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INTRODUCTION

The Sanford Housing Authority (SHA/Authority) is requesting proposals for consulting services
to conduct a Classification & Compensation Study as described herein.

SHA was incorporated September 8, 1961 and is governed by a seven-member Board of
Commissioners. The Chief Executive Officer and Contracting Officer is Shannon Judd. The
Chief Executive Officer is selected by the Board of Commissioners to administer the affairs of
the Authority.

SHA currently has 22 employees, made up of full-time employees, at managerial and non-
managerial levels.

PURPOSE AND OBJECTIVES

The purpose of the Classification & Compensation Study is to address changes in operations
and staffing over the last several years, which may have affected the type, scope and level of
work being performed.

The objective is to have a credible Classification & Compensation Plan that recognizes these
changes; ensures positions performing similar work with essentially the same level of
complexity, responsibility, and knowledge, skills and abilities are classified together; provides
salaries commensurate with assigned duties; clearly outlines promotional opportunities and
provides recognizable compensation growth; provides justifiable pay differential between
individual classes; and maintains currency with relevant labor markets. In addition, SHA seeks
recommendations on staff alignments, reporting relationships and organizational structure.

SCOPE OF WORK
The project shall include, but is not limited to the following activities:
A. Classification Plan

1. Consultant to meet with staff to discuss study and agree on methodology and Position
Description Questionnaire (PDQ) to be used.

2. Consultant to meet with Managers to explain study and processes to be used.

3. Consultant to meet with employees to explain the study, methodology and PDQ.

4. Consultant to complete PDQs; supervisors, managers and/or directors review and
comment (not change). Copies of the completed PDQs will be returned to employees

following supervisor, manager and/or department director review and comment.

5. Consultant to conduct interviews and/or job audits as appropriate. Interviews and/or job
audits may be conducted individually or in groups based upon classification.
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6.

10.

11.

12.

Consultant to compare PDQ, interview and job audit results to existing job descriptions.

Consultant to update and/or create class specifications as needed to uniformly reflect
distinguishing characteristics, essential job functions, minimum qualifications, working
conditions, license requirements, regulatory requirements, standby/call-out
responsibilities, etc., for all classifications.

Consultant to identify management, supervisory, professional, and general employees,
including FLSA status (exempt/non-exempt).

Consultant to draft and submit proposed class specifications for review by SHA.
Consultant will recommend, if appropriate, classification series and levels within the
series. In addition, Consultant to review reporting/organizational structure and make
suggestions.

Consultant to present proposed class specifications to employees and supervisors for
review and receive and incorporate input prior to classification determination.

Consultant to finalize class specifications and recommend appropriate classification for
each employee, including correction of identified discrepancies between existing and
proposed classifications.

Consultant to identify career ladders/promotional opportunities for each classification.
Compensation Survey
Consultant to determine appropriate labor market for compensation survey.

Consultant to conduct salary survey by comparing monthly maximum base salary for
each existing classification. Included in the survey will be the benefit structure for the
selected entities.

Consultant to recommend appropriate salary range for each existing or proposed
position based the Classification Plan and on the compensation survey results, and
internal relationships and equity.

In addition to Number 3 above, Consultant to recommend salary range for each position
based on median and mean salary of the comparable housing authorities or similar
private market business industries. In addition, consultant to prepare new salary step
plan.

. Study Conclusion
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Consultant to prepare written report of recommendations, including discussion
of methods, techniques and data used to develop the Classification &
Compensation Plan.

2. Consultant to provide instructional information to allow SHA staff to conduct
individual salary audits and adjustments consistent with study methods until the
next formal study is conducted.

3. Consultant to attend meetings, if requested, throughout the process with CEO
and management staff and/or the Board of Trustees to explain methodology,
survey results and recommendations.

PROPOSAL FORMAT

Each proposal shall be bound using a 3-ring binder or similar format. Al proposals should include
a Table of Contents page showing the order of the following items:

A.

B.

Cover Sheet

Letter of interest, including an executive summary of the respondent’s proposal

. Agents and Address; knowledge and experience

List the address, email address, telephone and FAX numbers of the office from which the
services are to be provided. Designate the person to serve as project manager and list the
name or names of the persons in your firm authorized to negotiate the proposed contract
associated with this RFP. Resumes summarizing the qualifications and experience of the
individuals who will be conducting the study must be provided.

. Capacity

Demonstrate ability to provide the resources (staffing, equipment, office facilities, and
other) necessary for the timely and efficient implementation of the scope of work.

. Methodology

Provide a statement describing the Scope of Work as you understand it, and describe the
approach, means, methods and procedures to be employed to gather the data, analyze
findings and develop recommendations as requested. Provide a sample Position Description
Questionnaire (PDQ).

. Structure and Content of Work Product

Describe the way in which the work product will be structured and presented upon
completion.
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E. The proposal shall include those prices necessary to cover the cost of all items required to
perform the work as set forth in the RFP documents. No allowance of any kind whatsoever
will be made to any proposal because of lack of such examination or knowledge. The
submission of a proposal shall be conclusive evidence that the proposer has made such an
examination.

