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RFP INFORMATION AT A GLANCE 
[Table No. 2] 

AGENCY CONTACT PERSON Prentice Mackyeon 
Telephone: (504) 670-3447 
E-mail: pmackyeon@hano.org 

HOW TO OBTAIN THE RFP DOCUMENTS 
ON HANO’S WEBSITE 

1. Access www.hano.org.
2. Click on the “Business” tab on the blue taskbar.
3. Click on “Active Solicitations” and go to the

specific solicitation.
4. If you have any problems accessing the RFP

documents, please contact Procurement at
procurement@hano.org.

PRE-PROPOSAL CONFERENCE NO CONFERENCE HAS BEEN SCHEDULED 
QUESTION SUBMITTAL DEADLINE Monday, April 19, 2024 at 10:00 AM CT 
HOW TO FULLY RESPOND TO THIS RFP 
BY SUBMITTING A PROPOSAL 
SUBMITTAL 

1. As directed within Section 3.2.1 of the RFP
document, submit proposed pricing, where
provided for, within the RFP.

2. As instructed within Section 3.0 of the RFP
document, submit 4 copies of your “hard
copy” proposal (one original clearly marked
or stamped “original” and three copies of the
required submittals) to HANO’s Procurement
and Contracts Department (physical address
below) or electronic submission of one
technical proposal (each tabbed section must
be marked by a cover sheet) and one cost
proposal to HANO’s e-portal (Proposal
Submission Form), as further specified herein

PROPOSAL SUBMITTAL RETURN & 
DEADLINE 

*Tuesday, May 7, 2024, 2:00 PM CT
Housing Authority of New Orleans 
Procurement and Contracts Department 
4100 Touro Street 
New Orleans, LA 70122 

1.0 THE AGENCY’S RESERVATION OF RIGHTS.  The Agency reserves the right to: 

1.1  Right to Reject, Waive, or Terminate the RFP. Reject any or all proposals, to waive any 
informality in the RFP process, or to terminate the RFP process at any time, if deemed 
by the Agency to be in its best interests. 

1.2 Right to Not Award. Not to award a contract pursuant to this RFP. 
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1.3 Right to Terminate. Terminate a contract awarded pursuant to this RFP, at any time for 
its convenience upon 10 days written notice to the successful proposer(s). 

 
1.4 Right to Determine Time and Location. Determine the days, hours, and locations that 

the successful proposer(s) shall provide the services called for in this RFP. 
 

1.5 Right to Retain Proposals. Retain all proposals submitted and not permit withdrawal 
for a period of 60 days subsequent to the deadline for receiving proposals without the 
written consent of HANO’s Contracting Officer (CO). 

 
1.6  Right to Negotiate. Negotiate the fees proposed by the proposer entity. 

 
1.7 Right to Reject Any Proposal. Reject and not consider any proposal that does not meet 

the requirements of this RFP, including but not necessarily limited to incomplete 
proposals and/or proposals offering alternate or non-requested services. 

 
1.8 No Obligation to Compensate. Have no obligation to compensate any proposer for any 

costs incurred in responding to this RFP. 
 

1.9 Right to Prohibit. At any time during the RFP or contract process to prohibit any further 
participation by a proposer or reject any proposal submitted that does not conform to 
any of the requirements detailed herein. 

 
1.10 Right to Reject – Obtaining Competitive Solicitation Documents. HANO’s website 

and Procurement Staff are the only official and appropriate means to obtain the RFP 
documents (and any other information pertaining to this RFP such as addenda). 
Accordingly, by submitting a response to this RFP the respondent thereby affirms that 
he/she obtained all information on the website.  

 
2.0 BACKGROUND. The Housing Authority of New Orleans (HANO) seeks professional firms 

with expertise in technical project management and implementation consultancy. We are 
seeking proposals from professionals capable of delivering comprehensive project management 
services for a series of critical initiatives vital to the enhancement of operational efficiency and 
the implementation of innovative solutions. These projects hold strategic significance for 
HANO and are anticipated to unfold over a period of 14 to 18 months. We invite you to 
participate in this opportunity to contribute to the advancement of our initiatives and join us in 
realizing impactful, transformative outcomes. 

 
2.1  SCOPE OF WORK/TECHNICAL SPECIFICATIONS (Attached in Appendix A) 

 
2.2 General Requirements. (PLEASE NOTE:  It is the responsibility of each proposer, but 

especially the eventual successful proposer, to, prior to the submittal deadline during 
the period of time this RFP is posted, to inform the Agency for its consideration of any 
of the following information that is, in the opinion of the firm, inaccurate or ineffective.) 
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· The contractor shall possess all applicable licenses and/or certifications required to 
perform the required services. 

 
3.0 PROPOSAL FORMAT. 

  
3.1 Tabbed Proposal Submittal. The Agency intends to retain the Contractor pursuant to a 

“Best Value” basis, not a “Low Bid” basis (“Best Value,” in that the Agency will, as 
detailed within the following Section 4.0, consider factors other than just cost in making 
the award decision). Therefore, so that the Agency can properly evaluate the offers 
received, all proposals submitted in response to this RFP must be formatted in 
accordance with the sequence noted within the table below. Each category must be 
separated by numbered index dividers (which number extends so that each tab can be 
located without opening the proposal) and labeled with the corresponding tab reference 
also noted below.   

 
 
 

[Table No. 3] 
(1) 
RFP 
Section 

(2) 
Tab 
No. 

(3) 
 
Description 

3.1.1 1 Form of Proposal. This Form is attached hereto as Attachment A 
to this RFP document. This 2-page Form must be fully completed, 
executed where provided thereon and submitted under this tab as 
a part of the proposal submittal. 

3.1.2 2 Form HUD-5369-C (8/93), Certifications and Representations of 
Offerors, Non-Construction Contract. This Form is attached hereto 
as Attachment B to this RFP document. This form must be fully 
completed, executed where provided thereon and submitted under 
this tab as a part of the proposal submittal. 

3.1.3 3 Profile of Firm Form. The Profile of Firm Form is attached hereto 
as Attachment C to this RFP document. This 2-page Form must be 
fully completed, executed, and submitted under this tab as a part 
of the proposal submittal. 

3.1.4 4 Proposed Services. As more fully detailed within Section 2.0, Scope 
of Work/Technical Specifications, of this document, the proposer 
shall, at a minimum, clearly detail within the information 
submitted under this tab documentation showing: 
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3.1.4.1  1. As detailed within Section 4.1, Evaluation Factor No. 1, 
herein the proposer’s Cover Letter/Proposal Overview (Up 
to 5 Points) 
· Provide a cover letter introducing the individual or 

firm.  Include a summary of relevant experience and 
expertise.   

· If printed, provide the package bound, indexed with a 
table of contents with numbered pages and tabs. 

 
3.1.4.2  2. As detailed within Section 4.1, Evaluation Factor No. 2, 

herein the proposer’s Project Team and Experience (Up to 
15 Points) 
· Provide a brief history of the firm with years of 

experience in the industry, specializing in services for 
Public Housing Agencies (PHA). 

· Emphasize experience with PHAs similar in size or 
needs. 

· Current organization chart showcasing the proposed 
Project Manager and their qualifications, availability for 
the duration of the projects, and contact information. 

· Detailed resumes/CVs of key team members, 
highlighting their roles in similar projects with an 
emphasis on relevant certifications and training. 

· Details of similar projects successfully managed by the 
firm including at least two successful Public Housing 
Software migration projects and two Electronic 
Document Management System projects for public 
agencies. 

A Minimum of 3 client references provided with contact 
information for verification, including one from the afore noted 
Public Housing Software Migration and one from the EDMS 
implementation project 



    REQUEST FOR PROPOSALS (RFP) No. 24-910-22: Project Manager and Implementation 
Consultant Services for HANO  

             

 

HOUSING AUTHORITY OF NEW ORLEANS, LA 

3.1.4.3-9  3. As detailed within Section 4.1, Evaluation Factor No. 3, 
herein, the proposer’s Methodology (Up to 15 Points) 
· Present a comprehensive approach to accomplishing 

the project's scope and objectives for each project 
component, including the conversion/implementation 
of Public Housing Authority Management Application, 
the Electronic Document Management System, and 
related projects. 

· Detail the proposed methodology for following tasks: 
o Ascertaining stakeholder’s needs, including 

users submitting documents via online forms 
o Negotiating with vendors and finalizing 

contracts 
· Outline strategies for adhering to timelines and 

budgets. 
· Detail the proposed onsite to offsite work distribution 

and how travel and accommodation will be managed. 
4. Communication and Collaboration (Up to 15 Points) 

· Describe the manner and frequency of update meetings, 
including: 

o Frequency (e.g., weekly, bi-weekly), Format 
(e.g., in-person, virtual), and Agenda structure 

Explain how effective communication and collaboration among 
project team members and stakeholders, both internal and 
external, will be facilitated, including: 

o Utilization of communication tools (e.g., email, 
video conferencing) 

o Establishment of clear communication channels 
o Encouragement of open dialogue and feedback 

mechanisms 
 

· Describe the software platform recommended for 
use as a comprehensive work management tool, 
detailing its features and benefits in facilitating 
project communication and coordination. 

· Detail your history of establishing and maintaining 
positive relationships with vendors and 
stakeholders, providing examples of: 

· Effective coordination with vendors for updates, 
support, and enhancements 

· Collaboration outcomes achieved through vendor-
stakeholder coordination. 

· Highlight instances where collaboration led to 
successful project outcomes and stakeholder 
satisfaction. 



    REQUEST FOR PROPOSALS (RFP) No. 24-910-22: Project Manager and Implementation 
Consultant Services for HANO  

             

 

HOUSING AUTHORITY OF NEW ORLEANS, LA 

5. Risk Management (Up to 5 Points) 
o Explain your approach to identifying and mitigating 

risks associated with project implementations: 
· Risk Identification: Conduct comprehensive risk 

assessments at the outset of the project to identify 
potential risks across various aspects such as technical, 
operational, and regulatory. 

· Risk Analysis: Prioritize risks based on their impact and 
likelihood, ensuring focus on those with the highest 
potential to derail project objectives. 

· Risk Mitigation: Develop proactive mitigation 
strategies tailored to each identified risk, involving 
stakeholders at every stage to ensure alignment and 
commitment. 

· Risk Monitoring: Continuously monitor identified risks 
throughout the project lifecycle, adjusting mitigation 
strategies as necessary to address evolving 
circumstances. 

Share examples where your effective risk management contributed 
to project success. 

6. Training and Change Management (Up to 5 Points) 
· Describe the methods used to conduct a thorough 

assessment of end-users' and stakeholders training 
needs,  

· Detail strategies for ensuring stakeholder and end-user 
engagement in the training process. 

7. Budget Management (up to 10 Points) 
Methodology in Managing Project Budgets: 

· Detail your approach to managing project budgets, 
including: 
· Initial budget estimation and allocation 
· Tracking expenses and resource utilization 
· Forecasting and managing potential budget 

overruns. 
· Implementing cost-saving measures without 

compromising project quality 
Communication of Budgetary Changes: 

· Explain how your method of communicating 
budgetary changes effectively, covering: 

o Regular reporting on budget status and updates 
to stakeholders 

o Clear documentation of budget revisions and 
justifications 

o Proactive identification and communication of 
potential budget risks and adjustments 
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o Collaboration with relevant stakeholders to 
address budgetary challenges and decisions 

Examples of Successful Application: 
· Provide examples of how you have successfully applied 

these methods in organizations of a similar type, 
including: 

o Specific instances where accurate budget 
management contributed to project success 

o Demonstrated ability to adapt to changing 
budgetary constraints while maintaining project 
objectives 

o Testimonials or references from previous clients 
or employers highlighting your effective budget 
management practices 

8. Business Operations and Workflow (Up to 10 Points) 
· Demonstrate Your Proven Ability to Monitor and 

Enhance Business Operations and the User Experience: 
· Describe the methodology and tools used to 

ascertain and adapt business operations effected by 
the implementation of the new systems and 
strategies employed to enhance user experience 
based on feedback and evolving needs. 

· Describe the methodology and tools used to 
monitor and enhance the user experience 
effectively. 

· Provide examples of projects where improvements 
were made to optimize accessibility and usability. 

· Highlight specific improvements and their impact 
on user experience. 

Examples: 
1. Monitoring and Enhancing User Experience: 

· Utilizing user feedback surveys, analytics tools, 
and usability testing to gather insights into user 
behavior and preferences. 

· Implementing agile methodologies to iteratively 
improve user experience based on feedback 
loops. 

· Employing user journey mapping techniques to 
identify pain points and areas for improvement 
throughout the user experience. 

2. Improvements to Optimize Accessibility and Usability: 
· Project A: Implemented responsive design and 

accessibility features, such as screen reader 
compatibility and keyboard navigation 
enhancements, resulting in a 20% increase in 
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user engagement among individuals with 
disabilities. 

· Project B: Conducted usability testing and 
redesigned the interface layout to streamline 
workflows and simplify navigation, leading to a 
30% reduction in user errors and support 
requests. 

· Project C: Introduced multilingual support and 
intuitive interface enhancements to 
accommodate diverse user demographics, 
resulting in a 25% increase in user satisfaction 
ratings. 

9. Proven Ability to Work with Legal and Compliance 
Teams, Regulations, Standards, and Policies (up to 5 
Points) 
· Provide instances where your organization ensured 

compliance with relevant regulations, industry 
standards, and organizational policies and the 
processes and approaches utilized to achieve 
compliance. 

· Present examples demonstrating your organization's 
ability to collaborate with legal and compliance teams 
to address and resolve compliance concerns while 
maintaining project objectives. 

 
3.1.5 5 Acknowledgement of Addenda. Please check HANO’s website 

under “Business” and “Active Solicitations” to confirm that you 
have read and acknowledged in writing all addenda issued and 
submit your acknowledgment of each addendum on Attachment 
G.  

3.1.6 6 Equal Employment Opportunity/Supplier Diversity. The 
proposer must submit under this tab a copy of its Equal 
Opportunity Employment Policy and a complete description of the 
positive steps it will take to ensure compliance, to the greatest 
extent feasible, with the regulations detailed within the following 
Section 3.6 herein pertaining to supplier diversity (i.e., small, 
minority-, and women-owned businesses). 

3.1.7 7 Certification of Contractor Non-Exclusion Attachment I 
3.1.8 9 Subcontractor/Joint Venture Information. The proposer shall 

identify hereunder whether or not he/she intends to use any 
subcontractors for this job, if awarded, and/or if the proposal is a 
joint venture with another firm. Please remember that all 
information required from the proposer under the preceding tabs 
must also be included for any major subcontractors (10% or more) 
or from any joint venture.(If this does not apply, mark N/A) 
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3.1.9 10 Section 3 Business Preference Documentation. The proposer shall 
identify hereunder whether or not he/she intends to claim a 
Section 3 Business Concern. Attachment D 

3.1.10 11 Vendor Registration Form Attachment J 
3.1.11 12 Corporate Resolution Form Attachment K 
3.1.12 *Optional Tabs. If no information is to be placed under any of the above 

noted tabs (especially the “Optional” tabs), please place a statement such 
as “NO INFORMATION IS BEING PLACED UNDER THIS TAB” or 
“THIS TAB LEFT INTENTIONALLY BLANK.” DO NOT eliminate any 
of the tabs. 

3.1.13 Proposal Submittal Binding Method. It is preferable and recommended 
that the proposer bind the proposal submittals in such a manner that the 
Agency can, if needed, remove the binding (i.e., “spiral-type” etc.) or 
remove the pages from the cover (i.e., 3-ring binder; etc.) to make copies, 
then conveniently return the proposal submittal to its original condition. 

