE AGED DOCUMENTS
FOR THE HOUSING AUTHORITY
RFP #20-905-34

ACKNOWLEDGEMENT OF ADDENDA

Respondent has received the following Addenda, receipt of which is hereby acknowledged:

Addendum Number: Date Received:

Addendum Number: Date Received:
Addendum Number: Date Received:
Addendum Number: Date Received:

(Respondents Name)

{Signature)

{Printed or Typed Name)




HOUSING AUTHORITY OF NEW ORLEANS
REQUEST FOR PROPOSALS
: FOR
CONTRACTOR TO DIGITIZE AGED DOCUMENTS
FOR THE HOUSING AUTHORITY
RFP #20-905-34

EMPLOYEE VERIFICATION AFFIDAVIT
(Employer}

STATE OF

CITY/COUNTY OF

1, Being duly sworn, attests and says that:
(Authorized Signatory)

a private organization,

(Name of Private Company/Employer)

duly registered in the aforementioned state, and contracted to perform work within the State of
Louisiana, herein attests that l/we (the employer) are in compliance with the United States
Department of Homeland Security’s “E-Verify” program, which is mandated pursuant to La RS
38:2212.10. |further attest that l/we are registered in a status verification system to verify that all
new employees in my/our (the employer} employ are legal citizens of the United States, or are
legal aliens. Further, l/we shall continue to utilize a status verification system to confirm the legal
status of all new employees assigned to this project during the term of this contract. In further
compliance with the Immigration Reform and Immigrant Responsibility Act of 1998 administrated
by the U.S. Department of Homeland Security, 1/iwe shall require ali subcontractors to submit to
me/us (the employer) a sworn affidavit verifying its compliance with the Immigration Reform and
Immigrant Responsibility Act of 1996, 8 U.S.C. 1324(a).

Signature of

(Authorized Signatory)

(Printed Name/Title of Authorized Signatory)

Sworn to and Subscribed before me:

This day of , 20

Notary Public

My Commission Expires




HOUSING AUTHORITY OF NEW ORLEANS
REQUEST FOR PROPOSALS
FOR
CONTRACTOR TO DIGITIZE AGED DOCUMENTS
FOR THE HOUSING AUTHORITY
RFP #20-905-34

COST PROPOSAL

The contractor shall propose a firm fixed fee for all work performed under this RFP. The resulting
contract is anticipated to be a fixed price contract for services, which includes overhead and profit.

Provide a breakdown for each process and a total for all processes combined.

TRANSPORTING BOXED DOCUMENTS: TOTAL COST
Pickup documents from/return to HANO
Upon completion of digitizing process: $
HANDLING: Cost per box Cost per page
$ 3 $
STERALIZATION: Per Box Cost Per Page Cost
$__ & $
SCANNING: Disassembly of bound documents $
Reassembly/Indexing of bound documents $

(Reassembly after scanning)

OCR scanning (per page) $
ADF scanning (per page) $
MEDIA: FTP $
Flash Drive $
Other Costs: Misc. Expenses $
(if applicable) (Identify and explain on separate sheet if applicable)
TOTAL COMBINED COSTS $__

Firm/Company Name

Printed Name of Firm's Representative/Title

Signature

Date