F. Any proposal may be withdrawn up until the date and time set forth above for the RFP
proposals due date and time. Any RFP not so timely withdrawn shall constitute an
irrevocable offer, for a period of ninety (90) days to sell to SHA the services described in the
attached specifications, or until one or more of the proposals have been approved by SHA
administration, whichever occurs first.

G. SHA shall not be responsible for any costs incurred by the firm in preparing, submitting or
presenting its response to this RFP.

H. SHA reserves the right to make, at any time during the Contract, such changes in the Work
as SHA deems necessary for budgetary, operational, or other reasons. Such changes shall
be made by reducing or eliminating portions of the Scope of Services as submitted by the
Contractor with the proposal and by reducing the Contractor's compensation
commensurately. SHA shall give the Contractor thirty (30) days’ notice of any such changes
in the Work.

FORMS
Certification Regarding Debarment and Suspension (HUD-2992 3/98)

Section 3 Clause
Instructions to Offerors Non-Construction (HUD-5369-B 8/93)

Certifications and Representations of Offerors Non-Construction Contract (HUD-
5369-C 8/93) Supplementary Instructions to Bidders

Form of Non-Collusive Affidavit
Affidavit of Non-Default

Certification of a Drug-Free Workplace (HUD-50070 3/98)
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G. Work Schedule

Provide a timeline indicating tasks required and the start/completion dates for each. It is
expected the work will commence as soon as possible after March 25, 2019 and be
completed on or before June 6, 2019. Consultant will present final recommendations and
implementation to CEO and SHA Board of Commissioners.

H. References

All proposals should include names, addresses, telephone numbers, and contact persons at
three (3) other public entities for which comparable services have recently been performed.

. Fee

The fee proposal shall be sealed in a separate envelope labeled ‘FEE PROPOSAL’, which
will not be opened until after other factors have been considered. The fee should include:

a. Atotal cost estimate and not to exceed amount for the work described under Scope
of Work;

b. A rate schedule for computing any extra work not specified in the contracted Scope
of Work, including hourly rates for all positions plus unit costs for incidental
expenses; and

c. Amount to be deducted from total cost estimate because Consultant is conducting
(or has conducted in the past six months) salary surveys of comparable
jurisdictions/positions, the data from which can be shared rather than independently
gathered.

J. Section 3 Plan

Evidence of a Section 3 plan/program in place to comply with HUD Section 3 regulations the
firm is a HUD Section 3 business.

SUBMITTAL

Four (4) identical copies of the proposal shall be addressed to SHA as follows:

Sanford Housing Authority Sanford Housing Authority

Attn: Shannon Judd, Chief Executive Officer Attn: Shannon Judd, Chief Executive Officer
1000 Carthage Street (Physical Address) PO Box 636 (Mailing Address)

Sanford, NC 27330 Sanford, NC 27331

CLASS & COMP PROPOSAL CLASS & COMP PROPOSAL
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and received by SHA by 5 pm EST on March 14, 2019. Award will not necessarily be based on
the lowest maximum fee proposed. SHA reserves the right to reject any or all proposals and
waive any informality as may occur in the proposal process.

Proposals must be signed by representatives of the consulting firm who have the authority to
bind the consulting firm to its provisions. The proposal or a letter accompanying the proposal

must state that the proposal remains valid for a period of at least sixty (60) days.

PROPOSED RFP SCHEDULE

SHA will follow a proposed schedule, which should result in the selection of a consulting firm to
begin work on the Classification and Compensation study April 2019.

. Issue RFP

. RFP Inquiries Due

. Proposals Due

. Review of Proposals

. Notify Selected Finalist

. Award and Sign Contract

ONOO D WN -

. Present to SHA

AWARD CRITERIA

February 10, 2019
February 21, 2019
March 14, 2019
March 18-21, 2019
March 25, 2019
March 28, 2019

. Submit Findings and Recommendations June 6, 2019

June 11, 2019

All proposals received will be reviewed and evaluated by an Evaluation Committee assigned by
the Chief Executive Officer. Proposals will be considered in terms of the evaluation indicated
in the table below. Proposals will be scored against these criteria and rant ordered list generated

to identify the highest bidders.

Evaluation Criteria

Description

Maximum
Points

Knowledge and Experience

Demonstrated professional skills and
credentials of the proposed staff and
sub-consultants for this project.
Knowledge of applicable local, state
and federal statutes, regulations and
codes of forensic audit methods and
standards.  Proposal quality and
references.

Up to 30

Capacity

Ability to provide the resources
(staffing, equipment, office facilities,
and other) necessary for the timely

Up to 20




Fe Sanford
L:}{l Housing
N\ i Aufhorify

and efficient implementation of the
scope of work.

Methodology Reasonable and logical methodology. Up to 25

Overall cost and fees to be charged.
Cost (Please provide your proposed overall Upto 25
costs in a separately sealed envelope).

Section 3 Upto 15
Evidence of a Section 3 plan/program in

place to comply with HUD Section 3
regulations or the firm is a HUD
Section 3 business

CORRESPONDENCE REGARDING THE RFP

All questions or requests for information should be submitted in writing to Shannon Judd via
email at sjudd@sha-nc.org.

All correspondence regarding this RFP must be in writing. It is an explicit provision of this
Request for Proposal that any oral communication is not binding on SHA proposal process or
award of the contract.