 
3.2 Entry of Proposed Fees.   

 
3.2.1 The proposed fees shall be submitted in a separate, sealed envelope using 

Attachment I. Do not refer to any fees or costs within the sealed 9-tab “hard 
copy” proposal submittal detailed within the preceding Section 3.0 herein.  

 
3.2.2 Pricing Items. Unless otherwise stated herein, the proposed fees are all-

inclusive of all related costs that the successful proposer will incur to provide 
the noted services, including, but not limited to: employee wages and 
benefits; clerical support; overhead; profit; licensing; insurance; materials; 
supplies; tools; equipment; long-distance telephone calls; travel expenses; 
document copying not specifically agreed to by the Agency; etc. 

 
For the purpose of evaluation and subsequent negotiations, if required, the 
fee for each project position shall be broken down as follows: 
 

[Table No. 4]  
(1) 
 
RFP 
Section 

(2) 
 

Position/Expense 

(3) 
 

Description 

(3) 
 

Hourly 
Rate 

(4) 
 

Estimated # 
of Hours 

(5) 
 

Total 

3.2.1.1 Sr. Consultant Firm-fixed 
Fee for 
Hourly 
Rates 

   

3.2.1.2 Consultant Firm-fixed 
Fee for 
Hourly 
Rates 
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3.2.1.5 GSA Expenses Lump Sum 
Firm-Fixed 

Fee for 
GSA 

Expenses 

   

3.2.1.6 Miscellaneous 
Expenses 

Lump Sum 
Firm-Fixed 

Fee for 
Miscellaneo
us Expenses 

   

3.2.1.7 TOTAL 
ESTIMATED 

COST 

Total 
Estimated 

Cost of 
Project 

   

NOTE: Labor hours are to be submitted for comparison purposes only.  Modify the 
position classifications and expenses identified on this form as necessary to reflect the 
specific proposed staffing plan and expenses for this engagement. Reimbursable rates for 
travel and lodging shall be in accordance with the current U.S. General Services 
Administration (GSA) Schedule of Rates, if required and approved by HANO. Refer to 
www.gsa.gov.  

 
3.3 Additional Information pertaining to the preceding listed Pricing Items. 

 
3.3.1 Quantities. All quantities entered by the Agency herein (especially within 

the immediate-preceding Table No. 4 herein) are for calculating purposes 
only. As may be further detailed herein, the Agency does not guarantee any 
minimum or maximum amount of work as a result of any award ensuing 
from this RFP, as the ensuing contract will be a Requirements Contract, in 
that the Agency shall retain one contractor only and shall retain the right to 
order from that contractor (successful proposer), on a task order basis, any 
amount of services the Agency requires.    
 

3.3.2 Price Escalation. Pertaining to the ensuing contract, there shall be no 
escalation of the proposed unit costs allowed at any time during the awarded 
contract except as already provided for within the preceding Table No. 4 
herein).  
 

3.3.3 Prior Approval Required. Please note that the successful proposer shall NOT 
conduct any additional work without the prior written authorization of the 
Agency representative (which will occur, at the Agency’s discretion, via 
delivery of a Task Order, which may take the form of an e-mail). Failure to 
abide by this directive shall release the Agency of any obligation to pay the 
successful proposer for any work conducted without the noted prior written 
authorization. 
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3.3.4 No Deposit/No Retainer. The Agency will NOT pay any retainer fees as a 
result of award of the ensuing contract. This means that the Agency will pay 
the successful proposer for actual work performed only. Pertaining to the 
fixed fee Pricing Item.  

 
3.4  Proposal Submission. All pricing must be submitted in a separate, sealed enclosure and 

all proposals must be submitted and time-stamped received in the designated Agency 
office by no later than the submittal deadline stated herein (or within any ensuing 
addendum). A total of 1 original signature copy (marked "ORIGINAL") and 3 copies 
(each of the 3 separate proposal submittals shall have a cover and extending tabs) of the 
“hard copy” proposal submittal, shall be placed in a sealed package and addressed to: 

 
Housing Authority of New Orleans 

Procurement and Contracts Department 
Attn: Prentice Mackyeon, Sr. Procurement Specialist 

4100 Touro Street 
New Orleans, Louisiana 70122 

 
3.4.1 Exterior of Submittal Package. The package exterior must clearly denote the 

above noted RFP number and must have the proposer’s name and return 
address.  Proposals received after the published deadline will not be 
accepted. 

 
3.4.2 Submission Conditions.  DO NOT FOLD OR MAKE ANY ADDITIONAL 

MARKS, NOTATIONS OR REQUIREMENTS ON THE DOCUMENTS TO 
BE SUBMITTED!  Proposers are not allowed to change any requirements or 
forms contained herein, either by making or entering onto these documents 
or the documents submitted any revisions or additions; and if any such 
additional marks, notations or requirements are entered on any of the 
documents that are submitted to the Agency by the proposer, such may 
invalidate that proposal.  If, after accepting such a proposal, the Agency 
decides that any such entry has not changed the intent of the proposal that 
the Agency intended to receive, the Agency may accept the proposal and the 
proposal shall be considered by the Agency as if those additional marks, 
notations or requirements were not entered on such.  By accessing and 
downloading these documents, each prospective proposer that does so is 
thereby agreeing to confirm all notices that the Agency delivers to him/her 
as instructed, and by submitting a proposal, the proposer is thereby agreeing 
to abide by all terms and conditions published herein and by addendum 
pertaining to this RFP. 

 
3.4.3 Submission Responsibilities. It shall be the responsibility of each proposer 

to be aware of and to abide by all dates, times, conditions, requirements and 
specifications set forth within all applicable documents issued by the Agency, 
including the RFP document, the documents listed within the following 
Section 3.8 herein, and any addenda and required attachments submitted by 
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the proposer. By virtue of completing, signing, and submitting the completed 
documents, the proposer is stating his/her agreement to comply with all 
conditions and requirements set forth within those documents. Written 
notice from the proposer not authorized in writing from HANO to exclude 
any of the Agency requirements contained within the documents may cause 
that proposer to not be considered for award.  

 
3.5 Proposer’s Responsibilities — Contact with the Agency. It is the responsibility of the 

proposer to address all communication and correspondence pertaining to this RFP 
process to the Procurement staff only. Proposers must not inquire or communicate with 
any other Agency staff member or official (including members of the Board of 
Commissioners) pertaining to this RFP. Failure to abide by this requirement may be 
cause for the Agency to not consider a proposal submittal received from any proposer 
who may not have abided by this directive. 

 
3.5.1 Addenda. All questions and requests for information must be addressed in 

writing to Prentice Mackyeon, Sr. Procurement Specialist at 
pmackyeon@hano.org. Procurement will respond to all such inquiries in 
writing by addendum to all prospective proposers (i.e., firms or individuals 
that have obtained the RFP Documents). Proposers must provide written 
acknowledgement of addenda with their submissions. 

 
3.6 Proposer’s Responsibilities — Equal Employment Opportunity and Supplier 

Diversity.  Both the Contractor and the Agency have, pursuant to HUD regulation, 
certain responsibilities pertaining to the hiring and retention of personnel and 
subcontractors. 

 
3.6.1 Within 2 CFR §200.321 it states: 

 
3.6.1.1 Contracting with small and minority businesses, women's 

business enterprises, and labor surplus area firms. 
  
3.6.1.2 (a) The non-Federal entity must take all necessary affirmative 

steps to assure that minority businesses, women's business 
enterprises, and labor surplus area firms are used when possible. 

 
3.6.1.3 (2) Affirmative steps must include: 
 

3.6.1.3.1 (1) Placing qualified small and minority businesses 
and women's business enterprises on solicitation 
lists; 

 
3.6.1.3.2 (2) Assuring that small and minority businesses, 

and women's business enterprises are solicited 
whenever they are potential sources; 
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3.6.1.3.3 (3) Dividing total requirements, when 
economically feasible, into smaller tasks or 
quantities to permit maximum participation by 
small and minority business, and women's 
business enterprises; 

 
3.6.1.3.4 (4) Establishing delivery schedules, where the 

requirement permits, which encourage 
participation by small and minority business, and 
women's business enterprises; 

 
3.6.1.3.5 (5) Using the services and assistance, as 

appropriate, of such organizations as the Small 
Business Administration and the Minority Business 
Development Agency of the Department of 
Commerce; and 

 
3.6.1.3.6 (6) Requiring the prime contractor, if subcontracts 

are to be let, to take the affirmative steps listed in 
paragraphs (1) through (5) of this section. 

 
 3.6.2 Within HUD Procurement Handbook 7460.8 REV 2 it states: 
 

3.6.2.1 Section 15.5.A, Required Efforts. Consistent with Presidential 
Orders 11625, 12138, and 12432, the <Agency> shall make every 
effort to ensure that small businesses, MBEs, WBEs, and labor 
surplus area businesses participate in <Agency> contracting.  

 
 3.6.2.2 Section 15.5.B, Goals. <The Agency> is encouraged to establish 

goals by which they can measure the effectiveness of their efforts 
in implementing programs in support of . . . contracting with 
disadvantaged firms. It is important to ensure that the means 
used to establish these goals do not have the effect of limiting 
competition and should not be used as mandatory set-aside or 
quota, except as may otherwise be expressly authorized in 
regulation or statute. Some localities have adopted minority 
contracting set-aside policies or geographic limitations, which 
may be in conflict with Federal requirements for full and open 
competition. 

 
3.6.3 Within HANO’s Procurement Policy it states that our Agency will: 
 

3.6.3.1 Assistance to Small and Other Business, Required Efforts: 
 

3.6.3.1.1 Including such firms, when qualified, on 
solicitation mailing lists; 
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3.6.3.1.2 Encouraging their participation through direct 

solicitation of proposals or proposals whenever 
they are potential sources; 

 
3.6.3.1.3 Dividing total requirements, when economically 

feasible, into smaller tasks or quantities to permit 
maximum participation by such firms; 

 
3.6.3.1.4 Establishing delivery schedules, where the 

requirement permits, which encourage 
participation by such firms; 

 
3.6.3.1.5 Using the services and assistance of the Small 

Business Administration, and the Minority 
Business Development Agency of the Department 
of Commerce; and, 

 
3.6.3.1.6 Requiring prime contractors, when subcontracting 

is anticipated, to take the positive steps listed 
above.   

 
3.6.4 Requirements. Accordingly, please see Section 3.1.6 within Table No. 3 

herein which details the information pertaining to this issue that the 
proposer must submit in response to this proposal showing compliance, to 
the greatest extent feasible, with these regulations. 

 
3.7 Pre-proposal Conference. A pre-proposal conference has not been scheduled for this 

project. 
  
3.8 Recap of Attachments. It is the responsibility of each proposer to verify that he/she has 

received the following attachments pertaining to this RFP, which are included as a part 
of this RFP: 

 
 

[Table No. 5] 
(1) 
RFP 
Section 

(2) 
Document 

No. 

(3) 
 

Attachment 

(4) 
 
Description 

3.8.1 1.0  This RFP Document 
3.8.2 2.0  “No-Bid” Response Form 
3.8.3 3.0 A Form of Proposal 
3.8.4 4.0 B Form HUD-5369-C (8/93), Certifications 

and Representations of Offerors, Non-
Construction Contract 

3.8.5 8.0 C Profile of Firm Form 
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3.8.6 9.0 D Section 3 Business Preference Form 
3.8.7 10.0 E Form HUD-5369-B (8/93), Instructions to 

Offerors, Non-Construction 
3.8.8 11.0 F Supplemental Conditions for Proposers & 

Contractors (SIPC) 
3.8.9 12.0 G Acknowledgement of Addenda 
3.8.10 13.0 H Entry of Proposed Fees 
3.8.11 14.0 I  Certification of Contractor Non-Exclusion  
3.8.12 15.0 J Vendor Registration Form 
3.8.13 16.0 K Corporate Resolution Form 
3.8.14 17.0 L HUD-5370-C Section I 
 

 
 
4.0 PROPOSAL EVALUATION. 

 
4.1 Evaluation Factors.  The following factors will be utilized by the Agency to evaluate 

each proposal submittal received; award of points for each listed factor will be based 
upon the documentation that the proposer submits within his/her proposal submittal 
and on-line (specifically, the pricing submitted on-line): 

                                                                                                                                                [Table No. 6]  
(1) 

 
 
 

Factor 
No. 

(2) 
 
 

Max 
Point 
Value 

(3) 
 
 
 
 

Factor Type 

(4) 
 
 
 
 
Factor Description 

(5) 
Also, 

Reference 
RFP 

Sections 
Herein 

1 5 
points 

Subjective 
(Technical) 

As detailed within Section 3.1.4.1, 
Evaluation Factor No. 1, herein the 
proposer’s Cover Letter/Proposal 
Overview (Up to 5 Points) 

· Provide a cover letter 
introducing the individual or 
firm.  Include a summary of 
relevant experience and 
expertise.   

· If printed, provide the package 
bound, indexed with a table of 
contents with numbered pages 
and tabs. 

· Provide a reference contact at 
the current or past company 
including the address, phone 
number and email address. 

 

3.1.4.1 
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2 15 

points 
Subjective 
(Technical) 

As detailed within Section 3.1.4.2, 
Evaluation Factor No. 2, herein the 
proposer’s Project Team and 
Experience (Up to 15 Points) 

· Provide a brief history of the 
firm with years of experience in 
the industry, specializing in 
services for Public Housing 
Agencies (PHA). 

· Emphasize experience with 
PHAs similar in size or needs. 

· Current organization chart 
showcasing the proposed 
Project Manager and their 
qualifications, availability for 
the duration of the projects, and 
contact information. 

· Detailed resumes/CVs of key 
team members, highlighting 
their roles in similar projects 
with an emphasis on relevant 
certifications and training. 

· Details of similar projects 
successfully managed by the 
firm including at least two 
successful Public Housing 
Software migration projects 
and two Electronic Document 
Management System projects 
for public agencies. 

· A Minimum of 3 client 
references provided with 
contact information for 
verification, including one from 
the afore noted Public Housing 
Software Migration and one 
from the EDMS 
implementation project. 

 

3.1.4.2 

3 15 
points 

Subjective 
(Technical) 

As detailed within Section 3.1.4.3-9, 
Evaluation Factor No. 3, herein the 
proposer’s Methodology (Up to 15 
Points) 

3.1.4.3 
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· Present a comprehensive 
approach to accomplishing the 
project's scope and objectives 
for each project component, 
including the 
conversion/implementation of 
Public Housing Authority 
Management Application, the 
Electronic Document 
Management System, and 
related projects. 

· Detail the proposed 
methodology for following 
tasks: 

o Ascertaining 
stakeholder’s needs, 
including users 
submitting documents 
via online forms 

o Negotiating with 
vendors and finalizing 
contracts 

· Outline strategies for adhering 
to timelines and budgets. 

· Detail the proposed onsite to 
offsite work distribution and 
how travel and accommodation 
will be managed. 

 
4 15 

points 
Subjective 
(Technical) 

As detailed within Section 3.1.4.3, 
Evaluation Factor No. 3, herein, the 
proposer’s Communication and 
Collaboration (Up to 15 Points) 
· Describe the manner and 

frequency of update meetings, 
including: 

o Frequency (e.g., weekly, 
bi-weekly), Format 
(e.g., in-person, virtual), 
and Agenda structure 

Explain how effective communication and 
collaboration among project team 
members and stakeholders, both internal 
and external, will be facilitated, including: 

o Utilization of 
communication tools 

3.1.4.4 
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(e.g., email, video 
conferencing) 

o Establishment of clear 
communication 
channels 

o Encouragement of open 
dialogue and feedback 
mechanisms 
 

· Describe the software 
platform recommended for 
use as a comprehensive 
work management tool, 
detailing its features and 
benefits in facilitating 
project communication and 
coordination. 

