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REQUEST FOR PROPOSALS 

 

RFP NO. 2022-103 FWHS Professional Website Services 

 

Fort Worth Housing Solutions (FWHS) is currently accepting proposals for Website Services. 

 

Electronic Submissions shall be uploaded to the Housing Agency Marketplace eProcurement Portal. 

 

FWHS reserves the right to reject any or all proposals. MBE/WBE firms are encouraged to submit 

proposals. 

 

All questions for the RFP must be submitted in writing and e-mailed to FWHS, at 

procurement@fwhs.org, no later than 1:00 p.m. CST on Tuesday, April 26, 2022. 

 

PRE-PROPOSAL 

       VIRTUAL MEETING: Thursday, April 21, 2022 at 10:00 a.m. CST 

                             ZOOM LINK: 
https://fwhs-

org.zoom.us/j/4948057747?pwd=QTYzekhVLzZxMlVuZH

F3TjdkWmJiQT09 

  
  

          RFP DUE DATE/TIME: Tuesday, May 10, 2022 at 1:00 p.m. CST 

CST ELECTRONIC SUBMISSION: https://ha.internationaleprocurement.com/requests.html?com

pany_id=2067&nocache=49416512 

 

Starting Thursday, April 14, 2022 solicitation documents will be available through our eProcurement portal, 

which is also located on our website at www.fwhs.org/bid-invitations. 

 

Fort Worth Housing Solutions 

Procurement Department 

 (817) 333 2103 

  

mailto:procurement@fwhs.org
https://fwhs-org.zoom.us/j/4948057747?pwd=QTYzekhVLzZxMlVuZHF3TjdkWmJiQT09
https://fwhs-org.zoom.us/j/4948057747?pwd=QTYzekhVLzZxMlVuZHF3TjdkWmJiQT09
https://fwhs-org.zoom.us/j/4948057747?pwd=QTYzekhVLzZxMlVuZHF3TjdkWmJiQT09
https://ha.internationaleprocurement.com/requests.html?company_id=2067&nocache=49416512
https://ha.internationaleprocurement.com/requests.html?company_id=2067&nocache=49416512
http://www.fwhs.org/bid-invitations
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I. INTRODUCTION 

 

Fort Worth Housing Solutions (FWHS) is pleased to issue this Request for Proposal (RFP) for Professional 

Website Services. 
 

Fort Worth Housing Solutions (FWHS) is seeking sealed proposals from interested and qualified 

individuals and companies who have experience with website development and design services, to host 

and help manage FWHS four websites, webpage templates, pages, online forms and other features. 

 

FWHS is changing the face of affordable and attainable housing opportunities by providing mixed-income 

rental and homeownership possibilities that enable our clients to flourish in the community.  

 

FWHS accomplishes this by assisting our clients in elevating themselves to the next level of self-

sufficiency and personal responsibility through life-changing programs.  Through its real estate 

development program, FWHS also delivers stable investment opportunities for our development partners.  

 

Learn more about Fort Worth Housing Solutions at http://www.fwhs.org.  

  

http://www.fwhs.org/
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II. SCOPE OF SERVICES  
 

Responsive firms will have demonstrated ability and experience in developing websites; designing 

websites, pages, and features; integrating websites with third-party platforms used to manage data, 

such as Human Resources management systems or external databases; and providing ongoing 

support and training to FWHS staff responsible for website content and agency communications. 

 

FWHS maintains four (4) websites:  

 

 Primary external website: www.fwhs.org 

 Stop Six Choice Neighborhood website: https://stopsixcni.org/ 

 Staff Intranet site: https://staff.fwhs.org/ 

 Barbara Holston Education Fund website, a related 501(c)(3) scholarship organization 

benefiting FWHS residents and their dependents www.bhefund.org 

The fwhs.org and bhefund.org websites are hosted in the WordPress content management system 

Classic Mode, while the stopsixcni.org and staff.fwhs.org websites are produced in WordPress’s 

Element or Page Builder platform.  

A. Firm Responsibilities  
 

1. Meeting with FWHS Communications to discuss potential website projects by phone, 

virtual meeting platform, or in-person to plan project details, determine a production 

schedule, and finalize deliverables. 

