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1. Introduction 
 
The CHESTER HOUSING AUTHORITY has approximately 50 full time and part time 
employees and administers the following housing programs and property management 
services:  
  
 Public Housing Program        539  units 
 Co-managed sites with developer                                            200 units 

Housing Choice Voucher Program                1566   units    
 Housing Choice Voucher Homeownership Program                2   units  (Included in 1566) 

 Project-based Voucher Program                                       232 units (Included in 1566) 

 Heartley Homes- Private property management        10 units (9 Included in 1566)   

                  Avenue Pharmacy-Retail property management                     2 units 
  
In keeping with its mandate to provide efficient and effective services, the HOUSING 
AUTHORITY is seeks proposals from qualified entities to provide an enterprise-wide 
software application system that will enable management to effectively and efficiently run 
all aspects of housing management.  
 
The new application system must clearly demonstrate the ability to conform to all 
requirements of project-based accounting, budgeting, and management, to all 
requirements of the Housing and Urban Development (HUD), and to Generally Accepted 
Accounting Principles (GAAP). 
 
All proposals submitted in response to this solicitation must conform to all of the 
requirements and specifications outlined within this document and any designated 
attachments. 
 
 
2. Purpose of RFP 
 
The purpose of this RFP is to solicit qualified proposals so that HOUSING AUTHORITY may 
select the applications software that best meets the needs and requirements of the 
HOUSING AUTHORITY.  
 
The HOUSING AUTHORITY urges all interested firms to carefully review the requirements 
of the RFP. Written proposals containing the requested information will serve as the 
primary basis for initial selection.  
 
The final selection will be based on the evaluation criteria as outlined in Sections 7-10 of 
this RFP. 
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3. Housing Authority Reservation of Rights 
 
All proposals shall remain valid for a period of one hundred and eighty (180) calendar days 
after the date specified for receipt of proposals. All costs of the proposal process, 
interviews, contract negotiation, and related expenses, are solely the responsibility of the 
vendors. 
 
The HOUSING AUTHORITY reserves the right to reject any or all proposals, to waive 
informalities and minor irregularities, and/or to modify or cancel this solicitation. 
Proposals that appear unrealistic in terms of management commitments or are indicative 
of failure to comprehend the complexity of this RFP and subsequent contracts may be 
rejected. 
 
The HOUSING AUTHORITY reserves the right to reject, for specific reasons, any and all 
proposals received which include, but are not limited to, noncompliance with the RFP and 
stated requirements. 
 
Proposers are requested and advised to be as complete as possible in their response. The 
HOUSING AUTHORITY reserves the right to 1) contact any proposer to clarify any 
response; 2) contact any current users of the proposer’s services; 3) solicit information 
from any available source concerning any aspect of the proposal; and, 4) seek and review 
any other information deemed pertinent to the evaluation process. 
 
By accessing the Chester Housing Authority website at www.chesterha.org (hereinafter, the 
“noted Internet website” or the “website”) and by downloading this document, each 
prospective proposer is thereby agreeing to abide by all terms and conditions listed within 
this document and within the noted Internet website, and further agrees that he/she will 
inform the CHA in writing within five (5) days of the discovery of any item listed herein or 
of any item that is issued thereafter by the HOUSING AUTHORITY that he/she feels needs 
to be addressed. Failure to abide by this time frame shall relieve the HOUSING AUTHORITY, 
but not the prospective proposer, of any responsibility pertaining to such issue. 
 
4. Errors and Omissions in Proposal 
 
The HOUSING AUTHORITY will not be liable for any error in the proposal. Proposer will not 
be allowed to alter proposal documents after the deadline for proposal submission, except 
under the following condition:  
 
The HOUSING AUTHORITY reserves the right to make corrections or clarifications due to 
errors identified in proposals by the HOUSING AUTHORITY or the Proposer. The HOUSING 
AUTHORITY, at its option, has the right to request clarification or additional information 
from the Proposer. 
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5. Liquidated Damages Provisions 
 
The HOUSING AUTHORITY and the Contractor agree that it will be extremely impractical 
and difficult to determine actual damages that the HOUSING AUTHORITY may sustain in 
the event that the Contractor fails to perform its responsibilities under the Contract.  
 
The products and/or services to be provided under the Contract are not readily available 
on the open market; any breach by the Contractor may delay and disrupt the HOUSING 
AUTHORITY's operations and may lead to damages. Therefore, the parties agree that the 
liquidated damages as specified below are reasonable and will remain reasonable as long 
as the Contract is in force. 
 
The HOUSING AUTHORITY may also consider whether it wants to convene an annual 
review by the HOUSING AUTHORITY and Contractor for the purpose of negotiating an 
adjustment of the liquidated sum for individual performance failures. 
 