· Detail your history of 
establishing and 
maintaining positive 
relationships with vendors 
and stakeholders, 
providing examples of: 

· Effective coordination with 
vendors for updates, 
support, and enhancements 

· Collaboration outcomes 
achieved through vendor-
stakeholder coordination. 

· Highlight instances where 
collaboration led to 
successful project outcomes 
and stakeholder 
satisfaction. 

 
5 5 

points 
Subjective 
(Technical) 

Risk Management (Up to 5 Points) 
o Explain your approach to 

identifying and mitigating risks 
associated with project 
implementations: 

· Risk Identification: Conduct 
comprehensive risk 
assessments at the outset of the 
project to identify potential 
risks across various aspects 

3.1.4.5 
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such as technical, operational, 
and regulatory. 

· Risk Analysis: Prioritize risks 
based on their impact and 
likelihood, ensuring focus on 
those with the highest potential 
to derail project objectives. 

· Risk Mitigation: Develop 
proactive mitigation strategies 
tailored to each identified risk, 
involving stakeholders at every 
stage to ensure alignment and 
commitment. 

· Risk Monitoring: Continuously 
monitor identified risks 
throughout the project lifecycle, 
adjusting mitigation strategies 
as necessary to address 
evolving circumstances.  

· Share examples where your 
effective risk management 
contributed to project success 

 
6 5 

points 
Subjective 
(Technical) 

Training and Change 
Management (Up to 5 Points) 
· Describe the methods used to 

conduct a thorough assessment 
of end-users' and stakeholders 
training needs,  

· Detail strategies for ensuring 
stakeholder and end-user 
engagement in the training 
process. 

 

3.1.4.6 

7 10 
points 

Subjective 
(Technical) 

Budget Management (up to 10 
Points) 
Methodology in Managing Project 

Budgets: 
· Detail your approach to 

managing project budgets, 
including: 
· Initial budget estimation 

and allocation 
· Tracking expenses and 

resource utilization 

3.1.4.7 
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· Forecasting and managing 
potential budget overruns. 

· Implementing cost-saving 
measures without 
compromising project 
quality 

Communication of Budgetary 
Changes: 

· Explain how your method of  
communicating budgetary 
changes effectively, covering: 

o Regular reporting on 
budget status and 
updates to stakeholders 

o Clear documentation of 
budget revisions and 
justifications 

o Proactive identification 
and communication of 
potential budget risks 
and adjustments 

o Collaboration with 
relevant stakeholders to 
address budgetary 
challenges and 
decisions 

Examples of Successful 
Application: 

· Provide examples of how you 
have successfully applied these 
methods in organizations of a 
similar type, including: 

o Specific instances where 
accurate budget 
management 
contributed to project 
success 

o Demonstrated ability to 
adapt to changing 
budgetary constraints 
while maintaining 
project objectives 

o Testimonials or 
references from 
previous clients or 
employers highlighting 
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your effective budget 
management practices 

 
8 10 

points 
Subjective 
(Technical) 

Business Operations and 
Workflow (Up to 10 Points) 
· Demonstrate Your Proven 

Ability to Monitor and Enhance 
Business Operations and the 
User Experience: 
· Describe the methodology 

and tools used to ascertain 
and adapt business 
operations effected by the 
implementation of the new 
systems and strategies 
employed to enhance user 
experience based on 
feedback and evolving 
needs. 

· Describe the methodology 
and tools used to monitor 
and enhance the user 
experience effectively. 

· Provide examples of 
projects where 
improvements were made 
to optimize accessibility 
and usability. 

· Highlight specific 
improvements and their 
impact on user experience. 

Examples: 
3. Monitoring and Enhancing 

User Experience: 
· Utilizing user feedback 

surveys, analytics tools, 
and usability testing to 
gather insights into user 
behavior and 
preferences. 

· Implementing agile 
methodologies to 
iteratively improve user 
experience based on 
feedback loops. 

3.1.4.8 
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· Employing user journey 
mapping techniques to 
identify pain points and 
areas for improvement 
throughout the user 
experience. 

4. Improvements to Optimize 
Accessibility and Usability: 

· Project A: Implemented 
responsive design and 
accessibility features, 
such as screen reader 
compatibility and 
keyboard navigation 
enhancements, 
resulting in a 20% 
increase in user 
engagement among 
individuals with 
disabilities. 

· Project B: Conducted 
usability testing and 
redesigned the interface 
layout to streamline 
workflows and simplify 
navigation, leading to a 
30% reduction in user 
errors and support 
requests. 

· Project C: Introduced 
multilingual support 
and intuitive interface 
enhancements to 
accommodate diverse 
user demographics, 
resulting in a 25% 
increase in user 
satisfaction ratings. 

 
9 5 

points 
Subjective 
(Technical) 

Proven Ability to Work with Legal 
and Compliance Teams, 
Regulations, Standards, and 
Policies (up to 5 Points) 
· Provide instances where your 

organization ensured 
compliance with relevant 

3.1.4.9 
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regulations, industry 
standards, and organizational 
policies and the processes and 
approaches utilized to achieve 
compliance. 

· Present examples 
demonstrating your 
organization's ability to 
collaborate with legal and 
compliance teams to address 
and resolve compliance 
concerns while maintaining 
project objectives. 

 
10 15 

points 
Subjective 
(Technical) 

 Proposed Cost (15 points) 
 

3.1.4.10 

 100 
points 

 Total Possible Points  

*NOTE:  Points will be awarded for each Subjective Factor by each of the appointed 
evaluation committee members based on his/her opinion after a thorough review of the 
information submitted by each proposer within his/her proposal. 

 
 

4.2 Evaluation Method 
 

4.2.1 Initial Evaluation for Responsiveness.  Each proposal received will first be 
evaluated for responsiveness (i.e., meets the minimum of the requirements). 

   
4.2.2 Evaluation Packet. An evaluation packet will be prepared for each evaluator, 

including the following documents: 
 
4.2.2.1 Instructions to Evaluators; 

 
4.2.2.2 Proposal Tabulation Form; 
 
4.2.2.3 Written Narrative Form for each proposer; 
 
4.2.2.4 Recap of each proposer’s responsiveness; 
 
4.2.2.5 Copy of all pertinent RFP documents. 

   
4.2.3 Evaluation Committee. The Agency anticipates that it will select a minimum 

of a three-person committee to evaluate each of the responsive “hard copy” 
and electronic proposals submitted in response to this RFP.  PLEASE NOTE: 
No proposer shall be informed at any time during or after the RFP process as 
to the identity of any evaluation committee member. If, by chance, a proposer 
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does become aware of the identity of such person(s), he/she SHALL NOT 
make any attempt to contact or discuss with such person anything related to 
this RFP. As detailed within Section 3.5 of this document, the designated 
Procurement contract is the only person at the Agency that the proposers 
shall contact pertaining to this RFP. Failure to abide by this requirement may 
(and most likely will) cause such proposer(s) to be eliminated from 
consideration for award. 
 

4.2.4 Evaluation. The Procurement staff will evaluate and award points pertaining 
to Evaluation Factor Nos. 4, 5, and 6 (the “Objective” Factors). The appointed 
evaluation committee, independent of Procurement or any other person at 
the Agency, shall evaluate the responsive proposals submitted and award 
points pertaining to Evaluation Factors Nos. 1, 2, 3 (the “Subjective” Factors). 
Upon final completion of the proposal evaluation process, the evaluation 
committee will forward the completed evaluations to Procurement.  

 
 

4.2.4.1 Points Awarded Range.  Pertaining to the Subjective Factors, please 
note the following range of points awarded (points pertaining to this 
RFP are shaded—please also see the Evaluation Factors detailed 
within the preceding Section 4.1): 

  
    [Table No. 7]  

Points Awarded Range 
Classification* Rating % 10 20 30 100** 

Acceptable Excellent 95%/+ 10 19-20 29-30 95-100 
Acceptable Very Good 90%/+ 9 18 27-28 90-94 

Potentially Acceptable Good  80%/+ 8 16-17 24-26 80-89 
Potentially Acceptable Average 70%/+ 7 14-15 21-23 70-79 

Unacceptable Poor <70% 0-6 0-13 0-20 0-69 
*Pursuant to Section 7.2.N.3 of HUD Procurement Handbook 7460.8 REV 2. 
**Total available points to be awarded, including cost points, minus preference 
points. 

 
 

4.2.5 Potential "Competitive Range" or “Best and Finals” Negotiations. The 
Agency reserves the right to, as detailed within Section 7.2.N through Section 
7.2.R of HUD Procurement Handbook 7460.8 REV 2, conduct a “Best and 
Finals” Negotiation, which may include oral interviews, with all firms 
deemed to be in the competitive range.  
 

4.2.6 Determination of Top-ranked Proposer. Typically, the subjective points 
awarded by the evaluation committee will be combined with the objective 
points awarded by Procurement to determine the final rankings, which is 
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typically forwarded by the Executive Directorfor approval.  If the evaluation 
was performed to the satisfaction of the ED, the final rankings may be 
forwarded to the Housing Authority Board of Commissioners (BOC) at a 
scheduled meeting for approval. Contract negotiations may, at the Agency's 
option, be conducted prior to or after the BOC approval. 

 
4.2.6.1 Minimum Evaluation Results. To be considered to receive an 

award a proposer must receive a total calculated average of at 
least 70 points (of the 115 total possible points detailed within 
Section 4.1 herein). 

 
4.2.6.2 Ties. In the case of a tie in points awarded, the award shall be 

decided as detailed within Section 6.12.C of HUD Procurement 
Handbook 7460.8 REV 2, by “drawing lots or other random means 
of selection.” 

 
4.2.7 Notice of Results of Evaluation.  If an award is completed, all proposers will 

receive by e-mail a Notice of Results of Evaluation.  Such notice shall inform 
all proposers of: 
 
4.2.7.1 Which proposer received the award; 
 
4.2.7.2 Where each proposer placed in the process as a result of the 

evaluation of the proposals received; 
 
4.2.7.3 The cost or financial offers received from each proposer; 
 
4.2.7.4 Each proposer’s right to a debriefing and to protest. 

 
4.2.8 Restrictions. All persons having familial (including in-laws) and/or 

employment relationships (past or current) with principals and/or 
employees of a proposer entity will be excluded from participation on the 
Agency evaluation committee. Similarly, all persons having ownership 
interest in and/or contract with a proposer entity will be excluded from 
participation on the Agency evaluation committee. 
 

5.0 CONTRACT AWARD. 
 

5.1 Contract Award Procedure. If a contract is awarded pursuant to this RFP, the following 
detailed procedures will be followed: 
 
5.1.1 By completing, executing and submitting a proposal, the “proposer is thereby 

agreeing to abide by all terms and conditions pertaining to this RFP as issued 
by the Agency,” including the contract clauses already attached as 
Attachments G and G-1 through G-4, each attached hereto. Accordingly, the 
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Agency has no responsibility to conduct after the submittal deadline any 
negotiations pertaining to the contract clauses already published.   
 

5.2 Contract Conditions. The following provisions are considered mandatory conditions of 
any contract award made by HANO pursuant to this RFP: 
 
5.2.1 Contract Form. The Agency will not execute a contract on the Contractor’s 

form—contracts will only be executed on the Agency form (please see Sample 
Contract, Attachments G and G-1 through G-4 each attached hereto), and by 
submitting a proposal the Contractor agrees to do so (please note that HANO 
reserves the right to amend this form as the Agency deems necessary). 
However, the Agency will during the RFP process (prior to the posted 
question deadline) consider any contract clauses that the proposer wishes to 
include therein and submits in writing a request for the Agency to do so; but 
the failure of the Agency to include such clauses does not give the Contractor 
the right to refuse to execute the Agency’s contract form. It is the 
responsibility of each prospective proposer to notify the Agency, in writing, 
prior to submitting a proposal, of any contract clause that he/she is not 
willing to include in the final executed contract and abide by. The Agency 
will consider and respond to such written correspondence, and if the 
prospective proposer is not willing to abide by the Agency’s response 
(decision), then that prospective proposer shall be deemed ineligible to 
submit a proposal. 

 
5.2.1.1 Mandatory HUD Forms. Please note that HANO has no legal 

right or ability to (and will not) at any time negotiate any clauses 
contained within ANY of the HUD forms included as a part of this 
RFP. 

 
5.2.1.2 E-Verify Affidavit. The Contractor must certify compliance with 

Louisiana’s E-Verify requirements, in that the Contractor is 
registered, uses, and will continue to use the E-Verify, Federal 
Work Authorization Program throughout the contract period.  
This Form must be fully completed and executed where provided 
thereon by the successful proposer and will be a part of the 
ensuing contract (NOTE: It is NOT necessary to complete and 
submit this form as a part of the proposal submittal—only the 
awarded proposer(s) will be required to do so as a part of the 
contract execution). 
 

5.2.2  Assignment of Personnel. HANO shall retain the right to demand and 
receive a change in personnel assigned to the work if HANO believes that 
such change is in the best interest of HANO and the completion of the 
contracted work. 
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5.2.3 Unauthorized Sub-ccontracting Prohibited. The Contractor shall not assign 
any right, nor delegate any duty for the work proposed pursuant to this RFP 
(including, but not limited to, selling or transferring the contract) without the 
prior written consent of HANO. Any purported assignment of interest or 
delegation of duty, without the prior written consent of HANO shall be void 
and may result in the cancellation of the contract with the Agency, or may 
result in the full or partial forfeiture of funds paid to the Contractor as a result 
of the proposed contract; either as determined by HANO. 

 
5.3 Contract Period. The Agency anticipates that it will award a contract for the initial 

period of 2 years with an option to extend for 2 years.    
 

5.4 Licensing and Insurance Requirements. Prior to award (but not as a part of the  
proposal submission) the Contractor will be required to provide:  

 
5.4.1 Workers Compensation Insurance. An original certificate evidencing the 

proposer’s current industrial (worker’s compensation) insurance carrier and 
coverage amount not less than $100,000.00 (NOTE: Workers Compensation 
Insurance will be required of any Contractor that has employees other than 
just the owner working on-site to provide the services); 

 
5.4.2 General Liability Insurance. An original certificate evidencing General 

Liability coverage, naming HANO as an additional insured, together with 
the appropriate endorsement to said policy reflecting the addition of HANO 
as an additional insured under said policy (minimum of $1,000,000 each 
occurrence, general aggregate minimum limit of $1,000,000, together with 
damage to premises and fire damage of $50,000 and medical expenses any 
one person of $5,000), with a commercially reasonable deductible (i.e., 
“commercially reasonable,” meaning at least 1% of the “general aggregate 
minimum” of the policy, with a maximum deductible amount of $50,000); 

 
5.4.3 Professional Liability Insurance (and/or Errors & Omissions). An original 

certificate showing the proposer's professional liability and/or "errors and 
omissions" coverage (minimum of $1,000,000 each occurrence, general 
aggregate minimum limit of $1,000,000), with a commercially reasonable 
deductible (i.e., “commercially reasonable,” meaning at least 1% of the 
“general aggregate minimum” of the policy, with a maximum deductible 
amount of $50,000); 

 
5.4.4 Automobile Insurance. An original certificate showing the proposer’s 

automobile insurance coverage in a combined single limit of $500,000.  For 
every vehicle utilized during the term of this program, when not owned by 
the entity, each vehicle must have evidence of automobile insurance coverage 
with limits of no less than $100,000/$300,000 and medical pay of $5,000. 
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5.4.5 City/County/State Business License. If applicable, a copy of the proposer’s 
business license allowing that entity to provide such services within the City 
of New Orleans, Orleans Parish, and/or the State of Louisiana. 