2. Answering routine FWHS inquiries related to website development, design, and 

maintenance by email or phone; and specifying an ongoing point-of-contact who will 

respond to routine and emergency website inquiries from FWHS by phone and email. 

3. Developing web pages that convey the vision, mission, programs, and services provided 

by FWHS and ensuring that design, colors, fonts, and the overall look are consistent with 

FWHS brand standards, as approved by the agency’s senior communications staff 

member. 

4. Advising FWHS with the intent to clearly communicate information about the Agency’s 

programs and services to website visitors, residents and landlords participating in FWHS 

programs. 

5. Hosting all FWHS websites and providing timely notice of needed domain renewals. 

6. Ensuring that websites and web pages are responsive to visitors using mobile phones and 

tablet devices. 

7. Advising FWHS Communications staff on website administrator permissions and how to 

maintain appropriate access for team members. 

8. Maintaining the open-source content management system. 

9. Integration with Google analytics to allow FWHS staff to track page visits and website 

views over time. 

http://www.fwhs.org/
https://stopsixcni.org/
https://staff.fwhs.org/
http://www.bhefund.org/
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10. Regularly alerting FWHS Communications staff to new or improved website products and 

plug-ins with the intent of improving access to information and customer service for 

FWHS residents, landlords, external stakeholders, and employees. 

11. Other mutually agreed upon website work as needs arise.  

12. Must be able to meet with FWHS by phone, virtually, or in person at the Administration 

Building located in Fort Worth, Texas. 
 

B. FWHS Responsibilities  
 

1. Meeting with the web services provider at the onset of the professional services agreement 

to discuss annual expectations, potential projects, and preferred communications channels 

that facilitate collaboration between FWHS and the web services provider. 

2. Outlining clear plans, content, and questions for requests to create new webpages, website 

features, or site maps and navigation tools. 

3. Providing text, graphics, and images for use in designing pages. Sharing files and images 

as needed with page developers and designers. 

4. Putting all web service requests in writing and delivering requests to the Contractor via 

email. 

5. Ensuring that FWHS Communications team members participate in training with the goal 

of publishing content and regularly updating information on web pages in-house. 

6. Providing Contractor FWHS brand standards, logos, colors, and other supporting 

collateral in a timely fashion. 

7. Providing Contractor feedback and suggested edits within 48 hours to ensure the 

Contractor can meet project deadlines. 
 

C. Experience  

 

Specifically, Respondents must have detailed experience in providing the following: 
 

1. Virtual Private Server (VPS) hosting; 

2. Secure Sockets Layer (SSL) security protocols between the web service and web browser;  

3. Website development based on a client’s map or plan; 

4. Sample website and webpage design that reinforces the mission and brand of an 

organization; 

5. Regular website maintenance, such as WordPress updates, security updates, plug-in 

recommendations, and updates, and 

6. Training for FWHS staff on how to implement and maintain website features. 
 

D. Frequency of Services 
 

FWHS will make periodic, project-based requests for website and webpage development and 

design as needs arise. Based on historical records, it is common for FWHS to request some web 
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services each month with more services needs when the agency needs to create microsites, new 

features, or wholesale updates on its sites. The awarded Respondent is not guaranteed a specific 

volume or value of work each month. Awardee reserve the right to schedule work in coordination 

with FWHS based on other commitments. 

III. SUBMISSION PROCEDURES & REQUIREMENTS 

 

Electronic Submission: Respondent’s proposal must be uploaded in the Housing Agency 

Marketplace eProcurement portal, with all required documents. See Exhibit A – Document 

Checklist.  Upload only one (1) copy of the proposal.  

 

Registration is required when responding to this RFP. Use the following link to register for free and 

upload the proposal submission:  
 

https://ha.internationaleprocurement.com/requests.html?company_id=2067&nocache=49416512 
 

 

IMPORTANT NOTE: It is the Respondent’s responsibility to ensure all documents are attached to 

the final submission, including after receiving the submission confirmation. For technical assistance 

call the Housing Agency Marketplace at 1-866-526-9266 or email Customer Support at 

support@internationaleprocurement.com. 
 