Liquidated damages must not be measured in terms of potential lost revenue or potential 
lost net profit to the HOUSING AUTHORITY, unless and to the extent that the HOUSING 
AUTHORITY determines, or alternatively, that a court of competent jurisdiction 
determines, that actual loss can be measured precisely and that the written liquidated 
damages provision is unreasonable and/or unenforceable as a matter of law. 
Assessment of liquidated damages must be in addition to, and not in lieu of, such other, 
nonmonetary remedies as may be available to the HOUSING AUTHORITY.  
 
Except and to the extent expressly provided herein, the HOUSING AUTHORITY must be 
entitled to recover liquidated damages under each section applicable to any given incident. 
Smaller damages that are a consequence of a larger problem may, at the HOUSING 
AUTHORITY’s discretion, be subsumed into the larger penalty. 
 
The HOUSING AUTHORITY, at its sole discretion, may determine appropriate assessment of 
liquidated damages. The HOUSING AUTHORITY must notify the Contractor of the 
assessment in writing. 
 
All assessed liquidated damages must be deducted from any moneys owed to the 
Contractor by the HOUSING AUTHORITY. In the event that the amount due to the 
Contractor is not sufficient to satisfy the amount of the liquidated damages, the 
 
Contractor must pay the balance to the HOUSING AUTHORITY within thirty (30) calendar 
days of written notification. If the amount due is not paid in full, the balance will be 
deducted from subsequent payments to the Contractor. The HOUSING AUTHORITY, at its 
sole discretion, may obtain payment of assessed liquidated damages through one (1) or 
more claims upon the Performance Bond or a reduction in the final payment. 
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These damages may include, but is not limited to: 
 

1. Late conversion/installation of PHA Software system 
2. Failed acceptance testing 
3. Central system downtime 
4. Central system degraded performance 
5. Workstation downtime 
6. Delay of modification to software module(s) 
7. Insufficient Contractor resources 
8. Failure to provide enhancements 
9. Security violations 
10. Unauthorized module access 
11. Failure to report incidents that could delay delivery of software 
12. Failure to deliver reports detailing project schedule 
13. Lack of timely software corrections, additions, or modifications 
14. Unauthorized software corrections, additions, or modifications 
15. Lack of timely and accurate audit reports 
16. Lack of timely and accurate data files 

 
 
6. Scope of Work and Specifications 
 
6.1 General 
The Software selected will manage the following functions of the HOUSING AUTHORITY. 
Specific requirements are listed in ATTACHMENT C and ATTACHMENT D of RFP 2011-03. 
 

6.1.1 Financial Applications 
 
6.1.1.1 General Ledger 
6.1.1.2 Budgeting 
6.1.1.3 Accounts Payable 
6.1.1.4 Tenant Billing 
6.1.1.5 Purchasing & Requisitioning 
6.1.1.6 Financial Reports 
6.1.1.7 Accounts Receivable 
6.1.1.8 Fixed Assets 
6.1.1.9 Inventory 
6.1.1.10 Capital Fund Management 
6.1.1.11 Grant Management 
6.1.1.12 Payroll 
6.1.1.13 Facilitate Online Banking with Direct Deposit, 
6.1.1.14 Direct Deposit of Housing Assistance Payments (HAP) 
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6.1.1.15 Cash Collection (Lockbox tracking) 
6.1.1.16 Point of Sale (POS) 
6.1.2 Housing Applications 

 
6.1.2.1 Applicant Waiting List(s) (must handle multiple programs) 
6.1.2.2 Appointment Management (multiple programs) 
6.1.2.3 Unit Management (multiple programs) 
6.1.2.4 Vacancy Tracking (Public Housing, Open Market Rate Units) 
6.1.2.5 Low Income Public Housing Tenant Management 
6.1.2.6 Housing Choice Voucher Tenant Management 
6.1.2.7 Case Management 
6.1.2.8 Family Self Sufficiency 
6.1.2.9 Work Order / Maintenance System 
6.1.2.10 Creation & Submission of 50058/50059 form 
6.1.2.11 Rent Calculation 
6.1.2.12 SEMAP, PHAS, Family Self-Sufficiency Reporting, Rent Calculations,     
Contracts, and Tracking Forms 
6.1.2.13 UPCS Inspections 
6.1.2.14 HQS Inspections 
6.1.2.15 Private Market Rental Management  

 
6.1.3 Other Desired Features – Bonus Points Awarded 

 
6.1.3.1 Executive Dashboard – shows the current state of the business to include 
vouchers in-use versus vouchers available, units leased up versus units vacant, units 
under repair; budgets by departments, etc. 
6.1.3.2 Capabilities for integration with online banking applications, and facilitate 
direct deposit of housing assistance payments (HAP). 
6.1.3.3 Integrated Document Imaging system – Enterprise-wide 
6.1.3.4 Online housing application for applicants 
6.1.3.5 Online landlord access to account information 
 
6.1.4 Data Conversion 

 
Project Management to include data conversion from existing system, 
installation, successful implementation, and testing of the software and 
hardware the PHA computer network. Data Conversion to include 
conversion of historical data for a minimum of 36-months.  
 