 
5.4.6 Certificates/Profile of Firm Form. Pertaining to the aforementioned (within 

Sections 5.4.1 through 5.4.5) insurance certificates and licenses, each proposer 
is required to enter related information where provided for on the Profile of 
Firm Form (do not attach or submit copies of the insurance certificates or 
licenses within the proposal submittal—we will garner the necessary 
documents from the successful proposer prior to contract execution). 

 
5.5 Contract Service Standards. All work performed pursuant to this RFP must conform 

and comply with all applicable local, state and federal codes, statutes, laws, and 
regulations.  

 
5.6 Prompt Return of Contract Documents. Any and all documents required to complete 

the contract, including contract signature by the successful proposers, shall be provided 
to the Agency within 10 workdays of notification by the Agency. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Appendix A 

Professional Project Manager / Implementation Consultant 

The Housing Authority of New Orleans (HANO) extends an invita�on to qualified individuals or firms with 
exper�se in technical project management and implementa�on consultancy. We are seeking proposals 
from professionals capable of delivering comprehensive project management services for a series of 
cri�cal ini�a�ves vital to the enhancement of opera�onal efficiency and the implementa�on of 
innova�ve solu�ons. These projects hold strategic significance for HANO and are an�cipated to unfold 
over a period of 14 to 18 months. We invite you to par�cipate in this opportunity to contribute to the 
advancement of our ini�a�ves and join us in realizing impac�ul, transforma�ve outcomes. 

Project Overview: 

HANO seeks support in the execu�on of the following key projects, the requirements and deliverables 
are detailed later in this document: 

1. Conversion or Implementa�on of Public Housing Authority Management Applica�on(s) or 
Modules 

2. Implementa�on of an Electronic Document Management System 

3. Conversion of Vital Documents from Paper to Digital Format 

Role of the Project Manager: 

In this role, the Project Manager will be responsible for all aspects of project oversight.  They will act as 
an extension of HANO Staff, serving as the primary point of contact and paying special aten�on to 
communica�on, budgets, and deadlines. The individual or firm may handle mul�ple projects but must 
ensure a designated contact for each. For the designated contact atendance at various mee�ngs will be 
necessary, including HANO staff mee�ngs, weekly project discussions, stakeholder engagements, and 
public mee�ngs, poten�ally in the evenings. Con�nuous communica�on via email and phone is 
essen�al.  Office accommoda�on may be available within HANO's premises. 

The Agency may also enlist the selected firm(s) on an "on-call basis" for addi�onal programs and tasks.  
Responsibili�es may encompass business opera�ons development, stakeholder engagement, technology 
management, compliance processes, and more.  Processes overseen may encompass various 
func�onali�es, including automa�on, customiza�on, mul�-language support, secure document handling, 
applica�on review processes, system access for partners, repor�ng, fraud preven�on, and more. 

 

  



PROJECT 1 – Conversion of Public Housing Management Software 

Objective 

Provide Project Management/Implementation Consultation during the implementation of Yardi 
Voyager and the migration of existing data from Emphasys Elite. 

Phase 1: Procurement and Contract Negotiations 

· Assist in the procurement process for Yardi. Provide Project Management services during 
contract negotiation. 

· Work with Yardi resources to create an implementation project plan. 

Phase 2: Data Migration 

· Develop a Data Migration Plan and Strategy: 

· Collaborate with the vendor and relevant stakeholders to formulate a comprehensive 
data migra�on plan, outlining the scope, �meline, and resources required for the 
successful migra�on. 

· Establish a strategy that aligns with industry best prac�ces, considering the complexity 
and sensi�vity of financial and procurement data. 

· Extract Data from Emphasys Elite and (and JD Edwards if necessary) General Ledger System: 

· Coordinate with the vendor's technical team to extract data from the exis�ng JD 
Edwards General Ledger system, ensuring a systema�c and secure extrac�on process. 

· Validate the completeness and accuracy of the extracted data to minimize the risk of 
data discrepancies during the migra�on. 

· Transform and Map Data to Match New Software Structure: 

· Work closely with data analysts and migra�on specialists to transform and map the 
extracted data, aligning it with the structure and format required by the new so�ware. 

· Implement data mapping protocols to ensure a seamless transi�on and prevent data 
loss or corrup�on. 

· Import Transformed Data into New Software: 

· Oversee the importa�on of transformed data into the new Finance and Procurement 
so�ware, adhering to the predefined data mapping rules. 

· Implement data loading procedures to op�mize efficiency and accuracy during the 
import process. 

· Perform Data Validation and Reconciliation: 

· Establish rigorous data valida�on and reconcilia�on processes to verify the accuracy and 
integrity of migrated data. 



· Collaborate with the vendor's data experts to iden�fy and rec�fy any discrepancies, 
ensuring a high level of data quality post-migra�on. 

Phase 3: Tes�ng and Valida�on: 

· Assist Finance Department With Conducting Thorough Testing of the PHM Accounting Module: 

· Lead a comprehensive tes�ng phase, involving key stakeholders and end-users, to 
evaluate the func�onality of the new accoun�ng so�ware. 

· Develop and execute test cases that cover all aspects of accoun�ng processes, including 
journal entries, trial balances, financial reports, and other cri�cal func�ons. 

· Verify Accounting Process Functionality: 

· Work closely with the vendor's technical team to verify that all accoun�ng processes 
within the new so�ware are func�oning correctly. 

· Address any iden�fied issues promptly and collaborate with the vendor to implement 
necessary adjustments. 

· Ensure Data Consistency and Accuracy: 

· Implement robust data consistency checks during the tes�ng phase to iden�fy and 
rec�fy any discrepancies in the system. 

· Verify that data accuracy is maintained across the en�re Finance and Procurement 
system. 

· Address Issues and Discrepancies: 

· Ac�vely engage in issue resolu�on, collabora�ng with the vendor's support and 
development teams to address any challenges iden�fied during tes�ng. 

· Ensure that all reported issues are thoroughly inves�gated, resolved, and documented 
for future reference. 

Phase 4: After Go-Live - System Administration and Technical Support 

· Troubleshooting and Technical Support: 

· Resolve technical issues. 

· Assist with system setup and configura�on. 

· Provide guidance on so�ware updates and upgrades. 

· Customizations and Enhancements: 

· Customize and enhance Yardi Voyager 7S to meet specific needs. 

· Create custom leters, develop, and implement new features, modify exis�ng features. 

· Explore ways to incorporate Ar�ficial Intelligence into redundant processes. 



· Database Management and Data Correction: 

· Iden�fy and correct database data issues. 

· Ensure data accuracy and integrity. 

· Implement best prac�ces for data management and storage. 

· Process Improvement and Software Consultation: 

· Provide consulta�on on so�ware processes. 

· Recommend best prac�ces and iden�fy areas for improvement. 

· Assist with the development and implementa�on of new processes. 

· Training and Knowledge Sharing: 

· Conduct training sessions on Yardi Voyager 7S modules and features. 

· Answer general so�ware ques�ons. 

· Provide training materials and sources as needed. 

· Remote Support Services: 

· Provide all support services remotely (troubleshoo�ng, training, consulta�on). 

· On-site support if deemed necessary, with prior approval and travel cost reimbursement. 

 

PROJECT 2 - Implementa�on of an Electronic Document Management System 

Objec�ve 

Provide Project Management/Implementation Consultation during the implementation of an 
Electronic Document Management System.  Assist agency and vendor with streamlining document 
processes, improve accessibility, and enhance overall opera�onal efficiency. 

Scope of Work 

Phase I: Procurement and Planning 

· Assist in the procurement process for EDMS 

· Work with vendor resource to create an implementation project plan. 

Phase 2: Configuration of EDMS and Development of Protocols 

· Configure the EDMS to support HANO’s current document crea�on, storage, retrieval, 
and collabora�on. 

· Ensure seamless integra�on with the exis�ng Public Housing Authority Management 
Applica�on. 



· Development and Implementa�on of Protocols: 

· Develop and implement protocols for document version control to ensure data accuracy. 

· Establish access permissions and security measures in collabora�on with the chosen 
vendor. 

· Nego�ate customiza�on op�ons based on HANO's specific security and collabora�on 
requirements. 

I. Phase 3: After Go-Live - System Administration and Technical Support 

· Troubleshooting and Technical Support: 

· Resolve technical issues. 

· Assist with system setup and configura�on. 

· Provide guidance on so�ware updates and upgrades. 

· Process Improvement and Software Consultation: 

· Provide consulta�on on so�ware processes. 

· Recommend best prac�ces and iden�fy areas for improvement. 

· Assist with the development and implementa�on of new processes. 

· Training and Knowledge Sharing: 

· Conduct training sessions on EDMS modules and features. 

· Answer general so�ware ques�ons. 

· Provide training materials and sources as needed. 

· Remote Support Services: 

· Provide all support services remotely (troubleshoo�ng, training, consulta�on). 

· On-site support if deemed necessary, with prior approval and travel cost reimbursement. 

· Nego�ate ongoing support and resources from the vendor to facilitate a smooth 
transi�on. 

EDMS Specific Deliverables: 

1.  Change Management Plan:  Develop and implement a plan to address poten�al resistance to the new 
EDMS.  Communicate benefits proac�vely to staff and stakeholders. 

2. User Acceptance Tes�ng:  Develop and oversee a comprehensive user acceptance tes�ng plan.  Ensure 
the EDMS meets end-users' needs and expecta�ons. 

3. Rollout Plan:  Develop a phased rollout plan for the EDMS implementa�on.  Coordinate with vendor 
and relevant departments for a smooth transi�on with minimal disrup�on. 



4. Monitoring and Evalua�on:  Establish monitoring mechanisms to track EDMS performance and usage. 

5.    - Create documenta�on for EDMS processes, configura�ons, and troubleshoo�ng. 

6. Establish a framework for con�nuous improvement based on user feedback. 

7. Stakeholder Communica�on: Develop a communica�on plan to keep stakeholders informed. 

8. Budget Management: Monitor and manage the EDMS implementa�on budget. 

11. Key Performance Indicators (KPIs): Collaborate with stakeholders to define KPIs for the EDMS 
implementa�on.  Implement repor�ng mechanisms for tracking and analyzing KPIs. 

12. Compliance:  Ensure EDMS implementa�on complies with regula�ons and organiza�onal policies.  
Address compliance concerns in coordina�on with legal and compliance teams. 

  



Project 3 - Conversion of Vital Documents from Paper to Digital Format 

Objec�ve 

Provide Project Management/Implementation Consultation during the scanning of vital documents 
from key departments, conver�ng them to a digital format, ensuring accessibility, searchability, and 
preserva�on while providing for the secure and compliant destruc�on of documents whose reten�on 
�me has expired. 

Scope of Work: 

Phase I:  Procurement and Planning 

· Negotiations and Finalization: 

· Lead final nego�a�ons with vendors, ensuring the best terms for scanning services and 
equipment.  Facilitate discussions on pricing models, licensing agreements, 
customiza�on needs, and ongoing support commitments.  

· Implement a systema�c approach to assign specific statuses to all documents within 
HANO.  Statuses may include categories like "Ac�ve," "Archived," "Pending Digi�za�on," 
or "Scheduled for Destruc�on."  Establish clear criteria for categorizing documents based 
on the organiza�on's reten�on policy.  Consider factors such as document importance, 
relevance to ongoing opera�ons, and compliance with regulatory requirements.  Define 
robust processes for tracking and managing the status of each document.  Implement a 
tracking system that allows for real-�me updates on the loca�on, accessibility, and status 
changes of documents. 

· Clearly outline criteria for short-term reten�on (e.g., three years or less) based on 
organiza�onal needs and compliance requirements.  Develop a process for categorizing 
and managing documents with short-term reten�on status. 

· Develop a comprehensive plan for the off-site reten�on of permanent documents.  
Ensure secure storage, accessibility, and compliance with archival standards for 
documents deemed permanently valuable. 

· Develop a plan for the secure and compliant destruc�on of documents whose reten�on 
�me has expired.  Define processes for iden�fying, verifying, and execu�ng the 
destruc�on of documents in a manner that ensures data privacy and compliance with 
legal and regulatory requirements.  Ensure that all aspects of the plan comply with legal 
and regulatory requirements related to document disposal, reten�on, and digi�za�on.  
Collaborate with legal and compliance teams to verify and update processes as needed. 

 
PHASE 2 Manage Digitization Project 

· Facilitate communica�on between digi�za�on team and EDMS implementa�on team to 
seamlessly integrate digi�zed documents in a way that ensure a smooth and cohesive 
integra�on process that aligns with departmental workflows.  Implement and oversee 
robust quality control measures to ensure the accurate and complete digi�za�on of vital 



documents.  Conduct regular audits and checks to verify the integrity and fidelity of 
digi�zed content across all departments.  Develop a comprehensive long-term strategy 
for the ongoing digi�za�on of relevant documents, considering department-specific 
requirements.  Provide recommenda�ons for con�nuous improvement and scalability of 
the digi�za�on process, considering the unique needs of each department. 

Digi�za�on Project Deliverables: 

1. Stakeholder Communica�on:  Develop and implement a communica�on plan to keep key 
stakeholders informed about the progress of the document digi�za�on project. Address concerns 
and ques�ons from stakeholders in a �mely and transparent manner. 

2. Training and Change Management: Develop training programs for staff involved in or affected by the 
document digi�za�on process. Implement change management strategies to ensure a smooth 
transi�on to digital document workflows. 

3. Repor�ng and Progress Tracking: Establish repor�ng mechanisms to track the progress of document 
digi�za�on across departments. Provide regular updates to key stakeholders on milestones achieved 
and any challenges encountered. 

4. Budget Management: Monitor and manage the budget allocated for the document digi�za�on 
project. Communicate any budgetary changes or challenges to relevant stakeholders. 

5. Risk Management: Iden�fy poten�al risks associated with the document digi�za�on process and 
develop mi�ga�on strategies. Regularly assess and update the risk management plan throughout the 
project. 

6. Documenta�on and Knowledge Transfer: Ensure comprehensive documenta�on of the digi�za�on 
process, including workflows, standards, and best prac�ces. Facilitate knowledge transfer sessions to 
empower staff to independently manage future digi�za�on efforts. 

7. Post-Implementa�on Support: Provide ongoing support to address any issues or challenges that arise 
post-digi�za�on. Collaborate with the EDMS team to ensure seamless ongoing integra�on and 
accessibility. 

8. Compliance: Ensure that the document digi�za�on process complies with relevant regula�ons, 
industry standards, and organiza�onal policies. Work with legal and compliance teams to address 
any compliance concerns. 

9. Vendor Rela�onship Management: Establish and maintain a posi�ve and effec�ve rela�onship with 
the scanning services vendor. Coordinate with the vendor for updates, support, and future scanning 
needs. 

10. Performance Metrics and KPIs: Collaborate with stakeholders to define performance metrics and key 
performance indicators (KPIs) for the document digi�za�on project. Implement repor�ng 
mechanisms to track and analyze KPIs for con�nuous improvement. 

11. Archival and Preserva�on Planning: Develop a plan for the archival and long-term preserva�on of 
digi�zed documents. Ensure compliance with archival standards and best prac�ces for document 
preserva�on. 