 

Proposal(s) must be uploaded no later than 1:00 p.m. CST on Tuesday, May 10, 2022. Faxed 

proposals will not be considered. Any proposal received after the specified date and time will not 

be considered.   

 

The Respondent is required to submit the following information, although FWHS reserves the 

right to request additional information upon review of initial submissions. Identify each tab 

section as follows: 

 

A. Information Required in the Proposal  

1. Letter of Interest (TAB 1) 
 

a. Include contact name and address: name, title, email, telephone and fax number to be 

contacted for clarification or additional information regarding proposals (Cover letter). 

b. A brief statement summarizing the Respondent’s company and relevant experience, 

philosophy, preferred methods for meeting requirements, as it relates to client 

management; and ownership structure (public vs. private). 

 

2. Professional Experience (TAB 2) 

 

This section should describe the Respondent’s relevant professional experience in providing these 

services.  
 

a) Provide FWHS a current description of your firm, including where it is based, principals with 

short bios, names, titles, and short bios of specific staff members expected to work with the 

https://ha.internationaleprocurement.com/requests.html?company_id=2067&nocache=49416512
mailto:support@internationaleprocurement.com


mailto:procurement@fwhs.org
http://www.fwhs.org/bid-invitations
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Event Date 

RFP available for distribution Thursday, April 14, 2022 

Pre-Proposal Meeting - Virtual Thursday, April 21, 2022 at 10:00 a.m. CST 

Deadline for receipt of written questions Tuesday, April 26, 2022 at 1:00 p.m. CST 

Estimated Response to written questions Thursday, April 28, 2022 

RFP Due Date Tuesday, May 10, 2022 1:00 p.m. CST 

Estimated Contract Award Date To be determined 

 

 

Fort Worth Housing Solutions reserves the right at its sole discretion to amend any or all of the dates 

associated with the anticipated schedule of events. 

 

IV. EVALUATION/SELECTION CRITERIA 
 

RFP will be evaluated and rated on, but may not be limited to, the following criteria: 

CRITERIA POINTS 

Professional Experience 20 

Demonstrated Web Development Ability   20 

Quality of Portfolio 30 

Fee Proposal/Cost 30 

TOTAL POSSIBLE POINTS 100 

 

Interviews, if desired by FWHS, will be used to identify the top Respondent(s). 

 

V. UNAUTHORIZED COMMUNICATIONS 

To protect the integrity of the procurement process, FWHS requires all communications regarding 

this solicitation to be directed to the Procurement Department Only by either phone, e-mail, as 

listed in this solicitation. No officer, employee, agent or representative of the Respondent shall 

have any contact or discussion directly or indirectly through others to seek influence on any FWHS 

Board member, and/or employee during this solicitation process. Any violation of this prohibition 

may result in Respondent being disqualified from the procurement process. Any oral 

communications are considered unofficial and non-binding with regard to this solicitation.  
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VI. GENERAL CONDITIONS OF THE RFP 

A. Indemnity 

 

Respondent awarded an agreement hereunder must agree to indemnify FWHS and the ownership 

entity of the project, its agents, officials, commissioners, and employees (collectively, Indemnitees), 

against claims that may accrue or arise against the Indemnitees as a result of Respondent’s 

management of the project if the claim was caused by the negligence, error, or omission of 

Respondent, its employees, agents, subcontractors, or subcontractor’s employees, as follows: 
 

a. Indemnification of Indemnitees. Respondent will indemnify, protect, defend (with legal counsel 

approved by Indemnitees) and hold harmless Indemnities from and against any and all claims, 

demands, actions, liabilities, losses, costs, expenses, damages, penalties, interest, fines, injuries 

and obligations, including reasonable attorney’s fees, court costs and litigation expenses 

(collectively, “Claims”) incurred by any Indemnities as a result of (i) any act by Respondent (or 

any officer, agent, or employee of Respondent) outside the scope of Respondent’s authority 

hereunder, (ii) any act or failure to act by Respondent (or any officer, agent, or employee of 