 HOUSING AUTHORITY currently uses the following software applications: 

 
o EMPHASYS-MLS FLEX  HOUSING AND ACCOUNTING SOFTWARE 

 
o HAPPY WAITING LIST SOFTWARE-Public Housing 
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o MICROSOFT EXCEL for internal production/tracking reports 
 

o MCCRIGHT INSPECTION ONLINE REPORTING SYSTEM 
 
 

6.1.5 Training 
 

Training of the PHA staff to include End-user, Intermediate, and Technical 
level training sufficient for the PHA to operate independently must be included  
in the response. 
 
Responding vendors must have sufficient resources to provide end-user 
training for all application modules to include technical training for 
HOUSING AUTHORITY in-house management and information technology 
staff. Technical training must include a conceptual overview of all modules 
and how they interact and interface with each other.  
 
The cost of training must be clearly stated in detail in the RFP response.  
 
HOUSING AUTHORITY will also require proof of concepts from proposers regarding 
the system’s project-based accounting and management abilities. The proof of 
concepts will be outlined during the selection process. 

 
6.1.6 Technical Support and Software Updates 
 
6.1.6.1 Ongoing technical support and software updates to maintain compliance   
with Federal directives, and to provide for bug fixes and product enhancements. 

 
             6.1.6.2  Each proposal must include a full description of the software Respondent’s 

standard maintenance and support agreements and annual costs to the PHA 
for these services. These maintenance agreements must provide for periodic 
updates to the software for product enhancements, bug fixes, tax and 
regulatory compliance, etc. Each proposal must fully document the 
Respondent’s upgrade policy including any costs for upgrades outside the 
standard maintenance contract. 

 
6.1.6.3 When describing telephone support, proposals must specify all conditions   
(include availability times and escalation processes) for its use by both end-user and 
technical staff. 

 
6.1.6.4 For licensing and pricing purposes, Respondents should assume a total of 30 
users or licensed seats. The total number includes employee workstations, 
conference rooms and laptops.  
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6.2 Respondent Experience 
 
The Respondent must be thoroughly familiar with the application areas specified and have 
an installed base of customers currently using the proposed products. The Respondent 
shall have the staff, technical, and financial resources to reliably install and support the 
proposed system.  
 
The Respondent will thoroughly document its experience in Grants Funding, Public 
Housing, Section 8, and Commercial Property markets to include the qualifications of staff 
who will be assigned to this project, and its financial resources. 
 
 
6.3 System Installation and Support 
 
The Respondent shall be responsible for installation and testing of the system to the point 
of independent operation by the PHA personnel. In addition, the Respondent, as part of the 
proposal, shall provide support services necessary to insure successful operation of the 
system including, but not limited to, the following: 
 
 

6.3.1 Acceptance testing after installation 
6.3.2 Maintenance support for bug fixes, enhancements, and tax and 
regulatory compliance updates 
6.3.3 End User, Intermediate User, and technical staff training 
 

The Respondent must also demonstrate the ability to support the system after installation 
is completed and accepted by the PHA. The support must take the form of on-going 
programming and management support to accommodate regulatory changes and for 
immediate resolution of user problems. Furthermore, the on-going programming support 
must have the capability of using Internet-based Remote Desktop sharing for on-line 
problem solving and analysis. 
 
6.4   User Workstations 
 

The CHA has approximately 25 workstations  The CHA’s designated administrator 
must have the ability to assign or remove a user at will.   The Housing Authority 
should be charged only for a license during the time it is in  use.  The CHA requires 
this flexibility due to fluctuations in staffing levels as a result of the uncertain funding 
environment.  

 
6.4.1 Remote Offices 
 
William Penn – Management Office 
 
Ruth Bennett Homes– Management Office 
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Matopos Senior Management Office 
 
Edgemont/Madison Senior Management Office 
 

 Wellington Ridge Management Office 
 
 

The successful bidder will be required to coordinate any hardware upgrades with 
the HOUSING AUTHORITY, if desired by HOUSING AUTHORITY. 