12. Accessibility and Searchability: Ensure that digi�zed documents are easily accessible and searchable 
within the EDMS. Work with the EDMS team to op�mize search func�onali�es and user experience. 

Integration of Digitized Files in PHM, SharePoint, and EDMS 

Deliverables  

1. Develop a comprehensive plan for the seamless integra�on of the EDMS with SharePoint. Document 
integra�on processes, workflows, and technical configura�ons. 

2. SharePoint Drive Organiza�on: Organize scanned files in designated folders within SharePoint Drive 
according to predefined categories and metadata.  Implement a structure that aligns with user needs 
and facilitates easy access. 

3. Access Control Mechanisms: Leverage SharePoint's access control mechanisms to regulate user 
permissions for viewing, edi�ng, and managing scanned files.  Configure EDMS user roles and 
permissions for controlled access within the integrated environment. 

4. Metadata Synchroniza�on:  Establish synchroniza�on processes for metadata, such as document 
type, date, and department, between SharePoint and the EDMS.  Ensure consistency in metadata 
across both pla�orms to enhance searchability. 

5. Yardi Integra�on:  Configure Yardi to integrate seamlessly with the SharePoint Drive where scanned 
files are stored.  Provide Yardi users with direct links or access points within the Yardi interface for 
retrieving relevant documents. 

6. Automated Workflow Configura�on: Configure automated workflows within the integrated 
environment for reten�on processes based on predefined �melines and criteria.  Ensure that 
workflows align with organiza�onal policies for document reten�on, archival, and disposal. 

7. Reten�on Policy Configura�on: Define and configure reten�on policies in both SharePoint and the 
EDMS to ensure consistency and compliance. Document the criteria and �melines for reten�on and 
disposal processes. 

8. Communica�on Protocols: Establish communica�on protocols between the EDMS and SharePoint for 
ini�a�ng reten�on policies and ensuring seamless synchroniza�on of changes. 

9. Audit Trail Implementa�on: Implement audit trails within both SharePoint and the EDMS to track 
changes to scanned files.  Ensure that the audit trails comply with regulatory requirements and 
internal policies. 

10. Periodic Review Reports: Develop a system for genera�ng periodic reports to verify adherence to 
established reten�on guidelines.  Conduct reviews and produce reports to ensure ongoing 
compliance and address any devia�ons promptly. 

 

Travel Costs Reimbursement for On-Site Work 

· Reimbursement for travel expenses for on-site services with prior approval by HANO. 

  



Submission Requirements for Professional Project Manager / Implementa�on Consultant 

Note: Please submit proposals by [Insert Deadline]. Late submissions will not be considered. 

1. Cover Leter 

· Provide a cover leter introducing the individual or firm. 

· Include a summary of relevant experience and exper�se. 

· Specify the proposed Project Manager and their qualifica�ons. 

· Confirm availability for the 14-18 months project dura�on. 

2. Proposal Overview 

· Present an overview of your understanding of the project's scope and objec�ves. 

· Outline your approach to managing the Conversion/Implementa�on of Public Housing Authority 
Management Applica�on(s) and related projects. 

3. Project Team 

· Include resumes/CVs of key team members, emphasizing their roles in similar projects. 

· Highlight relevant cer�fica�ons and training. 

4. Past Experience 

· Provide details of similar projects you have successfully managed. 

· Include a minimum of 3 client references with contact informa�on for verifica�on. 

5. Methodology 

· Detail your proposed methodology for nego�a�ng with vendors and finalizing contracts. 

· Outline your strategies for adherence to �melines and budgets. 

6. Communica�on and Collabora�on 

· Explain how you plan to facilitate effec�ve communica�on and collabora�on among project 
team members, stakeholders, and vendors. 

· Provide examples of successful stakeholder engagements. 

7. Risk Management 

· Describe your approach to iden�fying and mi�ga�ng risks associated with project 
implementa�ons. 

· Share examples where effec�ve risk management contributed to project success. 

8. Training and Change Management 



· Outline your strategy for developing and implemen�ng training programs for end-users during 
system transi�ons. 

· Provide examples of successful change management strategies. 

9. Budget Management 

· Explain your experience in managing project budgets effec�vely. 

· Share instances where you successfully communicated budgetary changes or challenges. 

10. Vendor Rela�onship Management 

· Detail your history of establishing and maintaining posi�ve rela�onships with vendors. 

· Provide examples of effec�ve coordina�on with vendors for updates, support, and 
enhancements. 

11. Compliance and Security 

· Explain your experience in ensuring compliance with relevant regula�ons, industry standards, 
and organiza�onal policies. 

· Share examples of working with legal and compliance teams to address and resolve compliance 
concerns. 

12. Innova�on and Con�nuous Improvement 

· Provide examples of how you have contributed to innova�on and con�nuous improvement in 
previous projects. 

· Detail your approach to collabora�ng with vendors for updates and enhancements.  



 
Scoring System for Qualified Candidate Selec�on: 

1. Experience and Exper�se (50 points): 

· Demonstrated experience in overseeing similar complex projects, par�cularly in Public 
Housing Authority Management and EDMS implementa�ons. 

· Proven exper�se in nego�a�ng with vendors, finalizing contracts, and managing project 
budgets effec�vely. 

2. Technical Competence (25 points): 

· Strong technical knowledge of Public Housing Authority Management Applica�ons, 
EDMS, and document digi�za�on processes. 

· Experience in implemen�ng seamless integra�ons, par�cularly between Public Housing 
Management Systems, Electronic Document Management Systems, and other relevant 
systems. 

3. Project Management Skills (20 points): 

· Track record of successfully managing projects within the specified �me frame (14-18 
months) while adhering to budgets. 

· Demonstrated ability to develop and implement comprehensive project plans, including 
risk management and quality assurance. 

4. Communica�on and Collabora�on (15 points): 

· Effec�ve communica�on skills demonstrated through previous stakeholder 
engagements, team mee�ngs, and nego�a�ons with vendors. 

· Proven ability to facilitate collabora�on among project team members, stakeholders, 
and external vendors. 

5. Training and Change Management (15 points): 

· Experience in developing and implemen�ng training programs for end-users during 
system transi�ons. 

· Proven ability to manage change effec�vely and address poten�al resistance to new 
systems. 

6. Budget Management (10 points): 

· Strong financial acumen and experience in effec�vely managing project budgets. 

· Ability to provide clear and transparent communica�on regarding budgetary changes or 
challenges. 

7. Risk Management (5 points): 



· Demonstrated ability to iden�fy poten�al risks associated with project implementa�ons 
and develop effec�ve mi�ga�on strategies. 

· Proven track record of regularly assessing and upda�ng risk management plans 
throughout project lifecycles. 

8. Vendor Rela�onship Management (10 points): 

· Successful history of establishing and maintaining posi�ve rela�onships with vendors. 

· Ability to coordinate with vendors for updates, support, and future enhancements. 

9. User Experience Enhancement (10 points): 

· Proven ability to monitor and enhance user experience based on feedback and evolving 
needs. 

· Track record of implemen�ng improvements to op�mize accessibility and usability. 

10. Compliance and Security (10 points): 

· Experience in ensuring compliance with relevant regula�ons, industry standards, and 
organiza�onal policies. 

· Proven ability to work with legal and compliance teams to address and resolve 
compliance concerns. 

11. Innova�on and Con�nuous Improvement (5 points): 

· Demonstrated ability to innovate and provide recommenda�ons for con�nuous 
improvement. 

· Experience in collabora�ng with vendors for updates and enhancements based on 
evolving needs. 

12. Proposed Cost (25 points) 

 

Total Points Possible: 200  

 

Each criterion will be assigned a score out of the total, and the candidate or firm with the highest 
cumula�ve score will be considered the most qualified. The scoring system provides a balanced 
evalua�on, considering both technical competence and so�er skills crucial for successful project 
management. 



    REQUEST FOR PROPOSALS (RFP) No. 24-910-22: Project Manager and Implementation 
Consultant Services for HANO  

             

 

HOUSING AUTHORITY OF NEW ORLEANS, LA 

NO BID” RESPONSE FORM 
 
If you do not wish to bid/submit a proposal on this solicitation, please provide written notification of your 
decision.  Your responses assist with planning future solicitations. Please indicate below in the appropriate 
area the reason(s) for your decision and return this page.  Responses do not prohibit you from receiving future 
opportunities unless you request to be removed from future communications.  This form may be returned to 
the address listed below, emailed to procurement@hano.org, or faxed to 504-286-8224.   
 
Check all that apply: 

q I am submitting a “No Bid” at this time. 
Please keep my name on the Agency’s Bidder’s List. 
 

o Too busy at this time 
o Job too small 
o Job too large 
o Territory too large to cover 
o Cannot meet delivery requirements 
o I cannot meet the Terms and Conditions of the solicitation because: 
o I do not provide products/services of this nature. 
o Insufficient time to respond to solicitation 
o Unable to meet bond/insurance requirements 
o Specifications too restrictive. Please explain: 

____________________________________________________________________________________
____________________________________________________________________________________ 

o Specifications unclear. Please explain: 
____________________________________________________________________________________
____________________________________________________________________________________  

o Other:_______________________________________________________________ 
 

q Please remove my name from this product/service category.  I wish to submit a revised Vendor 
Registration Form. You may receive a copy by email by contacting Procurement at 
procurement@hano.org . 

 
q I no longer wish to do business with Housing Authority of New Orleans.  Please remove my name from 

the Agency’s Source List(s). 
 
_____________________________________________        _______________________________________ 
Name of Company                                 Date 
 
____________________________________________              __________________________________________ 
Printed Name of Authorized Representative                               Phone Number 
 
____________________________________________                     __________________________________________ 
Signature of Authorized Representative                Email 

Please return this completed form to: 
Housing Authority of New Orleans 

Procurement & Contracts Department 
4100 Touro St. 

New Orleans, LA 70122  
Email: procurement@hano.org Fax: 504-286-8224 
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    REQUEST FOR PROPOSALS (RFP) No. 24-910-22: Project Manager and Implementation 
Consultant Services for HANO  

             

 

HOUSING AUTHORITY OF NEW ORLEANS, LA 

FORM OF PROPOSAL 
(ATTACHMENT A) 

(This Form must be fully completed and placed under Tab No. 1 of the “hard copy” tabbed 
proposal submittal.) 

 
Instructions:   Unless otherwise specifically required, the items listed below must be completed and included 
in the proposal submittal.  Please complete this form by marking an “X,” where provided, to verify that the 
referenced completed form or information has been included within the “hard copy” proposal submittal 
submitted by the proposer.  Also, complete the Section 3 Statement and the Proposer’s Statement as noted 
below: 
 

X=ITEM INCLUDED SUBMITTAL  ITEMS (One original and Three copies of each proposal, 
including one with original signatures)                                                            

            ________ Tab 1     Form of  Proposal (Attachment A) 
            ________ Tab 2     Form HUD-5369-C (Attachment B) 
            ________ Tab 3     Profile of Firm Form (Attachment C) 
            ________ Tab 4     Proposed Services 
            ________ Tab 5     Acknowledgment of Addenda 
            ________ Tab 6     Equal Employment Opportunity/Supplier Diversity 
            ________ Tab 7     Certification of Non-Exclusion 
            ________ Tab 8     Subcontractor/Joint Venture Information 
            ________ Tab 9     Section 3 Business Preference Documentation  
            ________ Tab 10   Other Information (Optional) 

 
SECTION 3 STATEMENT 

Are you claiming a Section 3 business preference?  YES___ or NO____.  If “YES,” pursuant to the Section 3 
portion within the Conditions and Specifications, and pursuant to the documentation justifying such 
submitted under Tab No. 7, which priority are you claiming? ____________. 
 

PROPOSER’S STATEMENT 
The undersigned proposer hereby states that by completing and submitting this Form and all other documents 
within this proposal submittal, he/she is verifying that all information provided herein is, to the best of his/her 
knowledge, true and accurate, and that if the HA discovers that any information entered herein to be false, 
such shall entitle the HA to not consider or make award or to cancel any award with the undersigned party.  
Further, by completing and submitting the proposal submittal, and by entering and submitting the costs where 
provided within the noted Internet System, the undersigned proposer is thereby agreeing to abide by all terms 
and conditions pertaining to this RFP as issued by the HA, either in hard copy or on the noted Internet System, 
including an agreement to execute the attached Sample Contract form.  Pursuant to all RFP Documents, this 
Form of Proposal, and all attachments, and pursuant to all completed Documents submitted, including these 
forms and all attachments, the undersigned proposes to supply the HA with the services described herein for 
the fee(s) entered within the areas provided within the noted Internet System pertaining to this RFP. 
 
_____________________   __________       ______________________  _____________________ 
Signature            Date                   Printed Name                        Company 
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HOUSING AUTHORITY OF NEW ORLEANS, LA 

 
 

RFP Attachment B 
(HUD-5369-C) 
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    REQUEST FOR PROPOSALS (RFP) No. 24-910-22: Project Manager and Implementation 
Consultant Services for HANO  

             

 

HOUSING AUTHORITY OF NEW ORLEANS, LA 

PROFILE OF FIRM FORM 
(Attachment C) 

 (This Form must be fully completed and placed under Tab No. 3 of the “hard copy” tabbed proposal submittal.) 
 
(1) Prime ____  Sub-contractor _____   (This form must be completed by and for each). 
 

(2) Name of Firm:_____________________________ Telephone:_____________   Fax: ____________   
 

(3) Street Address, City,  State,  Zip:______________________________________________________ 
 
(4) Please attach a brief biography/resume of the company, including the following information: 

(a) Year Firm Established; (b) Year Firm Established in [JURISDICTION]; (c) Former Name and Year 
Established (if applicable); (d) Name of Parent Company and Date Acquired (if applicable). 

 
(5) Identify Principals/Partners in Firm (submit under Tab No. 5 a brief professional resume for each): 

NAME TITLE % OF 
OWNERSHIP 

   
   
   
   

 
(6) Identify  the  individual(s) that will  act as  project  manager and any other supervisory personnel that will 

work on project; please submit under Tab No. 5 a brief resume for each.  (Do not duplicate any resumes 
required above): 

NAME TITLE 
  
  
  
  

 
(7) Proposer Diversity Statement:  You must circle all of the following that apply to the ownership of this firm 

and enter where provided the correct percentage (%) of ownership of each: 
5 Caucasian   5 Public-Held   5 Government  5 Non-Profit 

           American (Male)            Corporation         Agency       Organization 
           ________%                     _________%                  _________%                   _________% 

Resident- (RBE), Minority- (MBE), or Woman-Owned (WBE) Business Enterprise (Qualifies by virtue of 51% 
or more ownership and active management by one or more of the following: 
5Resident-    5African       5**Native     5Hispanic     5Asian/Pacific   5Hasidic    5Asian/Indian 
   Owned*         American        American       American      American             Jew       American 

         _______%     _______%       _______%        _______%      ________%          ______%      ________% 
             
       5Woman-Owned   5Woman-Owned    5Disabled     5Other (Specify): 
          (MBE)                     (Caucasian)                 Veteran 
         _______%                 _______%                     ______%        _______% 
      WMBE Certification Number (if known): ___________________________________________________________ 
      Certified by (Agency):____________________________________________________________________ 
_________________________   __________       _________________________  _________________________ 
Signature            Date                   Printed Name                           Company 



    REQUEST FOR PROPOSALS (RFP) No. 24-910-22: Project Manager and Implementation 
Consultant Services for HANO  

             

 

HOUSING AUTHORITY OF NEW ORLEANS, LA 

 PROFILE OF FIRM FORM  
(Attachment C) 

 (This Form must be fully completed and placed under Tab No. 3 of the “hard copy” tabbed proposal 
submittal.) 