Respondent) constituting negligence, misconduct, or fraud, (iii) claims made by current or 

former employees or applicants for employment arising from hiring, supervising or firing same, 

or (iv) any act or omission by Respondent, its employees, officers, or agents in violation of any 

applicable law.   

b. Respondent will further indemnify, defend and save Indemnitees harmless from and against 

claims made against Indemnitees related to:  

(i) leasing commissions, brokerage fees, or similar charges, other than those expressly 

approved and agreed to by Indemnitees in writing, and provided such claim is made by 

a broker or other party who engaged with Respondent in connection with the leasing 

of the Property;  

(ii) any claim other than injury to persons or property arising out of the negligence of 

Respondent in performing leasing activities of the Property;  

(iii) claims for the failure of Respondent to abide by fair housing statutes, rules or 

regulations which pertain to the leasing or renting of apartment units of the Property;  

(iv) claims for failure of Respondent to comply with rental restrictions, budgets, or the 

property management Agreement; provided however, this indemnification will not be 

applicable where Respondent has followed the instructions of Indemnitees with regard 

to the selection of tenants for the Property; and in following such Indemnitee 

instructions, Respondent is alleged to have violated any such fair housing statute, rule 

or regulation; or  

(v) claims for non-compliance with Section 42 of the IRC for any resident files that 

Respondent initiates after the date of the property management agreement.   
 

c. Indemnification of Respondent. Indemnitees will indemnify, protect, defend and hold harmless 

Respondent from and against any and all claims incurred by Respondent resulting from 

performance of its obligations under this Agreement, except that this indemnification will not 

apply with respect to the following claims: 
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(i) claims that are expressly the obligation of Respondent as set forth above,  

(ii) claims resulting from any act by Respondent (or any officer, agent, or employee of 

Respondent) outside the scope of Respondent’s authority hereunder,  

(iii) claims arising from any act or failure to act by Respondent (or any officer, agent, or 

employee of Agent) constituting negligence, misconduct, fraud, or breach of the 

property management Agreement, 

(iv) claims made by current or former employees or applicants for employment arising from 

Respondent’s decisions concerning hiring, supervising or firing such employees or 

applicants, or  

(v) claims arising from any act or omission by Agent, its employees, officers, or agents in 

violation of any applicable law.  
 

If at any time during the course for such defense Indemnitees reasonably determine that such claim 

results from an event, action or inaction for which Respondent is not entitled to indemnification 

hereunder, Indemnitees will automatically be entitled to immediate reimbursement for all losses, costs 

and expenses incurred on behalf of itself and of Respondent incurred to the date of such determination. 

 
Indemnitees may, at their cost and expense, participate in the defense or resolution of a claim.  

Respondent will have the primary control of the defense and resolution of the claim except when 

such defense or resolution requires Indemnitees to (i) admit liability or wrongdoing or (ii) pay 

money. In either of these cases, Respondent must obtain Indemnitee’s prior written consent before 

entering into such settlement or resolutions. 

 

B. Compliance Requirements 

 

Respondents will be required to comply with all applicable municipal, state and federal ordinances, 

regulations, and laws related to the property management services contemplated under the property 

management agreement, which includes but is not limited to, all HUD and TDHCA program 

requirements, IRS regulations, ADA and accessibility requirements, fair housing laws, and labor and 

employment laws and regulations.   

 

C. Mistakes in Proposals 

 

If a mistake in a proposal is suspected or alleged, the proposal may be corrected or withdrawn during 

any negotiations that are held. If negotiations are not held, or if best and final offers have been 

received, the Respondent may be permitted to correct a mistake in the proposal and the intended 

correct offer may be considered based on the conditions that follow: 
 

1. The mistake and the intended correct offer are clearly evident on the face of the proposal. 

 

2. The Respondent submits written evidence which clearly and convincingly demonstrates 

both the existing offer and such correction would not be contrary to the fair and equal 

treatment of other Respondents. 
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Mistakes after award shall not be corrected unless the Contracting Officer makes a written 

determination that it would be disadvantageous to FWHS not to allow the mistake to be corrected. 

The approval or disapproval of requests of this nature shall be in writing by the Contracting Officer. 