 
Vendors whose response includes hardware upgrades will be responsible for 
coordinating the proposed upgrades with HOUSING AUTHORITY. This includes any 
support for installation and testing of the hardware and system(s)/component(s) to 
the point of independent operation.  

 
Vendors will provide support services necessary to ensure successful conversion 
and operation of the system. Vendors whose response requires hardware upgrades 
must have demonstrated the ability to provide support of the system after 
installation is completed and accepted. 

 
6.5 Operating System Requested 
 

6.5.1 Windows on Workstations 
 
 Section purposely left blank. 
 

6.5.2 Operating System on Main File Server 
 

The HOUSING AUTHORITY seeks web-based software that is hosted and maintained 
by the vendor.    This will include data backup, hosting, hosting support, and 
maintenance of all applications, operating systems, and vendor hardware.  

 
Backups will be performed on a nightly basis Monday through Friday.  

 
A complete printer management system must be an integral part of the operating 
system and be integrated with the application software, such that the application 
software can select network printers from within the running programs.  

 
Each CHA computer workstation will be able to support popular Windows-based 
programs and activities. 
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6.5.3 Security 
The operating system must provide a security system, employing user ID codes and 
passwords, such that all users’ access to the system may be restricted based on a 
predetermined management policy.  

 
Control of security level and access levels is to be maintained by an authorized 
person within the HOUSING AUTHORITY staff. Additional security shall be provided 
by the application software to assign specific functions available to users. 

 
6.5.4 Database 
CHA prefers an SQL compliant database, if possible. 

 
6.6 Software Specifications 
 

6.6.1 Integration 
Each software module must provide for optimum integration to other modules, as 
well as to the word processor, to reduce redundant data input and transcribing 
errors. The vendor should discuss this integration scheme for each software module 
proposed and how it interfaces with other modules. Illustrations would be helpful in 
this matter. 

 
6.6.2 Source Code 
Source code or a source code affidavit stating where the source code is located and 
how it would be obtained by the HOUSING AUTHORITY in the event the vendor 
ceases to do business must be provided to the purchaser. 

 
6.6.3 Security 
Each program shall have its own set of security levels of access. Management staff 
shall be trained on how to set the security for each user and the levels of access 
available in each program. Written documentation for this activity shall be provided 
to the appropriate staff personnel during the training. Setup questionnaires 
outlining the security levels and providing space for management to designate 
which operator can access which data shall be provided to the HOUSING 
AUTHORITY prior to the installation of the system. 

 
 

6.6.4 Printer Management 
Each housing program shall be capable of selecting or changing to any available 
local or network “system” printer without exiting the program. If the word 
processor has that capability, the vendor shall make use of the function in that word 
processor, and train the designated staff personnel on how to use it. 
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6.6.5 User-Defined Fields 
At least six (6) additional fields shall be available in each primary database for use 
by the operator in developing specific listing reports through the report generator. 

 
6.6.6 Data Integrity 
The software should be designed to operate in a multi-user environment. 
Numerous users should be able to look at the same record simultaneously, but only 
one should be able to “edit” it at a time. Several operators should be able to change 
and add several records simultaneously in the same database without any problems. 

 
6.6.7 Data Availability 
The data is the sole property of the HOUSING AUTHORITY.  All data must be 
available to the HOUSING AUTHORITY regardless of support options, yearly, 
quarterly, or time and materials support option the HOUSING AUTHORITY chooses 
to purchase. 
 
If the proposed software requires any type of software activation, beyond the initial 
purchase, to activate or grant access to HOUSING AUTHORITY users, the 
respondents score will be significantly lower. See Section 5.8 for proposal response 
details. 

 
6.6.8 Programming Language 
Vendor should explain the language in which the programs are written and any 
future plans to migrate to another language. 

 
6.6.9 Windows-Based Version 
Software should be capable of running on a Microsoft Windows 7-based platform.  
 
6.6.10 Processing 
The processing of the programs should be immediate and in real-time. There should 
not be batch routine in the system. All charges, utility charges, and other repeating 
charges should be posted at that time automatically. 

 
6.6.11 Audit Trails 
Vendor should explain what kind of audit trails the program contain for keeping 
track of the date and time of a change, the name of the person making the change, 
the field(s) and/or the amount of the changes. 

 
6.6.12 Documentation 
Vendor should explain what types of documentation are available with the system. 
At the least, one complete set of Operator’s Manuals must be provided with the 
system. 

 
  



                                                                                           RFP 2011-03 

14 

6.6.13 On-Line Help 
Vendor should explain what on-line help screens are available and how 
they are accessed from the programs. In addition, the ability to create a 
copy of the production data to a training and testing environment should 
be provided to facilitate additional training. 