 
(8) Federal Tax ID No.:__________________________________________________________________ 
 
(9) [APPROPRIATE JURISDICTION] Business License No.:______________________________________ 
 
(10) State of ______ License Type and No.:________________________________________________ 
 
(11)Worker’s Compensation Insurance Carrier:______________________________________________ 

 Policy No.:__________________________________  Expiration Date:_______________________ 
 
(12) General Liability Insurance Carrier:___________________________________________________ 
       Policy No. __________________________________  Expiration Date:_______________________ 
 
(13) Professional Liability Insurance Carrier: _______________________________________________ 
       Policy No. __________________________________  Expiration Date:_______________________ 
 
(14) Debarred Statement:   Has  this  firm, or any  principal(s)  ever  been  debarred  from providing any services 

by  the  Federal  Government,  any state government, the State  of  _______, or any local government agency  
within  or without the  State of  _________?   Yes 5       No  5 
If "Yes," please attach a full detailed explanation, including dates, circumstances and current status. 

 
(15) Disclosure Statement:  Does this firm or any principals thereof have any current, past personal or professional 

relationship with any Commissioner or Officer of the HA?  Yes 5       No  5       
If "Yes," please attach a full detailed explanation, including dates, circumstances and current status. 
 

(16) Non-Collusive Affidavit: The undersigned party submitting this proposal hereby certifies that such proposal 
is genuine and not collusive and that said proposer entity has not colluded, conspired, connived or agreed, 
directly or indirectly, with any proposer or person, to put in a sham proposal or to refrain from proposing, 
and has not in any manner, directly or indirectly sought by agreement or collusion, or communication or 
conference, with any person, to fix the proposal price of affiant or of any other proposer, to fix overhead, 
profit or cost element of said proposal price, or that of any other proposer or to secure any advantage against 
the HA or any person interested in the proposed contract; and that all statements in said proposal are true. 

 
(17) Verification Statement:  The undersigned proposer hereby states that by completing and submitting this form 

he/she is verifying that all information provided herein is, to the best of his/her knowledge, true and 
accurate, and agrees that if the HA discovers that any information entered herein is false, that shall entitle 
the HA to not consider nor make award or to cancel any award with the undersigned party. 

 
 
______________________   __________       _______________________  ________________________ 
Signature           Date                  Printed Name                         Company 
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SUPPLEMENTAL CONDITIONS 
 
The following supplements and/or modifies the “General Conditions for Non-Construction Contracts 
Sections I ,” form HUD-5370-C: 
 
Contract Period 
 
The contract shall be for an initial period of two (2) years, with an option to extend for one (1) additional 
year.  
 
Contract Type 
 
The contract resulting from this RFP shall be a fixed price contract.  Consultant services shall be paid at 
fixed rates, in accordance with the contractor’s Cost Proposal, pending HUD Funding.  
 
Invoicing 
 
Invoices shall be submitted monthly to the Department of Finance with a copy to the Modernization 
and Development Department.  The invoice shall provide an invoice number, service dates, purchase 
order number, Task Order number, and a description of services provided and the name/title of 
employee who rendered the services. Invoices shall be submitted on the contractor’s own invoice form. 
 
Payments 
 
All vendors should submit invoices to the Finance Department on or before the days listed below.  All 
vendor invoices are due on the 1st or 15th of the month.  Invoice payments are as follows: 
 

· Invoices received on the 16th of the current month thru the 1st day of the next month will be paid on the 
1st of the following month. 

 
· Example:  An invoice received on August 27th will be processed commencing September 1st 

and paid on October 1st. 
 

· Invoices received on the 2nd of the current month thru the 15th of the current month will be paid on the 
15th of the following month. 
 

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

Request for Taxpayer Number and Certification (W-9) 
The respondent(s) shall provide a copy of its Request for Taxpayer Number and Certification (W-9) at 
the time and date specified by the Authority. 
 
Public Access to Procurement Information/Confidentiality 
 
All information submitted in response to a solicitation issued by the Housing Authority of New Orleans 
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(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 5.3.4, HUD Handbook 7460.8 REV 2, 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 to HANO in confidence in response t this RFP, and not 
otherwise required by law to be submitted, where such information should reasonably be considered 
confidential. 
 
Indemnification 
 
The successful Respondent(s) 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/or the performance thereof by the successful 
Respondent, its officers, officials, agents, employees, and subcontractors, including, but not limited to, 
the enforcement of the indemnification provision. The successful Respondent(s) will be further required 
to investigate, handle, 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 Respondent 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. 
 
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 Orleans.  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 in 
accordance with the “Termination for Convenience and Default” clause. 
 
Ethics Policy 
 
The selected Respondent shall abide by the applicable provisions of the Housing Authority of New 
Orleans’ Ethics Policy and State of Louisiana Ethics Code. 
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Third Party Claims on Software 
 
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 Respondent. 
Rules, Regulations, and Licensing Requirements 
The successful Respondent 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 Respondent shall comply with all laws, ordinances and regulations applicable to the services 
contemplated herein.  Respondents 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 respondent(s) responsible for the 
proposed services. 
 
Certification of Legal Entity 
 
Prior to execution of the Contract Agreement, the Respondent 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. 
 
Certifications 
 
In submitting the proposal, the Respondent is indicating a willingness to comply with all terms and 
conditions of the RFP, including but not limited to those set forth in the attached HUD Forms and these 
Supplemental Conditions. 
 
Personnel 
 
In submitting their proposals, Respondents are representing that the personnel 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 Respondent 
must be able to provide a qualified replacement.  Such representation shall be valid for a minimum of 
120 calendar days after the proposal due date and time.  Furthermore, all personnel shall be considered 
to be, at all times, the sole employees of the Respondent under its sole direction, and not employees or 
agents of HANO. 
 
Respondent Status 
 
The successful Respondent will be held to be an independent Consultant, and will not be an 
employee of HANO. 
 
Assignment 
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The successful Respondent 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. 
 
Advertising 
 
In submitting a proposal, the successful Respondent agrees not to use the results from it as a part of 
any commercial advertising.  HANO does not permit law 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 Contractor shall not make public comment on HANO matters without express written approval 
from HANO’s Director of Communications.  All media inquiries shall be referred to the Director of 
Communications. 
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ACKNOWLEDGEMENT OF ADDENDA 
(ATTACHMENT G) 

 
 

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:    
 
 
       
(Company Name) 
 
       
(Signature) 
 
       
(Printed or Typed Name) 
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Entry of Proposed Fees 

(Attachment H) 
 
As stated within Section 3.2.1 of the 1.0 RFP Document: The proposed fees shall be submitted by the 
proposer and received by the Agency in its own sealed envelope. It is to be included, but kept 
separate in its own sealed envelope, with the sealed hard-copy proposals package. Do not refer to any 
fees or costs within the sealed, tabbed “hard copy” proposal submittal detailed within Section 3.0 of 
the 1.0 Document. Any proposer that does so may, at the Agency’s discretion, be rejected without 
further consideration. As stated within Section 3.2.2. of the 1.0 RFP Document, the proposed fees are 
all-inclusive of all related costs that the Contractor will incur to provide the noted services, including, 
but not limited to: employee wages and benefits; clerical support; overhead; profit; taxes; licensing; 
insurance; materials; supplies; tools; equipment; long distance telephone calls; travel expenses; 
document copying not specifically agreed to by the Agency; etc. 

(1) 
 
RFP 
Section 

(2) 
 

Position/Expense 

(3) 
 

Description 

(3) 
 

Hourly 
Rate 

(4) 
 

Estimated # 
of Hours 

(5) 
 

Total 

3.2.1.1 Project Manager  All 
Inclusive  

Firm-fixed 
Fee for 
Hourly 
Rates 

   

3.2.1.2 Implementation 
Consultant 

All 
Inclusive 

Firm-fixed 
Fee for 
Hourly 
Rates 

   

3.2.1.5 TOTAL 
ESTIMATED 

COST 

Total 
Estimated 

Cost of 
Project 
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Attachment I  
Certification of 
Contractor Non-

Exclusion 
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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 least 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 
(c) 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) Theft 
(b) Identity theft 
(c) Theft of a business record 
(d) False accounting 
(e) Issuing worthless checks 
(f) 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. 
 
I hereby attest that I 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.   
 
 
_______________________________________________  ____________________ 
(Print)         (Date) 
 
_________________________________________ 
(Signature) 
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Vendor Registration 
Form 
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VENDOR SETUP FORM  
   

Company Name: _________________________________________________________________  
 

Physical Address: ________________________________________________________________ 
 

          City: ________________________________ State: ______________ Zip: _________ 
                

Owner/President: ____________________________________________________________________ 
         
Remit To Address: ________________________________________________________________ 
 

                         City: ________________________________ State: ______________ Zip: _________ 
         
Contact Name:   _________________________ Authorized Signature: ___________________________  
 
Contact Number: ___________________________ Contact Fax: _______________________________ 
 

Contact Email: ____________________________ Company Website:  _______________________ 
 

Banking Information (Required for EFT Payment, if applicable): 
 

Bank Name: _________________________Name on Bank Account: __________________________ 

Routing Number:  

Account Number:  
Type of Account:Checking    Savings  Corporate/Commercial 
 

Required: Taxpayer Identification Number:  ________________________________________________ 
 

Type of Operation (Check all that apply): 
__ Individual __ Corporation __ Manufacturer __ Partnership __ Distributor 
__ Sole Proprietorship __ Retail Dealer __ Agent/Broker __ Limited Liability 
 

PLEASE ATTACH ANY REVISED INFORMATION INCLUDING W9 AND/OR BANKING UPDATED 
INFORMATION, AS REQUIRED.…………………………………………………………………………………………………………… 
 

Requisition #:_______________ or N/A ____ (Direct pay items do not require a requisition #) 
 

Approvals:  
 

Requestor/Department: _________________________________Date:____________________ 
 

Finance Approval: ______________________________________ Date: _______________ 1099? Y  N   
 

Procurement Approval: __________________________________ Date: ___________________ 
 

Date Entered: __________________ Entered By: ______________________________________ 
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* Attach Documentation (If Provided) 
 

Select All Applicable Products/Service in Each Category: 
 
 
Voice Services & Products: 
Call Accounting 
Calling Cards 
Local Services 
Voice Bridging 
VoIP Solutions 
Call Center 
Telephone Equipment 
Long Distance Services 
Voice Systems 
Wireless/Cellular 
Other: ___________________ 
Other: ___________________ 
 
Network/Internet Services & Products: 
Converged Network Provider 
Internet Access 
Virtual Learning 
Custom Network/Internet Solutions 
Network Equipment 
Wireless LAN/MAN/WAN 
Other: ___________________ 
Other: ___________________ 
 
Video Services & Products: 
Audio/Visual Equipment 
Interactive Video & Multimedia Equipment 
Video Bridging 
Integration Services 
Network Access 
Other: ___________________ 
Other: ___________________ 



e‐Learning Solutions: 
Course/Learning Management Application 
Training/Certification 
Course Content Provider 
Hosting – ASP Services 
Other: ___________________ 
Other: ___________________ 
 
Computer Services & Products: 
Application Software (Microsoft, Adobe, 
Lotus, etc.) 
E‐mail Applications 
Network Devices 
SAN, Enterprise, Etc. 
Web & Application Hosting/IT Services 
Computers, Servers & Add‐On Components 
Internet Content Filtering Applications & 
Devices 
Peripheral Equipment 
Storage Systems 
Other: ___________________ 
Other: ___________________ 
 
Additional Services & Products: 
Auditors 
Electrical Generators & Power Suppression 
Equip 
Office Furniture 
Consulting 
Library Supplies, Equipment & Furniture 
Office Supplies & Equipment 
Other: _____________________ 
Other: _____________________ 
Other: _____________________ 

Circle all that Apply:    (DBE)        (WBE)      (MBE)      (Section 3)     (Small Business) 
 
Required: (Attach a copy of your certification for all items circled above) 
 
Check one: __ African American __ Hispanic__ Native American __ Asian___ Caucasian ___Other 
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Definitions: 
 
Disadvantage Business Enterprise (DBE)  – A business enterprise that is 51% or more owned, controlled, 
and actively operated by one or more persons who are classified as members of a racial minority group, 
such  as  African  American,  Hispanic  American,  Asian  Pacific  American,  Asian  Indian  American,  Native 
American, Aleuts or Hasidic Jewish Americans. 

Woman Business Enterprise  (WBE)  ‐ A business enterprise  that  is 51% or more owned,  controlled, and 
actively operated by one or more women. 

Section 3 Business ‐ A business that meets one of the following:  
   

1. 51% or more owned and controlled by a resident of any HANO Housing site or whose full‐time 
permanent workforce includes 30% of HANO residents of any housing site; 

2. Hud Youthbuild Program in Orleans Parish; 
3. Business concerns that are 51% or more owned and controlled by HANO residents or are low 

or  very  low‐income  Orleans  Parish  Residents  or  whose  full‐time  permanent  workforce 
includes 30% of HANO residents or low/very low‐income Orleans Parish residents; 

4. Business that subcontracts  in excess of 25% of the total amount of subcontracts to business 
concerns identified in the preferences above. 

Small Business Enterprise (SBE) — A business concern, including its affiliates, that is independently owned 
and operated and is not dominant in the field of operation for which it is bidding and qualifies as a small 
business under the criteria and size standards in 13 CFR Part 121 (see FAR 19.102).   

  
 

 
 
 
 
 
 
 
 
 

 
 

 
 

 
 
 
 
 

 
 

 



Revised 8/17 

 

DECLARATION BY VENDOR 
 
 
I confirm that:  
 
i) Neither I nor any employee of ______________________________ is in any way connected to the 

Housing Authority of New Orleans or its employees or an immediate family member of any 
Housing Authority of New Orleans employee. 
 

ii) For each relationship, I will include a brief statement describing the relationship. 
 
iii) The information furnished is correct to the best of my knowledge and belief. 
 
 

    
          ___________________________________   

Printed Name of Authorized Signatory 
 
           ___________________________________ 
  Signature 
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Form) 
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RFP Attachment L 
(HUD-5370-C  

Section I) 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



General Conditions for Non-Construction 
Contracts 
Section I – (With or without Maintenance Work)  

U.S. Department of Housing and Urban 
Development 
Office of Public and Indian Housing 
Office of Labor Relations 
OMB Approval No. 2577-0157 (exp. 1/01/2014) 

 
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 collection 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. Department of Housing and Urban Development, Washington, D.C. 
20410-3600; and to the Office of Management and Budget, Paperwork Reduction Project (2577-0157), Washington, D.C. 20503. Do not send this 
completed form to either of these addressees.  
 

 
 

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

1) Non-construction contracts (without maintenance) 
greater than $100,000 - use Section I;  

2) Maintenance contracts (including nonroutine 
maintenance as defined at 24 CFR 968.105) greater than 
$2,000 but not more than $100,000 - use Section II; and 

3) Maintenance contracts (including nonroutine 
maintenance), greater than $100,000 – use Sections I 
and II. 

==================================================== 
Section I - Clauses for All Non-Construction Contracts greater 
than $100,000 
==================================================== 
1. Definitions 
 
The following definitions are applicable to this contract: 

(a) "Authority or Housing Authority (HA)" means the  
Housing Authority. 

(b) "Contract" means the contract entered into between the 
Authority and the Contractor. It includes the contract form, 
the Certifications and Representations, these contract 
clauses, and the scope of work. It includes all formal 
changes to any of those documents by addendum, Change 
Order, or other modification. 