TERMS AND CONDITIONS

A. SHAreserves the right to reject any and all proposals, as well as to waive minor irregularities
in any proposal.

B. SHA reserves the right to request clarification of information submitted and request
additional information from the service provider.

C. SHA reserves the right to modify the frequency and/or scope of services for each item within
the RFP.

D. SHA reserves the right to award any contract to the next most qualified contractor, if the
selected contractor does not execute the contract within thirty (30) days after the contract
was awarded.

E. The proposal shall include those prices necessary to cover the cost of all items required to

perform the work as set forth in the RFP documents. No allowance of any kind whatsoever
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wrll be made to any proposal because of lack of such examination or knowledge. The
submission of a proposal shall be conclusive evidence that the proposer has made such an
examination.

F. Any proposal may be withdrawn up until the date and time set forth above for the RFP
proposals due date and time. Any RFP not so timely withdrawn shall constitute an
irrevocable offer, for a period of ninety (90) days to sell to SHA the services described in the
attached specifications, or until one or more of the proposals have been approved by SHA
administration, whichever occurs first.

G. SHA shall not be responsible for any costs incurred by the firm in preparing, submitting or
presenting its response to this RFP.

H. SHA reserves the right to make, at any time during the Contract, such changes in the Work
as SHA deems necessary for budgetary, operational, or other reasons. Such changes shall
be made by reducing or eliminating portions of the Scope of Services as submitted by the
Contractor with the proposal and by reducing the Contractor's compensation
commensurately. SHA shall give the Contractor thirty (30) days’ notice of any such changes
in the Work.

FORMS
Certification Regarding Debarment and Suspension (HUD-2992 3/98)

Section 3 Clause

Instructions to Offerors Non-Construction (HUD-5369-B 8/93)

Certifications and Representations of Offerors Non-Construction Contract (HUD-
5369-C 8/93) Supplementary Instructions to Bidders

Form of Non-Collusive Affidavit
Affidavit of Non-Default

Certification of a Drug-Free Workplace (HUD-50070 3/98)



Certification Regarding
Debarment and Suspension

Certification A: Certification Regarding Debarment, Suspension, and
Other Responsibility Matters - Primary Covered Transactions

1. The prospective primary participant certifies to the best of its knowl-
edge and belief that its principals;

a. Are not presently debarred, suspended, proposed for debarment,
declared ineligible, or voluntarily excluded from covered transactions
by any Federal debarment or agency;

b. Have not within a three-year period preceding this proposal,
been convicted of or had a civil judgment rendered against them for
commission of fraud or a criminal offense in connection with obtain-
ing, attempting to obtain, or performing a public (Federal, State, or
local) transaction or contract under a public transaction; violation of
Federal or State antitrust statutes or commission of embezzlement, theft,
forgery, bribery, falsification, or destruction of records, making false
statements, or receiving stolen property;

c. Are not presently indicted for or otherwise criminally or civilly
charged by a governmental entity (Federal, State, or local) with
commission of any of the offenses enumerated in paragraph (1)(b) of
this certification; and

d. Have not within a three-year period preceding this application/
proposal had one or more public transactions (Federal, State, or local)
terminated for cause or default.

2. Where the prospective primary participant is unable to certify to
any of the statements in this certification, such prospective participant
shall attach an explanation to this proposal.

Instructions for Certification (A)

1. By signing and submitting this proposal, the prospective primary
participant is providing the certification set out below.

2. The inability of a person to provide the certification required below
will not necessarily result in denial of participation in this covered
transaction. The prospective participant shall submit an explanation
of why it cannot provide the certification set out below. The certifi-
cation or explanation will be considered in connection with the
department or agency’s determination whether to enter into this
transaction. However, failure of the prospective primary participant to
furnish a certification or an explanation shall disqualify such person
from participation in this transaction.

3. The certification in this clause is a material representation of fact
upon which reliance was place when the department or agency deter-
mined to enter into this transaction. If it is later determined that the
prospective primary participant knowingly rendered an erroneous
certification, in addition to other remedies available to the Federal
Government, the department or agency may terminate this transaction
for cause of default.

U.S. Department of Housing
and Urban Development

4. The prospective primary participant shall provide immediate writ-
ten notice to the department or agency to whom this proposal is
submitted if at any time the prospective primary participant learns that
its certification was erroneous when submitted or has become errone-
ous by reason of changed circumstances.

5. The terms covered transaction, debarred, suspended, ineligible,
lower tier covered transaction, participant, person, primary cov-
ered transaction, principal, proposal, and voluntarily excluded, as
used in this clause, have the meanings set out in the Definitions and
Coverage sections of the rules implementing Executive Order 12549.
You may contact the department or agency to which this proposal is
being submitted for assistance in obtaining a copy of these regulations.

6. The prospective primary participant agrees by submitting this
proposal that, should the proposed covered transaction be entered into,
it shall not knowingly enter into any lower tier covered transaction
with a person who is debarred, suspended, declared ineligible, or
voluntarily excluded from participation in this covered transaction,
unless authorized by the department or agency entering into this
transaction.