 
6.7 RFP Schedule 
 

EVENT       DATE 
RFP Issue Date      October 14, 2011 
Pre-bid Teleconference Conference Date  October 28, 2011 @1:30 pm 
Proposal Due Date                  November 18, 2011 @ 12 Noon  
Onsite Software Demos     11/28/11 – 12/9/11 
Contract Award Date     1/25/2012 

 
6.8 Submission Deadline and Delivery Address 
 
All bid proposals must be received at the HOUSING AUTHORITY no later than, 12 noon on 
Friday, November 18, 2011. Late bids will not be accepted. 
 
Proposals must be submitted with 1 original and 3 (three) copies.  
 
Delivery Address: 
 
Maria Zissimos, General Counsel  
CHESTER HOUSING AUTHORITY 
1111 AVENUE OF THE STATES 
CHESTER, PA 19013 
 
6.9 Inquiries 
 
All inquiries will be in writing and submitted directly to CHA General Counsel, Maria 
Zissimos, at mzissimos@chesterha.org. 
 
The deadline for all inquiries is 11/10/2011 at 12 noon.   
 
If in the opinion of the HOUSING AUTHORITY additional material or interpretation 
is needed, it will be provided as an Addendum to the RFP and will be communicated 
to all other vendors via a webpage established for this RFP.  
 
Oral instructions or information concerning the specifications of the project given 
out by CHA employees to prospective respondents shall not bind the HOUSING 
AUTHORITY. 
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7. Proposal Guidelines 
 
Qualified vendors wishing to submit a written proposal must address the following items: 
 
7.1  The intent of this RFP is to establish the minimum requirements and Specifications 
for application software to be acquired by the HOUSING AUTHORITY. The information 
herein is intended to provide respondents with sufficient information to enable them to 
prepare an acceptable response to this RFP. 

 
7.2  HOUSING AUTHORITY intends to maximize the utilization of its existing data 
communications network and network equipment. 

 
7.3  HOUSING AUTHORITY recognizes that proposed application software solutions may 
necessitate new server hardware. The proposed minimum configuration for server(s) must 
be sufficient to operate the proposed software and include sufficient disk storage for a 
minimum of three (3) years from the 'go-live' date. 

 
7.4  Each proposal must include a full description of all software modules, features, and 
functionality. 

 
7.5  Each proposal must include installation, training, project management, all software 
modules required, and other one-time costs. 

 
7.6  Each proposal must include all initial guarantees and warranties. 

 
7.7  Each proposal must include all annual (reoccurring) costs such as software licenses 
fees, and software maintenance, product upgrade fees, etc. These fees must be detailed for 
a period of five (5) years from install date. 
 
7.8  The HOUSING AUTHORITY owns its data. The HOUSING AUTHORITY will 
significantly reduce the scoring for any software that locks out its users, for any reason, to 
include when a support contract is not renewed. If the software you are proposing requires 
a yearly or monthly activation code for continued use that must be specified in your 
response. This is not to include the initial software activation code that may be required 
during the initial installation of the software. If a maintenance or support contract must be 
purchased in order for the HOUSING AUTHORITY to access the proposed software that 
must be specified in your response. 
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8. Proposal Format & Submission Requirements 
 
All proposals should follow the format provided. Responses will be reviewed for 
completeness prior to detailed evaluation. Any response submitted in a manner that makes 
evaluation unnecessarily time consuming may be eliminated from further consideration. 
 
All responses should be neatly assembled using divided tabs that clearly label each section. 
 
HOUSING AUTHORITY is providing an electronic copy of this RFP (Adobe PDF). Some 
sections are in Microsoft word format so the responder can provide a reply using the 
provided document. These electronic copies can be downloaded from: 
http://www.chesterha.org. 
 
The directed format saves significant time for vendors responding to the RFP. Elaborate 
proposals are not necessary. Quality, substance, brevity, clarity, and responsiveness to 
HOUSING AUTHORITY’s needs are necessary. 
 
8.1 Letter of Transmittal 
All proposals must have to include a letter of transmittal that includes the company name, 
address, telephone, fax, email and authorized contact person. An individual within the 
company who is authorized to contractually bind the vendor must sign the letter of 
transmittal. 
 
8.2 Executive Summary 
Provide a brief non-technical overview of the Vendor’s business including the range of 
products and services offered. Vendors should provide information reflecting how and why 
vendor’s products and services meet PHA’s needs. 
 
8.3 Vendor Company Profile 
Provide a history of the business and resumes of key staff to be involved in system 
installation and support including the names and qualifications of all training personnel. 
Respond to ATTACHMENT E and ATTACHMENT R. 
 