 

D. Conflicts of Interest 

 

The Respondent warrants that to the best of his/her knowledge and belief and except as otherwise 

disclosed, he/she does not have any organizational conflict of interest. Conflict of interest is defined 

as a situation in which the nature of work under this contract and the Respondent’s organizational, 

financial, contractual or other interests are such that: 

 

1. Award of the contract may result in an unfair competitive advantage; or 

2. The Respondent’s objectivity in performing the contract work may be impaired. In the event 

the Respondent has an organizational conflict of interest as defined herein, the Respondent 

shall disclose such conflict of interest fully in the proposal submission. 

3. The Respondent 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 disclosure 

in writing to the President which shall include a description of the action which the 

Respondent has taken or intends to take to eliminate or neutralize the conflict. FWHS may, 

however, terminate the contract if it is in its best interest. 

4. In the event the Respondent was aware of an organizational conflict of interest before the 

award of this contract and intentionally did not disclose the conflict to the President, FWHS 

may terminate the contract for default. 

5. The provisions 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 Respondent. The 

Respondent shall include in such subcontracts and consulting agreements any necessary 

provisions to eliminate or neutralize conflicts of interest. 

6. No member of the FWHS Board of Commissioners shall be allowed to share any or part of 

this contract or to derive any benefit to arise there from. This provision shall be construed to 

extend to this contract if made with a corporation for its general benefit. 

7. Any FWHS official or employee who exercises or has exercised any functions or 

responsibilities with respect to any FWHS contract/procurement activities, or who is in a 

position to participate in the decision-making process or gain inside information with 

regards to any FWHS contract/procurement activities, obtain a financial or economic 

interest or benefit from the contract/procurement, or have an interest in any contract or 

subcontract, or agreement with respect thereto or the proceeds there under, either for 

himself or herself or for those with whom he or she has family or business ties, during his 

or her tenure with the FWHS or for one year after such individual leaves FWHS. 

8. FWHS reserves total discretion to determine the proper treatment of any conflict of interest 

disclosed under this provision. 
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E. Safeguards of Information:  

 

Unless approved in writing by FWHS, the Contractor may not sell or give to any individual or 

organization any information, reports, or other materials given to, prepared or assembled by the 

Contractor under the final contract.  
 

F. Acceptance of RFP and Contract Terms 

 

Respondent’s submission of a proposal in response to the RFP shall constitute acceptance by the 

Respondent of the terms and conditions of this RFP. FWHS will review qualifying Respondents’ 

submissions and enter into negotiations for services for individual properties in its and its affiliates’ 

portfolios as it deems advisable, and reserves the right to make a contract award for multiple 

properties to one or more Respondents.  In the event that a Respondent’s proposal is accepted for 

contract award, the Respondent agrees to enter into a negotiated contract with FWHS incorporating 

these terms at a later time and date. 

 

The contract will be for two (2) years with three (3) one-year renewal options.  All contract 

extensions must have the mutual consent of all parties and must be requested and accepted in writing. 

The agreement may be canceled by either party for any reason with 60-days written notice.  

Respondent(s) must maintain compliance with all federal, state, local laws, and regulations. 

 

G. Contract Award 

 

Subject to the rights reserved in this RFP, FWHS will award the contract by written notice to the 

awarded Respondent (the “Contractor”).  The award of the contract is subject to the approval of the 

FWHS Board of Commissioners and/or the FWHS President, and it shall be conditioned on the 

successful negotiation of revisions, if any, to the RFP, recommended as part of the evaluation of 

proposals. 

 

A contract shall be awarded in accordance with the terms and conditions of this RFP to the 

Respondent(s) whose proposal is most advantageous to the FWHS considering price, qualifications, 

technical and other factors as specified in this RFP, FWHS reserves the right to negotiate and award 

any element of this RFP, to reject any or all proposals or to waive any minor irregularities or 

technicalities in RFP received as in the best interest of FWHS. 