7. The prospective primary participant further agrees by submitting
this proposal that it will include the clause titled “Certification
Regarding Debarment, Suspension, Ineligibility and Voluntary Exclu-
sion - Lower Tier Covered Transaction,” provided by the department
or agency entering into this covered transaction, without modification,
in all lower tier covered transactions and in all solicitations for lower
tier covered transactions.

8. A participant in a covered transaction may rely upon a certification
of a prospective participant in a lower tier covered transaction that it
is not debarred, suspended, ineligible, or voluntarily excluded from the
covered transaction, unless it knows that the certification is erroneous.
A participant may decide the method and frequency by which it
determines this eligibility of its principals. Each participant may, but
is not required to, check the Nonprocurement List.

9. Nothing contained in the foregoing shall be construed to require
establishment of a system of records in order to render in good faith the
certification required by this clause. The knowledge and information
of a participant is not required to exceed that which is normally
possessed by a prudent person in the ordinary course of business
dealings.

10.  Except for transactions authorized under paragraph (6) of these
instructions, if a participant in a covered transaction knowingly enters
into a lower tier covered transaction with a person who is suspended,
debarred, ineligible, or voluntarily excluded from participation in this
transaction, in addition to other remedies available to the Federal
Government, the department or agency may terminate this transaction
for cause of default.

Page 1 of 2
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Certification B: Certification Regarding Debarment, Suspension, Ineli-
gibility and Voluntary Exclusion - Lower Tier Covered Transactions

1. The prospective lower tier participant certifies, by submission of
this proposal, that neither it nor its principals is presently debarred,
suspended, proposed for debarment, declared ineligible, or voluntarily
excluded from participation in this transaction by any Federal depart-
ment or agency.

2. Where the prospective lower tier participant is unable to certify to
any of the statements in this certification, such prospective participant
shall attach an explanation to this proposal.

Instructions for Certification (B)

1. By signing and submitting this proposal, the prospective lower tier
participant is providing the certification set out below.

2. The certification in this clause is a material representation of fact
upon which reliance was placed when this transaction was entered into.
If it is later determined that the prospective lower tier participant
knowingly rendered an erroneous certification, in addition to other
remedies available to the Federal Government, the department or
agency with which this transaction originated may pursue available
remedies, including suspension and/or debarment.

3. The prospective lower tier participant shall provide immediate
written notice to the person to which this proposal is submitted if at any
time the prospective lower tier participant learns that its certification
was erroneous when submitted or has become erroneous by reason of
changed circumstances.

4. The terms covered transaction, debarred, suspended, ineligible,
lower tier covered transaction, participant, person, primary cov-
ered transaction, principal, proposal, and voluntarily excluded, as
used in this clause, have the meanings set out in the Definitions and
Coverage sections of rules implementing Executive Order 12549. You
may contact the person to which this proposal is submitted for assis-
tance in obtaining a copy of these regulations.

5. The prospective lower tier participant agrees by submitting this
proposal that, should the proposed covered transaction be entered into,
it shall not knowingly enter into any lower tier covered transaction
with a person who is debarred, suspended, declared ineligible, or
voluntarily excluded from participation in this covered transaction,
unless authorized by the department or agency with which this trans-
action originated.

6. The prospective lower tier participant further agrees by submitting
this proposal that it will include this clause titled “Certification
Regarding Debarment, Suspension, Ineligibility and Voluntary Exclu-
sion - Lower Tier Covered Transaction,” without modification, in all
lower tier covered transactions and in all solicitations for lower tier
covered transactions.

7. A participant in a covered transaction may rely upon a certification
of a prospective participant in a lower tier covered transaction that it
is not debarred, suspended, ineligible, or voluntarily excluded from the
covered transaction, unless it knows that the certification is erroneous.
A participant may decide the method and frequency by which it
determines the eligibility of its principals. Each participant may, but
is not required to, check the Nonprocurement List.

8. Nothing contained in the foregoing shall be construed to require
establishment of a system of records in order to render in good faith the
certification required by this clause. The knowledge and information
of a participant is not required to exceed that which is normally
possessed by a prudent person in the ordinary course of business
dealings.

9. Except for transactions authorized under paragraph (5) of these
instructions, if a participant in a lower covered transaction knowingly
enters into a lower tier covered transaction with a person who is
suspended, debarred, ineligible, or voluntarily excluded from partici-
pation in this transaction, in addition to other remedies available to the
Federal Government, the department or agency with which this trans-
action originated may pursue available remedies including suspension
and/or debarment.

Applicant

Date

Signature of Authorized Certifying Official

Title

Page 2 of 2
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Instructions to Offerors
Non-Construction

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

g

- 03291 -

1. Preparation of Offers

(a) Offerors are expected to examine the statement of work, the
proposed contract terms and conditions, and all instructions. Failure
to do so will be at the offeror's risk.

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

(c) Ofters for services other than those specified will not be consid-
ered.

2. Submission of Offers

(a) Offers and modifications thereof shall be submitted in sealed
envelopes or packages (1) addressed to the office specified in the
solicitation, and (2) showing the time specified for receipt, the solicita-
tion number, and the name and address of the offeror.

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

(c) Facsimile offers, modifications or withdrawals will not be consid-
ered unless authorized by the solicitation.