8.4 Hardware Specifications 
Describe in detail each item of hardware proposed, the configuration proposed, operating 
characteristics, and any recommended and/or optional hardware. 
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8.5 Application Software Modules 
Describe the specific products and services to be provided by the Respondent, including 
warranty information covering all software being proposed. 
 
8.6 Implementation Plan 
Respond to ATTACHMENT F. 
 
8.7 Training Plan 
Respond to ATTACHMENT G. 
 
8.8 Data Conversion 
Respond to ATTACHMENT H. 
 
8.9 References 
Vendor is required to submit a minimum of three (3) housing authority references. 
If possible, include references where you have provided similar services. Required 
reference information can be found in ATTACHMENT I. 
 
8.10 Proposal Costs 
 

8.10.1 Proposal Cost 
Responding vendors must provide cost information according to the following 
outline. Respondents must clearly and unambiguously specify the total cost of each 
element of the proposed system and must include a table summary as noted below. 

 
8.10.2 Software Costs 
Software costs include but are not limited to the cost for each software module or 
capability to include annual maintenance fees. 

 
8.10.3 License Fees 
License fees include license fees for system software, license fees for system 
operating system, database, development tools, third party license fees, software 
license fee (by module or function), terminal emulation license fees, etc. 

 
8.10.4 Conversion Costs 
The CHA requests a minimum of three-years of data be converted.   We would like to 
have the entire HAP history retained. 

  
8.10.5 Training Costs 
Responding vendors should base training costs on providing end user training to all 
HOUSING AUTHORITY departmental members. 
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8.10.6 Other Costs 
Include costs for services provided in the responses that are not detailed above such as 
project management, travel costs, and consulting fees.  Provide a list of per diem rates for 
ancillary services such as analysts, project managers, and implementation specialists. 
 
8.10.7 Optional Costs 
List any optional program applications that are not included in this RFP separately, along 
with implementation, training and other expenses related to these applications. 
 
8.11 Schedule of Installation 
Detail timeframes for hardware upgrade, implementation, training, data conversion, 
software installation, user and technical training, and an estimated “go-live” date with key 
dependencies noted.  Assume that the implementation period starts shortly after the 
contract is signed. HOUSING AUTHORITY is relying on each respondent’s expertise in 
implementation to provide reasonable and practical timeframes for implementation. 
 
8.12 Support Agreements and Support Service 
Provide one copy of applicable annual technical support / maintenance contract(s). 
Respond to the Support Services questions in ATTACHMENT J. 
 
8.13 Resumes of Key Staff 
Provide resumes of key staff who will be involved in system installation, project 
management, technical support, user and technical training. 
 
8.14 List of Current Customers 
Provide a list of PHA customers using the proposed software modules. Include approximate 
size (number of units / number of employees) and modules in use. 
 
9. Evaluation Method 
 
9.1 Initial Evaluation for Responsiveness 
Each proposal received will first be evaluated for responsiveness (e.g., meets the minimum 
of the published requirements). The HOUSING AUTHORITY reserves the right to reject any 
proposals deemed by the HOUSING AUTHORITY not minimally responsive (the HOUSING 
AUTHORITY will notify such firms in writing of any such rejection). 
 
Evaluation Packets for Proposals Deemed Responsive: Internally, an evaluation 
packet will be prepared for each evaluator, including the following documents: 
 

• Instructions to Evaluators; 
 

• Proposal Tabulation Form; 
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• Written Narrative Justification Form for each proposer; 
 

• Recap of each proposer’s responsiveness; 
 

• Copy of all pertinent RFP documents. 
 
 
9.2 Evaluation Committee 
 
The HOUSING AUTHORITY anticipates that it will select a minimum of a three persons 
committee to evaluate each of the responsive “hard copy” proposals submitted in response 
to this RFP. PLEASE NOTE: No proposer shall be informed at any time during or after the 
RFP process as to the identity of any evaluation committee member. If, by chance, a 
proposer does become aware of the identity of such person(s), he/she SHALL NOT make 
any attempt to contact or discuss with such person anything related to this RFP, as detailed 
within this RFP the designated staff is the only person at the HOUSING AUTHORITY that the 
proposers shall contact pertaining to this RFP. Failure to abide by this requirement may 
(and most likely will) cause such proposer(s) to be eliminated from consideration for 
award. 
 
9.3 Evaluation 
 
The appointed evaluation committee members will each, independent of any other person 
at the HOUSING AUTHORITY, evaluate the responsive proposals submitted and award 
points pertaining to Evaluation Factors. Upon final completion of the proposal evaluation 
process, the evaluation committee will forward the completed evaluations to the Executive 
Director. 
 