(c) "Contractor" means the person or other entity entering into 
the contract with the Authority to perform all of the work 
required under the contract. 

(d) "Day" means calendar days, unless otherwise stated. 
(e) "HUD" means the Secretary of Housing and Urban    

development, his delegates, successors, and assigns, and 
the officers and employees of the United States 
Department of Housing and Urban Development acting for 
and on behalf of the Secretary. 

 
2. Changes 
 

(a) The HA may at any time, by written order, and without 
notice to the sureties, if any, make changes within the 
general scope of this contract in the services to be 
performed or supplies to be delivered. 

(b) If any such change causes an increase or decrease in the 
hourly rate, the not-to-exceed amount of the contract, or 
the time required for performance of any part of the work 
under this contract, whether or not changed by the order, 
or otherwise affects the conditions of this contract, the HA 
shall make an equitable adjustment in the not-to-exceed 
amount, the hourly rate, the delivery schedule, or other 
affected terms, and shall modify the contract accordingly. 

(c) The Contractor must assert its right to an equitable 
adjustment under this clause within 30 days from the date 
of receipt of the written order. However, if the HA decides 
that the facts justify it, the HA may receive and act upon a 

proposal submitted before final payment of the contract. 
(d) Failure to agree to any adjustment shall be a dispute under 

clause Disputes, herein. However, nothing in this clause 
shall excuse the Contractor from proceeding with the 
contract as changed. 

(e) No services for which an additional cost or fee will be 
charged by the Contractor shall be furnished without the 
prior written consent of the HA. 

 
3. Termination for Convenience and Default 
 

(a) The HA may terminate this contract in whole, or from time 
to time in part, for the HA's convenience or the failure of 
the Contractor to fulfill the contract obligations (default).  
The HA shall 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 
(ii) deliver to the HA 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 the HA, the HA 
shall be liable only for payment for services rendered 
before the effective date of the termination. 

(c) If the termination is due to the failure of the Contractor to 
fulfill its obligations under the contract (default), the HA 
may (i) require the Contractor to deliver to it, in the manner 
and to the extent directed by the HA, any work as 
described in subparagraph (a)(ii) above, and compensation 
be determined in accordance with the Changes clause, 
paragraph 2, above; (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 
the HA; (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 the HA by the Contractor. 

(d) If, after termination for failure to fulfill contract obligations 
(default), it is determined that the Contractor had not failed, 
the termination shall be deemed to have been effected for 
the convenience of the HA, and the Contractor shall been 
titled 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. 

 
4. Examination and Retention of Contractor's Records 
 

(a) The HA, HUD, or Comptroller General of the United States, 
or any of their duly authorized representatives shall, until 3 
years after final payment under this contract, have access 
to and the right to examine any of the Contractor's directly 
pertinent books, documents, papers, or other records 
involving transactions related to this contract for the 
purpose of making audit, examination, excerpts, and 
transcriptions. 
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(b) The Contractor agrees to include in first-tier subcontracts 
under this contract a clause substantially the same as 
paragraph (a) above. "Subcontract," as used in this clause, 
excludes purchase orders not exceeding $10,000. 

(c) The periods of access and examination in paragraphs (a) 
and (b) above for records relating to:  
(i) appeals under the clause titled Disputes;  
(ii) litigation or settlement of claims arising from the 
performance of this contract; or, 
(iii) costs and expenses of this contract to which the HA, 
HUD, or Comptroller General or any of their duly 
authorized representatives has taken exception shall 
continue until disposition of such appeals, litigation, claims, 
or exceptions. 

 
5. Rights in Data (Ownership and Proprietary Interest) 
 

The HA shall have exclusive ownership of, all proprietary 
interest in, and the right to full and exclusive possession of all 
information, materials and documents discovered or produced 
by Contractor pursuant to the terms of this Contract, including 
but not limited to reports, memoranda or letters concerning the 
research and reporting tasks of this Contract. 

 
6. Energy Efficiency  
 

The contractor shall comply with all mandatory standards and 
policies relating to energy efficiency which are contained in the 
energy conservation plan issued in compliance with the Energy 
Policy and Conservation Act (Pub.L. 94-163) for the State in 
which the work under this contract is performed. 

 
7. Disputes 
 

(a) All disputes arising under or relating to this contract, except 
for disputes arising under clauses contained in Section III, 
Labor Standards Provisions, including any claims for 
damages for the alleged breach there of which are not 
disposed of by agreement, shall be resolved under this 
clause. 

(b) All claims by the Contractor shall be made in writing and 
submitted to the HA. A claim by the HA against the 
Contractor shall be subject to a written decision by the HA. 

(c) The HA shall, with reasonable promptness, but in no event 
in no more than 60 days, render a decision concerning any 
claim hereunder. Unless the Contractor, within 30 days 
after receipt of the HA's decision, shall notify the HA in 
writing that it takes exception to such decision, the decision 
shall be final and conclusive. 

(d) Provided the Contractor has (i) given the notice within the 
time stated in paragraph (c) above, and (ii) excepted its 
claim relating to such decision from the final release, and 
(iii) brought suit against the HA not later than one year after 
receipt of final payment, or if final payment has not been 
made, not later than one year after the Contractor has had 
a reasonable time to respond to a written request by the 
HA that it submit a final voucher and release, whichever is 
earlier, then the HA's decision shall not be final or 
conclusive, but the dispute shall be determined on the 
merits by a court of competent jurisdiction. 

(e) The Contractor shall proceed diligently with performance of 
this contract, pending final resolution of any request for 
relief, claim, appeal, or action arising under the contract, 
and comply with any decision of the HA. 

 
8. Contract Termination; Debarment 

 
A breach of these Contract clauses may be grounds for 
termination of the Contract and for debarment or denial of 
participation in HUD programs as a Contractor and a 
subcontractor as provided in 24 CFR Part 24. 

 
9. Assignment of Contract  
 

The Contractor shall not assign or transfer any interest in this 
contract; except that claims for monies due or to become due 
from the HA under the contract may be assigned to a bank, 
trust company, or other financial institution. If the Contractor is a 
partnership, this contract shall inure to the benefit of the 
surviving or remaining member(s) of such partnership approved 
by the HA. 

 
10. Certificate and Release 
 

Prior to final payment under this contract, or prior to settlement 
upon termination of this contract, and as a condition precedent 
thereto, the Contractor shall execute and deliver to the HA a 
certificate and release, in a form acceptable to the HA, of all 
claims against the HA by the Contractor under and by virtue of 
this contract, other than such claims, if any, as may be 
specifically excepted by the Contractor in stated amounts set 
forth therein. 
 

11. 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 
(ii) 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 shall 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 
subcontracts 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. 

 
12. Inspection and Acceptance 
 

(a) The HA has the right to review, require correction, if 
necessary, and accept the work products produced by the 
Contractor. Such review(s) shall be carried out within 30 
days so as to not impede the work of the Contractor. Any 
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product of work shall be deemed accepted as submitted if 
the HA does not issue written comments and/or required 
corrections within 30 days from the date of receipt of such 
product from the Contractor. 

(b) The Contractor shall make any required corrections 
promptly at no additional charge and return a revised copy 
of the product to the HA within 7 days of notification or a 
later date if extended by the HA. 

(c) Failure by the Contractor to proceed with reasonable 
promptness to make necessary corrections shall be a 
default. If the Contractor's submission of corrected work 
remains unacceptable, the HA may terminate this contract 
(or the task order involved) or reduce the contract price or 
cost to reflect the reduced value of services received. 

 
13. Interest of Members of Congress 
 

No member of or delegate to the Congress of the United States 
of America or Resident Commissioner shall be admitted to any 
share or part of this contract or to any benefit to arise there 
from, but this provision shall not be construed to extend to this 
contract if made with a corporation for its general benefit. 
 

14. Interest of Members, Officers, or Employees and Former 
Members, Officers, or Employees 

 
No member, officer, or employee of the HA, no member of the 
governing body of the locality in which the project is situated, no 
member of the governing body in which the HA was activated, 
and no other pubic official of such locality or localities who 
exercises any functions or responsibilities with respect to the 
project, shall, during his or her tenure, or for one year 
thereafter, have any interest, direct or indirect, in this contract or 
the proceeds thereof. 
 

15. Limitation on Payments to Influence Certain Federal 
Transactions 

 
(a) Definitions. As used in this clause: 

"Agency", as defined in 5 U.S.C. 552(f), includes Federal 
executive departments and agencies as well as independent 
regulatory commissions and Government corporations, as 
defined in 31 U.S.C. 9101(1). 

"Covered Federal Action" means any of the following 
Federal actions: 

(i) The awarding of any Federal contract; 
(ii) The making of any Federal grant; 
(iii) The making of any Federal loan; 
(iv) The entering into of any cooperative agreement; and, 
(v) The extension, continuation, renewal, amendment, or 

modification of any Federal contract, grant, loan, or 
cooperative agreement. 

Covered Federal action does not include receiving from an 
agency a commitment providing for the United States to insure 
or guarantee a loan. 

"Indian tribe" and "tribal organization" have the meaning 
provided in section 4 of the Indian Self-Determination and 
Education Assistance Act (25 U.S.C. 450B). Alaskan Natives 
are included under the definitions of Indian tribes in that Act. 

"Influencing or attempting to influence" means making, with 
the intent to influence, any communication to or appearance 
before an officer or employee of any agency, a Member of 
Congress, an officer or employee of Congress, or an employee 
of a Member of Congress in connection with any covered 
Federal action. 

"Local government" means a unit of government in a State 
and, if chartered, established, or otherwise recognized by a 
State for the performance of a governmental duty, including a 
local public authority, a special district, an intrastate district, a 
council of governments, a sponsor group representative 
organization, and any other instrumentality of a local 
government. 

"Officer or employee of an agency" includes the following 
individuals who are employed by an agency: 

(i) An individual who is appointed to a position in the 
Government under title 5, U.S.C., including a position 
under a temporary appointment; 

(ii) A member of the uniformed services as defined in 
section 202, title 18, U.S.C.; 

(iii) A special Government employee as defined in section 
202, title 18, U.S.C.; and, 

(iv) An individual who is a member of a Federal advisory 
committee, as defined by the Federal Advisory 
Committee Act, title 5, appendix 2. 

“Person" means an individual, corporation, company, 
association, authority, firm, partnership, society, State, and local 
government, regardless of whether such entity is operated for 
profit or not for profit. This term excludes an Indian tribe, tribal 
organization, or other Indian organization with respect to 
expenditures specifically permitted by other Federal law. 

"Recipient" includes all contractors, subcontractors at any 
tier, and subgrantees at any tier of the recipient of funds 
received in connection with a Federal contract, grant, loan, or 
cooperative agreement. The term excludes an Indian tribe, tribal 
organization, or any other Indian organization with respect to 
expenditures specifically permitted by other Federal law. 

"Regularly employed means, with respect to an officer or 
employee of a person requesting or receiving a Federal 
contract, grant, loan, or cooperative agreement, an officer or 
employee who is employed by such person for at least 130 
working days within one year immediately preceding the date of 
the submission that initiates agency consideration of such 
person for receipt of such contract, grant, loan, or cooperative 
agreement. An officer or employee who is employed by such 
person for less than 130 working days within one year 
immediately preceding the date of submission that initiates 
agency consideration of such person shall be considered to be 
regularly employed as soon as he or she is employed by such 
person for 130 working days. 

"State" means a State of the United States, the District of 
Columbia, the Commonwealth of Puerto Rico, a territory or 
possession of the United States, an agency or instrumentality of 
a State, and a multi-State, regional, or interstate entity having 
governmental duties and powers. 
(b) Prohibitio n. 

(i) Section 1352 of title 31, U.S.C. provides in part that no 
appropriated funds may be expended by the recipient 
of a Federal contract, grant, loan, or cooperative 
agreement to pay any person for influencing or 
attempting to influence an officer or employee of any 
agency, a Member of Congress, an officer or 
employee of Congress, or an employee of a Member 
of Congress in connection with any of the following 
covered Federal actions: the awarding of any Federal 
contract, the making of any Federal grant, the making 
of any Federal loan, the entering into of any 
cooperative agreement, and the extension, 
continuation, renewal, amendment, or modification of 
any Federal contract, grant, loan, or cooperative 
agreement. 

(ii) The prohibition does not apply as follows: 
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(1) Agency and legislative liaison by Own 
Employees.  
     (a) The prohibition on the use of appropriated 
funds, in paragraph (i) of this section, does not 
apply in the case of a payment of reasonable 
compensation made to an officer or employee of 
a person requesting or receiving a Federal 
contract, grant, loan, or cooperative agreement, if 
the payment is for agency and legislative 
activities not directly related to a covered Federal 
action. 
     (b) For purposes of paragraph (b)(i)(1)(a) of 
this clause, providing any information specifically 
requested by an agency or Congress is permitted 
at any time. 
     (c) The following agency and legislative liaison 
activities are permitted at any time only where 
they are not related to a specific solicitation for 
any covered Federal action: 
      (1) Discussing with an agency 
(including individual demonstrations) the qualities 
and characteristics of the person's products or 
services, conditions or terms of sale, and service 
capabilities; and,  

(2) Technical discussions and other 
activities regarding the application or adaptation 
of the person's products or services for an 
agency's use. 

(d) The following agency and legislative liaison 
activities are permitted where they are prior to 
formal solicitation of any covered Federal action: 

(1) Providing any information not 
specifically requested but necessary for an 
agency to make an informed decision about 
initiation of a covered Federal action; 

(2) Technical discussions regarding the 
preparation of an unsolicited proposal prior to its 
official submission; and  

(3) Capability presentations by persons 
seeking awards from an agency pursuant to the 
provisions of the Small Business Act, as 
amended by Public Law 95-507 and other 
subsequent amendments. 

(e) Only those activities expressly authorized 
by subdivision (b)(ii)(1)(a) of this clause are 
permitted under this clause. 

(2) Professional and technical services. 
(a) The prohibition on the use of appropriated 

funds, in subparagraph (b)(i) of this clause, 
does not apply in the case of- 
(i) A payment of reasonable compensation 

made to an officer or employee of a 
person requesting or receiving a 
covered Federal action or an extension, 
continuation, renewal, amendment, or 
modification of a covered Federal 
action, if payment is for professional or 
technical services rendered directly in 
the preparation, submission, or 
negotiation of any bid, proposal, or 
application for that Federal action or for 
meeting requirements imposed by or 
pursuant to law as a condition for 
receiving that Federal action. 

(ii) Any reasonable payment to a person, 
other than an officer or employee of a 

person requesting or receiving a 
covered Federal action or an extension, 
continuation, renewal, amendment, or 
modification of a covered Federal action 
if the payment is for professional or 
technical services rendered directly in 
the preparation, submission, or 
negotiation of any bid, proposal, or 
application for that Federal action or for 
meeting requirements imposed by or 
pursuant to law as a condition for 
receiving that Federal action. Persons 
other than officers or employees of a 
person requesting or receiving a 
covered Federal action include 
consultants and trade associations. 

(b) For purposes of subdivision (b)(ii)(2)(a) of 
clause, "professional and technical services" 
shall be limited to advice and analysis 
directly applying any professional or 
technical discipline. 

(c) Requirements imposed by or pursuant to law 
as a condition for receiving a covered 
Federal award include those required by law 
or regulation, or reasonably expected to be 
required by law or regulation, and any other 
requirements in the actual award 
documents. 

(d) Only those services expressly authorized by 
subdivisions (b)(ii)(2)(a)(i) and (ii) of this 
section are permitted under this clause. 