3. Amendments to Solicitations

(a) If this solicitation is amended, then all terms and conditions which
are not modified remain unchanged.

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

4. Explanation to Prospective Offerors

Any prospective offeror desiring an explanation or interpretation of the
solicitation, statement of work, etc., must request it in writing soon
enough to allow a reply to reach all prospective ofterors before the
submission of their offers. Oral explanations or instructions given
before the award of the contract will not be binding. Any information
given to a prospective offeror concerning a solicitation willbe furnished
promptly to all other prospective offerors as an amendment of the
solicitation, if that information is necessary in submitting offers or if the
lack of it would be prejudicial to any other prospective offerors.

5. Responsibility of Prospective Contractor

(a) The HA shall award a contract only to a responsible prospective
contractor who is able to perform successfully under the terms and
conditions of the proposed contract. To be determined responsible,
a prospective contractor must -
(1) Have adequate financial resources to perform the contract, or
the ability to obtain them;

(2) Have a satisfactory performance record;

(8) Have a satisfactory record of integrity and business ethics;

(4) Have a satisfactory record of compliance with public policy
"(e.g., Equal Employment Opportunity); and

(5) Nothavebeen suspended, debarred, or otherwise determined
to be ineligible for award of contracts by the Department of
Housing and Urban Development or any other agency of the
U.S. Government. Current lists of ineligible contractors are
avallable for inspection at the HA/HUD.

(b) Before an offer is considered for award, the offeror may be
requested by the HA to submit a statement or other documentation
regarding any of the foregoing requirements. Failure by the offeror to
provide such additionalinformation may renderthe offerorineligible for
award.

6. Late Submissions, Modifications, and Withdrawal of Offers

(a) Any offer received at the place designated in the solicitation after
the exact time specified for receipt will not be considered unless it is
recelved befors award is made and it -

(1) Was sent by registered or certified mail not later than the fifth
calendar day before the date specified for receipt of offers
(e.g., an offer submitted in response toa solicitation requiring
receipt of offers by the 20th of the month must have been
mailed by the 15th);

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

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

(4) Is the only offer recsived.

(b) Any modification of an offer, except a modification resuiting from
the HA's request for “best and final” offer (if this solicitation Is a request
for proposals), is subject to the same conditions as in subparagraphs
(a)(1), (2), and (3) of this provision.

(c) A modification resulting from the HA's request for “best and final”
offer received after the time and date specified in the request will not
be considered unless received before award and the Iate receipt isdue
solely to mishandling by the HA after receipt at the HA.

(d) The only acceptable evidence to establish the date of mailing of a
late offer, modification, or withdrawal sent either by registered or
certified mail is the U.S. or Canadian Postal Service postmark both on
the envelope or wrapper and on the original receipt from the U.S. or
Canadian Postal Service. Both postmarks must show a legible date
or the offer, madification, or withdrawal shall be processed as if mailed
late. “Postmark” means a printed, stamped, or otherwise placed
impression (exclusive of a postage meter machine impression) that is
readily identifiable without further action as having been supplied and
affixed by employees of the U.S. or Canadian Postal Service on the
date of mailing. Therefore, offerors should request the postal clerk to
place a hand cancsllation bull's-eye postmark on both the receipt and
the envelope or wrapper.

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

Previous edition is obsolete
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(f) The only acceptable evidence to establish the date of mailing of a
late offer, modification, or withdrawal sent by Express Mail Next Day
Service-Post Office to Addressee isthe date entered by the post office
receiving clerk on the “Express Mail Next Day Service-Post Office to
Addressee"” label and the postmark on both the envelope or wrapper
and on the original receipt from the U.S. Postal Service. “Postmark”
has the same meaning as defined in paragraph (c) of this provision,
excluding postmarks of the Canadian Postal Service. Therefore,
ofterors should request the postal clerk to place a legible hand
cancsllation bull's eye postmark on both the receipt and the envelope
or wrapper.

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

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

7. Contract Award

(a) The HA will award a contract resulting from this solicitation to the
responsible offeror whose offer conforming to the solicitation will be
most advantageous tothe HA, cost or price and other factors, specified
elsewhere in this solicitation, considered.

(b) The HA may
(1) reject any or ali offers if such action Is in the HA's interest,
(2) accept other than the lowest offer,
(3) waive informalities and minor irregularities in offers received,
and (4) award more than one contract for all or part of the
requirements stated.

(c) If this solicitation is a request for proposals, the HA may award a
contract on the basis of initial offers received, without discussions.
Therefore, each initial offer should contain the offeror’s bestterms from
a cost or price and technical standpoint.

(d) A written award or acceptance of offer mailed or otherwise
furnished to the successful offeror within the time for acceptance
specified in the offer shall result in a binding contract without further
action by either party. if this solicitation is a request for proposals,
before the offer's specified expiration time, theHA may accept an offer,
whether or not there are negotiations after its receipt, unless a written
notice of withdrawal is received before award. Negotiations conducted
after receipt of an offer do not constitute a rejection or counteroffer by
the HA.