9.4 Potential "Competitive Range" or “Best and Finals” Negotiations 
 
The HOUSING AUTHORITY reserves the right to, conduct a “Best and Finals” 
Negotiation, which may include oral interviews, with all firms deemed to be in the 
competitive range. Any firm deemed not to be in the competitive range shall be notified of 
such in writing by the HOUSING AUTHORITY in a timely manner as possible, but in any 
case within no longer than 10 days after the beginning of such negotiations with the firms 
deemed to be in the competitive range. 
 
9.5 Determination of Top-Ranked Proposal 
 
Typically, the points awarded by the evaluation committee will determine the final 
rankings, which are typically forwarded by the ED for approval. If the evaluation was 
performed to the satisfaction of the ED, the final rankings may be forwarded to the 
HOUSING AUTHORITY Board of Commissioners at a scheduled meeting for approval. 
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Contract negotiations may, at the HOUSING AUTHORITY's option, be conducted prior to or 
after Board approval. 
 
9.6 Notice of Results of Evaluation 
 
If an award is completed, all proposers will receive a Notice of Results of Evaluation.  Such 
notice shall inform all proposers of who received the award and how each proposer placed 
in the evaluation process. 
 
9.7 Restrictions 
 
All persons having familial (including in-laws) and/or employment relationships (past or 
current) with principals and/or employees of a proposer entity will be excluded from 
participation on the HOUSING AUTHORITY evaluation committee. Similarly, all persons 
having ownership interest in and/or contract with a proposer entity will be excluded from 
participation on the HOUSING AUTHORITY evaluation committee. 
 
HOUSING AUTHORITY reserves the right to make an award based solely on the responses 
to this RFP or to negotiate further with one or more vendors. The contract will be awarded 
to the Vendor whose proposal will be the most advantageous to the HOUSING AUTHORITY 
and whose price and other factors 
considered are the most closely conforming to this RFP. Due to the evaluation 
procedure for the Request for Proposal, lowest dollar price will not indicate the 
successful Vendor. Price constitutes only one of the several evaluation criteria. 
 
The Evaluation Committee will judge the merit of the proposals/interviews 
received that shall include, but are not necessarily limited to those listed in the 
Evaluation Criteria. 
 
9.8 Interview 
 
A committee determined by HOUSING AUTHORITY staff will interview Vendors 
whose proposals are the highest rated. The interview process may include a 
verbal interview, and an on-site demonstration of the product. The HOUSING AUTHORITY 
reserves the right to short list the RFP respondents and to interview only those HOUSING 
AUTHORITY feels are best qualified. 
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10. Finalists 
After HOUSING AUTHORITY completes its evaluation of all proposals submitted by the 
deadline, it is the intent of the HOUSING AUTHORITY to select up to three (3) finalists to 
give a demonstration of their software functionality. The finalists should be prepared to 
field questions throughout the demonstration. In the event that the demonstration is 
unsuccessful and appears not to meet the requirements of the HOUSING AUTHORITY, the 
HOUSING AUTHORITY may then opt to contact the vendor(s) with the next highest 
ranking proposal(s). 
 
11. Evaluation Factors 
The following factors will be utilized by the HOUSING AUTHORITY to evaluate each 
proposal submittal received; award of points for each listed factor will be based upon the 
documentation that the proposer submits within his/her proposal.  
     
11.1 Strength and Expertise of Vendor                            35 points 

The software meets the function requirements listed in the RFP without 
requiring modification of current equipment or future development of 
software. 

 
11.2 Cost                        20 points  

Costs all inclusive including but not limited to: cost of data conversion, 
software, licenses, installation, implementation, project management, training, 
and 1st years support. The HOUSING AUTHORITY may, at its discretion, select 
part or all of the hardware, software, and support services enumerated in the 
vendor’s proposal. The vendor must itemize and cost software, installation, 
support, maintenance, and other costs separately. No adjustment may be made 
by the vendor unless requested by the HOUSING AUTHORITY. 

 
11.3 Support Services and Service Level Agreement  25 points 

Support services included ongoing maintenance, new releases; support of HUD 
mandated changes and service level agreement related to issue resolution and 
overall responsiveness. Other factors include change management and 
documentation. The cost of ownership , i.e. yearly renewal, will be evaluated 
and considered. 
The current lead-time before implementation. The ability to convert, deliver, 
and install software within an acceptable timeframe determined solely by the 
HOUSING AUTHORITY. Ability for HOUSING AUTHORITY staff to access 
software without restriction should HOUSING AUTHORITY decide not to 
purchase yearly maintenance and purchase support based on Time and 
Materials. 