(iii) Selling activities by independent sales 
representatives. 

(c) The prohibition on the use of appropriated funds, in 
subparagraph (b)(i) of this clause, does not apply to the 
following selling activities before an agency by independent 
sales representatives, provided such activities are prior to 
formal solicitation by an agency and are specifically limited 
to the merits of the matter: 
(i) Discussing with an agency (including individual 

demonstration) the qualities and characteristics of the 
person's products or services, conditions or terms of 
sale, and service capabilities; and 

(ii) Technical discussions and other activities regarding 
the application or adaptation of the person's products 
or services for an agency's use. 

(d) Agreement. In accepting any contract, grant, cooperative 
agreement, or loan resulting from this solicitation, the 
person submitting the offer agrees not to make any 
payment prohibited by this clause. 

(e) Penalties. Any person who makes an expenditure 
prohibited under paragraph (b) of this clause shall be 
subject to civil penalties as provided for by 31 U.S.C. 1352. 
An imposition of a civil penalty does not prevent the 
Government from seeking any other remedy that may be 
applicable. 

(f) Cost Allowability. Nothing in this clause is to be interpreted 
to make allowable or reasonable any costs which would be 
unallowable or unreasonable in accordance with Part 31 of 
the Federal Acquisition Regulation (FAR), or OMB 
Circulars dealing with cost allowability for recipients of 
assistance agreements. Conversely, costs made 
specifically unallowable by the requirements in this clause 
will not be made allowable under any of the provisions of 
FAR Part 31 or the relevant OMB Circulars. 

 

 
 

 
Section I - Page 4 of 6 

 
Form HUD-5370-C (10/2006) 

 



 

16. Equal Employment Opportunity 
 

During the performance of this contract, the Contractor agrees 
as follows: 
(a) The Contractor shall not discriminate against any employee 

or applicant for employment because of race, color, 
religion, sex, or national origin. 

(b) The Contractor shall take affirmative action to ensure that 
applicants are employed, and that employees are treated 
during employment without regard to their race, color, 
religion, sex, or national origin.  Such action shall include, 
but not be limited to (1) employment; (2) upgrading; (3) 
demotion; (4) transfer; (5) recruitment or recruitment 
advertising; (6) layoff or termination; (7) rates of pay or 
other forms of compensation; and (8) selection for training, 
including apprenticeship. 

(c) The Contractor shall post in conspicuous places available 
to employees and applicants for employment the notices to 
be provided by the Contracting Officer that explain this 
clause. 

(d) The Contractor shall, in all solicitations or advertisements 
for employees placed by or on behalf of the Contractor, 
state that all qualified applicants will receive consideration 
for employment without regard to race, color, religion, sex, 
or national origin. 

(e) The Contractor shall send, to each labor union or 
representative of workers with which it has a collective 
bargaining agreement or other contract or understanding, 
the notice to be provided by the Contracting Officer 
advising the labor union or workers' representative of the 
Contractor's commitments under this clause, and post 
copies of the notice in conspicuous places available to 
employees and applicants for employment. 

(f) The Contractor shall comply with Executive Order 11246, 
as amended, and the rules, regulations, and orders of the 
Secretary of Labor. 

(g) The Contractor shall furnish all information and reports 
required by Executive Order 11246, as amended and by 
rules, regulations, and orders of the Secretary of Labor, or 
pursuant thereto. The Contractor shall permit access to its 
books, records, and accounts by the Secretary of Labor for 
purposes of investigation to ascertain compliance with such 
rules, regulations, and orders. 

(h) In the event of a determination that the Contractor is not in 
compliance with this clause or any rule, regulation, or order 
of the Secretary of Labor, this contract may be canceled, 
terminated, or suspended in whole or in part, and the 
Contractor may be declared ineligible for further 
Government contracts, or federally assisted construction 
contracts under the procedures authorized in Executive 
Order 11246, as amended. In addition, sanctions may be 
imposed and remedies invoked against the Contractor as 
provided in Executive Order 11246, as amended, the rules, 
regulations, and orders of the Secretary of Labor, or as 
otherwise provided by law. 

(i) The Contractor shall include the terms and conditions of 
this clause in every subcontract or purchase order unless 
exempted by the rules, regulations, or orders of the 
Secretary of Labor issued under Executive Order 11246, as 
amended, so that these terms and conditions will be 
binding upon each subcontractor or vendor.  The 
Contractor shall take such action with respect to any 
subcontractor or purchase order as the Secretary of 
Housing and Urban Development or the Secretary of Labor 
may direct as a means of enforcing such provisions, 
including sanctions for noncompliance; provided that if the 

Contractor becomes involved in, or is threatened with, 
litigation with a subcontractor or vendor as a result of such 
direction, the Contractor may request the United States to 
enter into the litigation to protect the interests of the United 
States. 

 
17. Dissemination or Disclosure of Information 

 
No information or material shall be disseminated or disclosed to 
the general public, the news media, or any person or 
organization without prior express written approval by the HA. 
 

18. Contractor's Status 
 

It is understood that the Contractor is an independent contractor 
and is not to be considered an employee of the HA, or assume 
any right, privilege or duties of an employee, and shall save 
harmless the HA and its employees from claims suits, actions 
and costs of every description resulting from the Contractor's 
activities on behalf of the HA in connection with this Agreement. 

 
19. Other Contractors 
 

HA may undertake or award other contracts for additional work 
at or near the site(s) of the work under this contract. The 
contractor shall fully cooperate with the other contractors and 
with HA and HUD employees and shall carefully adapt 
scheduling and performing the work under this contract to 
accommodate the additional work, heeding any direction that 
may be provided by the Contracting Officer. The contractor shall 
not commit or permit any act that will interfere with the 
performance of work by any other contractor or HA employee. 

 
20. Liens 
 

The Contractor is prohibited from placing a lien on HA's 
property. This prohibition shall apply to all subcontractors. 

 
21. Training and Employment Opportunities for Residents in 

the Project Area (Section 3, HUD Act of 1968; 24 CFR 135)  
 
(a) The work to be performed under this contract is subject to the 

requirements of section 3 of the Housing and Urban 
Development Act of 1968, as amended, 12 U.S.C. 1701u 
(section 3). The purpose of section 3 is to ensure that 
employment and other economic opportunities generated by 
HUD assistance or HUD-assisted projects covered by section 3, 
shall, to the greatest extent feasible, be directed to low- and very 
low-income persons, particularly persons who are recipients of 
HUD assistance for housing. 

(b) The parties to this contract agree to comply with HUD's 
regulations in 24 CFR Part 135, which implement section 3. As 
evidenced by their execution of this contract, the parties to this 
contract certify that they are under no contractual or other 
impediment that would prevent them from complying with the 
Part 135 regulations. 

(c) The contractor agrees to send to each labor organization or 
representative of workers with which the contractor has a 
collective bargaining agreement or other understanding, if any, a 
notice advising the labor organization or workers' representative 
of the contractor's commitments under this section 3 clause, and 
will post copies of the notice in conspicuous places at the work 
site where both employees and applicants for training and 
employment positions can see the notice. The notice shall 
describe the section 3 preference, shall set forth minimum 
number and job titles subject to hire, availability of 
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apprenticeship and training positions, the qualifications for each; 
and the name and location of the person(s) taking applications 
for each of the positions; and the anticipated date the work shall 
begin. 

(d) The contractor agrees to include this section 3 clause in every 
subcontract subject to compliance with regulations in 24 CFR 
Part 135, and agrees to take appropriate action, as provided in 
an applicable provision of the subcontract or in this section 3 
clause, upon a finding that the subcontractor is in violation of the 
regulations in 24 CFR Part 135. The contractor will not 
subcontract with any subcontractor where the contractor has 
notice or knowledge that the subcontractor has been found in 
violation of the regulations in 24 CFR Part 135. 

 (e) The contractor will certify that any vacant employment positions, 
including training positions, that are filled (1) after the contractor 
is selected but before the contract is executed, and (2) with 
persons other than those to whom the regulations of 24 CFR 
Part 135 require employment opportunities to be directed, were 
not filled to circumvent the contractor's obligations under 24 CFR 
Part 135. 

 (f) Noncompliance with HUD's regulations in 24 CFR Part 135 may 
result in sanctions, termination of this contract for default, and 
debarment or suspension from future HUD assisted contracts. 

 
22.  Procurement of Recovered Materials 
 
(a) In accordance with Section 6002 of the Solid Waste Disposal Act, 

as amended by the Resource Conservation and Recovery Act, 
the Contractor shall procure items designated in guidelines of the 
Environmental Protection Agency (EPA) at 40 CFR Part 247 that 
contain the highest percentage of recovered materials 
practicable, consistent with maintaining a satisfactory level of 
competition.  The Contractor shall procure items designated in 
the EPA guidelines that contain the highest percentage of 
recovered materials practicable unless the Contractor 
determines that such items: (1) are not reasonably available in a 
reasonable period of time; (2) fail to meet reasonable 
performance standards, which shall be determined on the basis 
of the guidelines of the National Institute of Standards and 
Technology, if applicable to the item; or (3) are only available at 
an unreasonable price. 

(b) Paragraph (a) of this clause shall apply to items purchased under 
this contract where: (1) the Contractor purchases in excess of 
$10,000 of the item under this contract; or (2) during the 
preceding Federal fiscal year, the Contractor: (i) purchased any 
amount of the items for use under a contract that was funded 
with Federal appropriations and was with a Federal agency or a 
State agency or agency of a political subdivision of a State; and 
(ii) purchased a total of in excess of $10,000 of the item both 
under and outside that contract. 
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General Conditions for Non-Construction 
Contracts 

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

Section II – (With Maintenance Work) Office of Labor Relations 
OMB Approval No. 2577-0157 (exp. 1/01/2014) 

 
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 collection 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. Department of Housing and Urban Development, Washington, D.C. 
20410-3600; and to the Office of Management and Budget, Paperwork Reduction Project (2577-0157), Washington, D.C. 20503. Do not send this 
completed form to either of these addressees.  
 
Applicability.  This form HUD-5370C has 2 Sections.  These 
Sections must be inserted into non-construction contracts as 
described below:   
 

1) Non-construction contracts (without maintenance) greater 
than $100,000 - use Section I;  

2) Maintenance contracts (including nonroutine maintenance 
as defined at 24 CFR 968.105) greater than $2,000 but not 
more than $100,000 - use Section II; and 

3) Maintenance contracts (including nonroutine maintenance), 
greater than $100,000 – use Sections I and II. 

 
==================================================== 
Section II – Labor Standard Provisions for  all Maintenance 
Contracts 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 at 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 
performed, without regard to skill.  Laborers or mechanics 
performing work in more than one classification may be 
compensated at the rate specified for each classification 
for the time actually worked therein; provided, that the 
employer’s payroll records accurately set forth the time 
spent in each classification in which work is performed.  
The wage determination, including any additional 
classifications and wage rates approved by HUD under 
subparagraph 1(b), shall be posted at all times by the 
Contractor and its 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 be employed under 
the Contract shall be classified in conformance 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. 

(ii) The wage rate determined pursuant to this 
paragraph shall be paid to all workers performing work 

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

 
2. Withholding of funds 
 

The Contracting Officer, upon his/her own action or upon 
request of HUD, shall withhold or cause to be withheld from the 
Contractor under this Contract or any other contract subject to 
HUD-determined wage rates, with the same prime Contractor, 
so much of the accrued payments or advances as may be 
considered necessary to 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 Contract 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 the suspension of any 
further payment or advance until such violations have ceased.  
The Public Housing Agency or HUD may, after written notice to 
the Contractor, disburse such amounts withheld for and on 
account of the Contractor or subcontractor to the respective 
employees to whom they are due. 
 

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 
mechanic: 
(i)   Name, address and Social Security Number; 
(ii)  Correct work classification or classifications; 
(iii)  Hourly rate or rates of monetary wages paid; 
(iv)  Rate or rates of any fringe benefits provided; 
(v)   Number of daily and weekly hours worked; 
(vi)  Gross wages earned; 
(vii)  Any deductions made; and 
(viii) Actual wages paid. 

(b) The Contractor and each subcontractor shall make the 
records required under paragraph 3(a) available for 
inspection, copying, or transcription by authorized 
representatives of HUD or the HA and shall permit such 
representatives 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 Contractor, take 
such action as may be necessary to 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 predetermined 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. Department of Labor, Employment 
and Training 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 person is 
employed in his/her 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 
probationary employment as an apprentice; 

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

(iii) A training/trainee program that has received prior 
approval by HUD. 

(b) Each apprentice or trainee must be paid at not less than 
the rate specified in the registered or approved program for 
the apprentice’s/trainee’s level of progress, expressed as a 
percentage of the journeyman hourly 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 does not specify fringe benefits, 
apprentices/trainees 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 classification 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 
performed. 

(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 utilize 
apprentices/trainees at less than the applicable 
predetermined rate for the work performed until an 
acceptable program is approved. 

 
5. Disputes concerning labor standards 
 

(a) Disputes arising out of the labor standards provisions 
contained in Section II of this form HUD-5370-C, other than 
those in Paragraph 6, shall be subject to the following 
procedures.  Disputes within the meaning of this paragraph 
include disputes between the Contractor (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 
section 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 and/or subcontractor 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 shall 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, to the 
Regional Labor Relations Officer (HUD). 

(ii) The HA or HUD official shall, within 60 days 
(unless 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 that any 
appeal of the decision shall be addressed to the 
Regional Labor Relations Officer by letter 
postmarked 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 reasons, including any 
affirmative defenses, with respect to the violations. 

(iii)   The Regional Labor 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 Regional 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 6 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 29 CFR Parts 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. 

 
6. 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 involve 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 rate 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 shall 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 be 
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 overtime 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 
written request of an authorized representative of the U.S. 
Department of Labor withhold or cause to be withheld, 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 contract 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 
Contractor or subcontractor for unpaid wages and 
liquidated damages as provided in the provisions set forth 
in paragraph (b) of this clause. 

 
7. Subcontracts 
 

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

 
8. Non-Federal Prevailing Wage Rates 
 

Any prevailing wage rate (including basic hourly rate and any 
fringe benefits), determined under state law to be prevailing, 
with respect to any employee in any trade or position employed 
under the Contract, 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 
PROCUREMENT AND CONTRACTS DEPARTMENT 

REPAIRS TO GUSTE SPORT COURT II  
REQUEST FOR QUOTES #15-912-42 

 
NON-COLLUSIVE AFFIDAVIT 

(Respondent) 

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/Quote/Bid, affirms that such Proposal/Quote/Bid is 
genuine and not collusive or sham: that said OFFEROR has not colluded, conspired, connived or 
agreed, directly or indirectly with any OFFEROR or other person, to put in a sham 
Proposal/Quote/Bid, or to refrain from proposing/quoting/bidding, and has not in any manner, 
directly or indirectly, sought by agreement, collusion, communication or conference with any 
person, to fix the Proposal/Quote/Bid price for affiant or any other OFFEROR, or to fix any 
overhead, profit or cost element of said Proposal/Quote/Bid price, for affiant or that of any other 
OFFEROR, or to secure any advantage against the Housing Authority of New Orleans, or to 
secure any personal interest in the proposed contract(s), and that all statements in said 
Proposal/Quote/Bid are true. 
 
      Signature of 
 
             
      Respondent, if an individual 
 
             
      Partner, if the OFFEROR is a partnership 
 
                                 
      Officer, if the OFFEROR is a corporation 
 
Subscribed and Sworn to before me 
 
This     day of   , 20  . 
 
         
Notary Public 
      
My Commission Expires   . 
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