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

8. Service of Protest

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

9. Offer Submission

Offers shall be submitted as follows and shallbe enclosed in a sealed
envelope and addressed to the office specified in the solicitation. The
proposal shall show the hour and date specified In the solicitation
for receipt, the solicitation number, and the name and address of
the offeror, on the face of the envelope.

It is very Important that the offer be properly identified onthe face
of the envelope as set forth above in order to Insure that the date and
time of receipt is stamped on the face of the offer envelope. Receiving
procedures are: date and time stamp those envelopes identified as
proposals anddeliver them immediately to the appropriate contracting
official, and only date stamp those envelopes which do not contain
identification of the contents and deliver them to the appropriate
procuring activity only through the routine mail delivery procedure.

[Describe bid or proposal preparation instructions here:}
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Representations Office of Public and Indian Housing

of Offerors
Non-Construction Contract

Public reporting burden for this collaction of information is estimated to average 5 minutes per response, including the time for reviewing instructions, searching
existing data sources, gathering and maintaining the data needed, and compisting and reviewing the collection of information.

This form includes clauses required by OMB's common rule on bidding/offering procedures, implemented by HUD in 24 CFR 85.36, and those requirements
setforth in Executive Order 11625 for small, minority, women-owned businesses, and certifications for independent price determination, and conflict of interest.
The form is required for nonconstruction contracts awarded by Housing Agencies (HAs). The form is used by bidders/offerors to certify to the HA's Contracting
Officer for contract compliance. If the form were not used, HAs would be unable to enforce their contracts. Responses to the collection of information are
required to obtain a bensfit or to retain a benefit. The information requested does not lend itself to confidentiality.

1. Contingent Fee Representation and Agreement

(a) The bidder/offeror represents and certifies as part of its bid/
offer that, except for full-time bona fide employees working
solely for the bidder/offeror, the bidder/offeror:

(I)[ ]has,[ ]hasnot employed or retained any person or
company to solicit or obtain this contract; and

(2)[ ] has,[ ]hasnotpaid or agreed to pay to any person
or company employed or retained to solicit or obtain this
contractany commission, percentage, brokerage, or other
fee contingent upon or resulting from the award of this
contract.

(b) If the answer to either (a)(1) or (a) (2) above is affirmative,
the bidder/offeror shall make an immediate and full written
disclosure to the PHA Contracting Officer.

(c) Any misrepresentation by the bidder/offeror shall give the
PHA the right to (1) terminate the resultant contract; (2) at its
discretion, to deduct from contract payments the amount of any
commission, percentage, brokerage, or other contingent fee; or
(3) take other remedy pursuant to the contract.

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

The bidder/offeror represents and certifies as part of its bid/ offer

that it:

(@) [ ]is,[ ]isnotasmall business concern. “Small business
concern,” as used in this provision, means a concern, includ-
ing its affiliates, that is independently owned and operated,
not dominant in the field of operation in which it is bidding,
and qualified as a small business under the criteria and size
standards in 13 CFR 121,

()[ Jis,[ ]isnotawomen-owned small business concern.
“Women-owned,” as used in this provision, means a small
business that is at least 51 percent owned by a woman or
women who are U.S. citizens and who also control and
operate the business.

@[ 1is,[ ]isnota minority enterprise which, pursuant to
Executive Order 11625, is defined as a business which is at
least 51 percent owned by one or more minority group
members or, in the case of a publicly owned business, at least
51 percent of its voting stock is owned by one or more
minority group members, and whose management and daily
operations are controlled by one or more such individuals.

For the purpose of this definition, minority group members are:
(Check the block applicable to you)

[ 1 Black Americans [ 1 Asian Pacific Americans
[ ] Hispanic Americans [ ] Asian Indian Americans
[ ] Native Americans [ 1 Hasidic Jewish Americans

3. Certificate of Independent Price Determination
(a) The bidder/offeror certifies that—

(1) The prices in this bid/offer have been arrived at indepen-
dently, without, for the purpose of restricting competi-
tion, any consultation, communication, or agreement
with any other bidder/offeror or competitor relating to (i)
those prices, (ii) the intention to submit a bid/offer, or
(iii) the methods or factors used to calculate the prices
offered;

(2) The prices in this bid/offer have not been and will not be
knowingly disclosed by the bidder/offeror, directly or
indirectly, to any other bidder/offeror or competitor be-
fore bid opening (in the case of a sealed bid solicitation)
or contract award (in the case of a negotiated solicitation)
unless otherwise required by law; and

(3) No attempt has been made or will be made by the bidder/
offeror to induce any other concern to submit or not to
submit a bid/offer for the purpose of restricting competition.

(b) Each signature on the bid/offer is considered to be a certifi-
cation by the signatory that the signatory:

(1) Is the person in the bidder/offeror’s organization respon-
sible for determining the prices being offered in this bid
or proposal, and that the signatory has not participated
and will not participate in any action contrary to subpara-
graphs (a)(l) through (a)(3) above; or

(2) (i) Has been authorized, in writing, to act as agent for the
following principals in certifying that those principals
have not participated, and will not participate in any
action contrary to subparagraphs (a)(l) through (a)(3)
above (insert full name of person(s) in the bidder/offeror’s
organization responsible for determining the prices of-
fered in this bid or proposal, and the title of his or her
position in the bidder/offeror’s organization);

(ii) As an authorized agent, does certify that the princi-
pals named in subdivision (b)(2)(i) above have not par-
ticipated, and will not participate, in any action contrary
to subparagraphs (a)(1) through (a)(3) above; and

form HUD-5362 ~ /2/3)
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(iii) Asan agent, hasnot personally participated, and will
not participate in any action contrary to subparagraphs
(a)(1) through (a)(3) above.