 

H. Insurance 
 

Certificate of insurance (COI) will only be required for Awardee(s) that must travel to any of FWHS 

properties. If a Respondent(s) receives an award and unless otherwise waived in the contract, the 

Contractor will be required to provide an original COI confirming the following minimum 

requirements to FWHS once notified. If Awardee is required to travel to any of FWHS 

properties, the COI will be required for the duration of the contract term, including option 

years: 
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Commercial General Liability Required Limits 

This is required to protect the Respondent, its subcontractors, and FWHS and the 

ownership entity for the project, and their officers and employees against injuries 

to third parties, including bodily and personal injury, resulting from any acts or 

omissions of Respondent pursuant to the management of the property. 

$1,000,000 per accident 

$2,000,000 aggregate 

Business Automobile Liability Required Limits 

This is required for property damage, covering all owned, hired, or leased autos 

operated by Respondent or its employees or contractors. any Contractor that will 

be using their vehicle to do work on FWHS properties. 

$1,000,000 
per occurrence 

Workers Compensation and Employer’s Liability Required Limits 

Workers’ Compensation coverage is Statutory and has no pre-set limits. 

Employer’s Liability limit is $500,000. A waiver of Subrogation in favor of 

FWHS must be included in the Workers’ Compensation policy.  

Statutory 

$500,000 

Fidelity Bond or Commercial Crime Policy Required Limits 
 

This is required to protect the financial interests of Respondent, FWHS, and the 

ownership entity.  

 

$5,000,000 per occurrence 

 

Liability insurance may be arranged by general and auto liability policies for the full limits required, or 

by a combination of underlying liability policies for lesser limits with remaining limits provided by an 

excess or umbrella policy.  
 

All policies hereunder must be provided by carriers with a A.M. Best’s rating of at least A. 
 

I. No Warranty 

Respondents are required to examine the RFP, scope of services, and instructions pertaining to the 

services requested.  Failure to do so will be at the Respondent’s own risk.  It is assumed that the 

Respondent has made full investigation as to be fully informed as to the extent and character of the 

services requested.  No warranty or representation is made or implied as the information contained 

in this RFP. 

J. Expense of RFP Submission 

All expenses incurred in the preparation and submission of the RFP to FWHS in response to this 

RFP shall be borne by the Respondent. 

K. General Conditions 
 

1. LATE SUBMISSIONS WILL NOT BE ACCEPTED OR CONSIDERED. 

2. FWHS reserves the right to accept or reject any and all proposals submitted, either in 

whole or in whole or in part, with or without cause; to waive any informalities of any 

proposal; to extend, amend or cancel this RFP at any time; and, to make the award in the 

best interest of FWHS. 

3. FWHS reserves the right to request additional information, if needed, from prospective 

Respondents. 

4. In the event that it becomes necessary for FWHS to revise any part of this RFP, revisions 

will be provided in the form of an Addendum to all prospective Respondents. FWHS 
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may issue and does require Respondents to acknowledge addendum/addenda to the RFP. 

Proposals must conform to any addenda that may be issued to this RFP. 

5. Proposals that are incomplete or not in conformance with the submission requirements 

may be eliminated from further consideration. Respondents should note carefully the 

submission requirements. 

6. All proposals submitted in response to this RFP will be considered public information 

and may be made available to the general public (including news media) unless 

Confidential and/or Proprietary information is submitted under separate cover and is 

clearly designated as such. 

7. The Respondent shall provide an oral presentation regarding proposal submitted, if 

requested to do so by FWHS. 

8. Respondents may modify or withdraw a proposal prior to the RFP due date, by an 

authorized representative of that organization. All submissions will become the property 

of FWHS after the RFP Deadline. 

9. The Respondent affirms that he/she is of lawful age and that no other person, firm, 

partnership, or corporation has any interest in this submittal or in the contract proposed 

to be entered into. 

10. The Respondent affirms that its proposal is made without any understanding, agreement 

or connection with any other person, firm, partnership or corporation making a submittal 

for the same purpose, and is in all respects fair and without collusion or fraud. 

11. The Respondent has carefully read the provisions, terms, and conditions of the RFP 

document and does hereby agree to be bound thereby. 

12. FWHS reserves the right to make multiple awards from this RFP and also retains the 

right to negotiate with the awarded firm(s). 