(c) If the bidder/offeror deletes or modifies subparagraph (a)2
above, the bidder/offeror must furnish with its bid/offer a
signed statement setting forth in detail the circumstances of
the disclosure,

4. Organizational Conflicts of Interest Certification

(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 a proposed
contract and a prospective contractor’s organizational, fi-
nancial, contractual or other interest are such that:

(i) Award of the contract may result in an unfair competi-
tive advantage;

(ii) The Contractor’s objectivity in performing the con-
tract work may be impaired; or

(iii) That the Contractor has disclosed all relevant infor-
mation and requested the HA to make a determination
with respect to this Contract.

(b) The Contractor agrees that if after award he or she discovers
an organizational conflict of interest with respect to this
contract, he or she shall make an immediate and full disclo-
sure in writing to the HA which shall include a description of
the action which the Contractor has taken or intends to
eliminate or neutralize the conflict. The HA may, however,
terminate the Contract for the convenience of HA if it would
be in the best interest of 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 HA, the HA
may terminate the Contract for default.

(d) The Contractor shall require a disclosure or representation
from subcontractors and consultants who may be in a position
to influence the advice or assistance rendered to the HA and
shall include any necessary provisions to eliminate or neutralize
conflicts of interest in consultant agreements or subcontracts
involving performance or work under this Contract.

5. Authorized Negotiators (RFPs only)

The offeror represents that the following persons are authorized
to negotiate on its behalf with the PHA in connection with this
request for proposals: (list names, titles, and telephone numbers
of the authorized negotiators):

6. Conflict of Interest

In the absence of any actual or apparent conflict, the offeror, by
submission of a proposal, hereby warrants that to the best of its
knowledge and belief, no actual or apparent conflict of interest
exists with regard to my possible performance of this procure-
ment, as described in the clause in this solicitation titled “Orga-
nizational Conflict of Interest.”

7. Offeror's Signature

The offeror hereby certifies that the information contained in
these certifications and representations is accurate, complete,
and current.

Signature & Date:

Typed or Printed Name:

Title:

form HUD-5368 ~ ‘°/3)
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FORM OF NON-COLLUSIVE AFFIDAVIT

AFFIDAVIT
(Prime Bidder)
State of )ss.
County of )
, being first duly sworn, deposes and says:
That he/she is

(Partner or Officer of the Firm of] etc.)

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

Signature of: Name of
Bidder if Bidder is an Individual

Name of Partner if Bidder is a Partnership

Name of Officer if Bidder is a Corporation

Subscribed and sworn to before me this

day of 20

My commission expires 20

-15-



INSTRUCTION S FOR AFFIDAVIT OF NON-DEFAULT

This form must be signed by all principals who will work on this contract.
Principals may all use, sign, and file the same form or they may file separate forms.

Principals include all individuals, joint ventures, partnerships, corporations, trusts,
nonprofit organizations or any other public or private entity that will participate in the contract
as a prime contractor.

In the case of partnerships, all general partners (regardless of their percentage interest)
and limited partners having a 25 percent or more interest in the partnership are considered to
be principals. In the case of public or private corporations or governmental entities, principals
include the president, vice president, secretary, treasurer and all other executive officers who
are directly responsible to the board of directors, or any equivalent governing body, as well as
all directors and each stockholder having a 10 percent or more interest in the corporation.

Exception for corporation - All principals must personally sign the certification.
If, however, a public agency is a principal, all of its officers, directors, commissioners,
trustees and stockholders with 10 or more of the common (voting) stock need not sign
personally if they all have the same record of report. Only the officer who is authorized to
sign for the corporation or agency must personally sign the certification. However, any
person who has information to report which is substantially different from that of his or her
organization must report that activity on this form and sign his or her name.

If you cannot certify and sign the certificate as it is printed because some statements
do not correctly describe your record, then use a pen and strike through those parts that
differ with your record, and sign that part you permitted to remain and which does describe
you or your record.

Attach a signed explanation of the terms you have struck out on the certification
and report the facts of your correct record. Item (e) above relates to felony convictions
within the past 10 years. A felony conviction will not cause your participation to be
disapproved unless there is a criminal record or other evidence that your previous conduct
or method of doing business has been such that your participation in the project would
make it an unacceptable risk.
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AFFIDAVIT OF NON-DEFAULT
AFFIDAVIT
(Prime Proposer)

STATE OF
COUNTY OF

, being duly sworn according to law,

deposes and says:

1. That he/she is (a partner/officer of the

firm of )s
the party making the foregoing Proposal or Proposals.

2. He/she further certifies as follows:

(a) (a)  that all the statements made by me are true, complete and correct to the
best of my knowledge and belief and are made in good faith;

(b) that for the period beginning 10 years prior to the date of this certification,
and except as shown on the attachment, I have not experienced defaults or noncompliance under
any contract for the U. S. Department of Housing and Urban Development, or any other
governmental agency with which I have contracts;

(c)to the best of my knowledge there are no unresolved findings raised as a
result of HUD audits, management reviews or any other governmental investigations concerning
me or work under any of my contracts;

(d) there has not been a suspension or termination of payments under any HUD
contract in which I have had a legal or beneficial interest attributable to my fault or negligence;

(e)I have not been convicted of a felony and am not presently, to my
knowledge, the subject of a complaint or indictment charging a felony. (A felony is any offense
punishable by imprisonment for more than one year, but does not include any offense classified
as a misdemeanor under the laws of a State and punishable by imprisonment of two years or
less.);

(H) I have not been suspended, debarred or otherwise restricted by any

Department or Agency of the Federal government, any State government, the City of Sanford,
NC, or the Sanford Housing Authority from doing business with such Department or Agency;
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€)) [ have not defaulted on an obligation covered by a bond and have not
been the subject of a claim under any fidelity bond;

(h) all the names of the parties known to me to be principals in this contract in which I
propose to participate are included on resumes submitted with this proposal;

(1)to my knowledge I have not been found by HUD or the State of North
Carolina to be in noncompliance with any applicable civil right laws;

() I am not a Member of Congress or a Resident Commissioner or otherwise
prohibited or limited by law from contracting with the Sanford Housing Authority;

(k) Tam not an officer or employee or commissioner of the Sanford Housing
Authority who is prohibited or limited by law from contracting with SHA; and

() Statements above (if any) to which I cannot certify, have been deleted by
striking through the words with a pen. I have initialed each deletion (if any) and have attached a
true and accurate signed statement (if applicable) to explain the facts and circumstances which I
think help to qualify me as a responsible principal in this project.

By:
Signature of Individual if the Proposer is an Individual

Sworn to and Subscribed

Signature of Partner if the Proposer is a Partnership

Before me this day
of
, 20 . Signature of Officer if the Proposer is a Corporation
Notary Public

(Title) Place Corporate Seal Here

18-



Certification for

U.S. Department of Housing

and Urban Development

a Drug-Free Workplace

Applicant Name

Program/Activity Receiving Federal Grant Funding

Acting on behalf of the above named Applicant as its Authorized Official, I make the following certifications and agreements to
the Department of Housing and Urban Development (HUD) regarding the sites listed below:

I certify that the above named Applicant will or will continue
to provide a drug-free workplace by:

a. Publishing a statement notifying employees that the un-
lawful manufacture, distribution, dispensing, possession, or use
of a controlled substance is prohibited in the Applicant's work-
place and specifying the actions that will be taken against
employees for violation of such prohibition.

b. Establishing an on-going drug-free awareness program to
inform employees ---

(1) The dangers of drug abuse in the workplace;

(2) The Applicant's policy of maintaining a drug-free
workplace;

(3) Any available drug counseling, rehabilitation, and
employee assistance programs; and

(4) The penalties that may be imposed upon employees
for drug abuse violations occurring in the workplace.

c. Making it a requirement that each employee to be engaged
in the performance of the grant be given a copy of the statement
required by paragraph a.;

d. Notifying the employee in the statement required by para-
graph a. that, as a condition of employment under the grant, the
employee will ---

(1) Abide by the terms of the statement; and

(2) Notify the employer in writing of his or her convic-
tion for a violation of a criminal drug statute occurring in the
workplace no later than five calendar days after such conviction;

e. Notifying the agency in writing, within ten calendar days
after receiving notice under subparagraph d.(2) from an em-
ployee or otherwise receiving actual notice of such conviction.
Employers of convicted employees must provide notice, includ-
ing position title, to every grant officer or other designee on
whose grant activity the convicted employee was working,
unless the Federalagency has designated a central point for the
receipt of such notices. Notice shall include the identification
number(s) of each affected grant;

f. Taking one of the following actions, within 30 calendar
days of receiving notice under subparagraph d.(2), with respect
to any employee who is so convicted ---

(1) Taking appropriate personnel action against such an
employee, up to and including termination, consistent with the
requirements of the Rehabilitation Act of 1973, as amended; or

(2) Requiring such employee to participate satisfacto-
rily in a drug abuse assistance or rehabilitation program ap-
proved for such purposes by a Federal, State, or local health, law
enforcement, or other appropriate agency;

g. Making a good faith effort to continue to maintain a drug-
free workplace through implementation of paragraphs a. thru f.

2. Sites for Work Performance. The Applicant shall list (on separate pages) the site(s) for the performance of work done in connection with the
HUD funding of the program/activity shown above: Place of Performance shall include the street address, city, county, State, and zip code.
Identify each sheet with the Applicant name and address and the program/activity receiving grant funding.)

Check here D if there are workplaces on file that are not identified on the attached sheets.

I hereby certify that all the information stated herein, as well as any information provided in the accompaniment herewith, is true and accurate.
Warning: HUD will prosecute false claims and statements. Conviction may result in criminal and/or civil penalties.

(18 U.S.C. 1001, 1010, 1012; 31 U.S.C. 3729, 3802)

Name of Authorized Official

Title

Signature

X

Date
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