13. Additional services and/or service adjustments may be added or deleted during the life 

of any contract awarded hereunder as mutually agreed upon in writing between FWHS 

and Respondent. 

14. Respondent must meet FWHS’ insurance requirements as requested in the RFP. 

15. The Respondent will not offer any gratuity, favor, or anything of monetary value to any 

officials or employee of FWHS for the purpose of influencing consideration of a response 

to this RFP. 

16. FWHS reserves the right to disqualify any proposal(s) that may present a conflict of 

interest between FWHS, its employees or Board members, Respondent(s), or parties 

identified in the proposal. 

17. Proposals may NOT be withdrawn for one-hundred twenty (120) days from the RFP due 

date. 

18. Proposed fee is inclusive of all necessary costs to provide the proposed services, 

including but not limited to: employee costs and benefits; clerical support; overhead; 

profit; supplies; materials; licensing; insurance; vehicle fuel, etc. Each fee proposed shall 

be fully “burdened” with profit and overhead costs. 
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VII. EXHIBIT A – DOCUMENTS CHECKLIST 
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DOCUMENTS CHECKLIST 

All documents, including this Checklist, must be completed in full and submitted with the 

submission upload in the requested order, or the submission may be considered as a non-responsive 

submittal. 

Initial If 

Included Documents Included In Proposal(s) 

Documents Checklist 

Acknowledgment of Receipt of Addendum/Addenda, if 

applicable 

Form HUD 5369-C 

Business References (Tab 3) 

Non-Collusive Affidavit 

Conflict of Interest Questionnaire 

Profile of Firm 

Equal Employment Form 

M/WBE Participation 

Evidence of Insurance – Sample  

W-9

I understand that failure to submit all these items may cause my submittal to be considered non-

responsive. 

Name 

Title 

Company 
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VIII. EXHIBIT B – HUD FORMS 

1. Instructions to Offerors Non-Construction (HUD-5369-B) 

2. Certifications and Representations of Offerors - Non Construction (HUD 5369-C) 

3. General Conditions for Non-Construction Contracts (HUD-5370-C) 

  



Instructions to Offerors 
Non-Construction  

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
evidence of that agent's authority, unless that evidence has been
previously furnished to the HA.

(c) Offers for services other than those specified will not be
considered.

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) It 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 receive 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 offerors 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 will be 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 off 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;
(3) 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) Not have been 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
available 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 additional information may render the offeror ineligible 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
received before 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 to a 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 to the date specified
for receipt of proposals. The term 'working days" excludes
weekends and U.S. Federal holidays; or

(4) Is the only offer received.

(b) Any modification of an offer, except a modification resulting 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 late receipt is due
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, modification, or withdrawal shall be processed as if mailed
late. "Postmark" means a printed, stamped, or otherwise placed
impression (exclusive of a postage meter machine impression) 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 cancellation bull's.-eye postmark on both the receipt and
the envelope or wrapper.

(e) The only acceptable evidence to establish the time of receipt at the
HA is the time/date stamp of HA on the offer wrapper or other
documentary evidence of receipt maintained by the HA.
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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 is the 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,
offerors should request the postal clerk to place a legible hand
cancellation 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 to the HA, cost or price and other factors, specified
elsewhere in this solicitation, considered.

(b) The HA may
(1) reject any or all 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 best terms 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, the HA 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 counter offer by
the HA.

(e) 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 obtaining 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 shall be 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 property identified on the 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 and deliver them immediately to the appropriate contracting 
official, and only date stamp those envelopes which do not contain 
identification of the contents and deliver them to the appropriate 
procuring activity only through the routine mail delivery procedure. 

[Describe bid or proposal preparation instructions here:] 

Please note that additional conditions, specifications and instructions 
pertaining to this RFP are contained within the RFP document issued. 
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IX. EXHIBIT C – FWHS FORMS 

1. Business References 

2. Non-Collusive Affidavit 

3. Conflict of Interest Questionnaire 

4. Profile of Firm 

5. M/WBE Participation 

6. Sample Certificate of Insurance  

7. W-9 
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