 
11.5 Training Services                                 20 points 

Training services include training approach, education options, and training 
with like or test system. 
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12. Contract Award Procedure 
After receipt of proposals and their evaluation by the HOUSING AUTHORITY, respondents 
will be notified as to their position in ranking from highest to lowest. 
 
The authority will make an award based on the proposal that best conforms to the 
solicitation and is most advantageous to the authority. The point ranking system as 
outlined in this RFP is designed to assist the authority in determining those proposals 
which best conform to the solicitation. The Authority will discuss the proposals with one or 
more vendors based upon results obtained from the ranking. 
 
The Authority may award the contract to other than the lowest price offer. As noted in the 
ranking process, proposals will first be ranked on technical evaluation. 
 
If all proposals do not meet the HOUSING AUTHORITY criteria, the software contract may 
not be awarded. 
 
If a contract is awarded pursuant to this RFP, the following detailed procedures will be 
followed: 
 
12.1 Contract Conditions 
By completing, executing and submitting the Proposal the “proposer is thereby agreeing to 
abide by all terms and conditions pertaining to this RFP as issued by the HOUSING 
AUTHORITY, including the contract clauses already attached and identified in this RFP 
including General Conditions. Accordingly, the HOUSING AUTHORITY has no responsibility 
to conduct after the submittal deadline any negotiations pertaining to the contract clauses 
already published. 
 
12.2 Contract Form 
The HOUSING AUTHORITY will not execute a contract on the successful proposer's form--
contracts will only be executed on the HOUSING AUTHORITY form (please see sample 
CONTRACT FORM, ATTACHMENT K), and by submitting a proposal the successful proposer 
agrees to do so (please note that the HOUSING AUTHORITY reserves the right to amend 
this form as the HOUSING AUTHORITY deems necessary). However, the HOUSING 
AUTHORITY will during the RFP process (prior to the submittal deadline) consider any 
contract clauses that the proposer wishes to include therein and submits in writing a 
request for the HOUSING AUTHORITY to do so; but the failure of the HOUSING AUTHORITY 
to include such clauses does not give the successful proposer the right to refuse to execute 
the HOUSING AUTHORITY contract form.  
 
It is the responsibility of each prospective proposer to notify the HOUSING AUTHORITY, in 
writing, prior to submitting a proposal, of any contract clause that he/she is not willing to 
include in the final executed contract and abide by. The HOUSING AUTHORITY will 
consider and respond to such written correspondence, and if the prospective proposer is 
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not willing to abide by the HOUSING AUTHORITY's response (decision), then that 
prospective proposer shall be deemed ineligible to submit a proposal. 
 
Please note that the HOUSING AUTHORITY has no legal right or ability to (and will not) at 
any time negotiate any clauses contained within ANY of the HUD forms included as a part of 
this RFP. 
 
12.3 Assignment of Personnel 
The HOUSING AUTHORITY shall retain the right to demand and receive a change in 
personnel assigned to the work if the HOUSING AUTHORITY believes that such change is in 
the best interest of the HOUSING AUTHORITY and the completion of the contracted work. 
 
12.4 Unauthorized Sub-Contracting Prohibited 
The successful proposer shall not assign any right, nor delegate any duty for the work 
proposed pursuant to this RFP (including, but not limited to, selling or transferring the 
contract) without the prior written consent of the HOUSING AUTHORITY. Any purported 
assignment of interest or delegation of duty, without the prior written consent of the 
HOUSING AUTHORITY shall be void and may result in the cancellation of the contract with 
the HOUSING AUTHORITY, or may result in the full or partial forfeiture of funds paid to the 
successful proposer as a result of the proposed contract; either as determined by the 
HOUSING AUTHORITY. 
 
12.5 Contract Period 
The HOUSING AUTHORITY anticipates that it will initially award a contract for the period 
of 1 year with the option, at the HOUSING AUTHORITY’s discretion, of 4 additional one-year 
option periods, for a maximum total of 5 years. 
 
12.6 Licensing and Insurance Requirements 
Prior to award (but not as a part of the proposal submission) the successful proposer will 
be required to provide: 
 

• An original certificate evidencing the proposer’s current industrial (worker’s 
compensation) insurance carrier and coverage amount; 

 
• An original certificate evidencing General Liability coverage, naming the HOUSING 

AUTHORITY as an additional insured, together with the appropriate endorsement to 
said policy reflecting the addition of the HOUSING AUTHORITY as an additional 
insured under said policy (minimum of $1,000,000 each occurrence, general 
aggregate minimum limit of $2,000,000, together with damage to premises and fire 
damage of $50,000 and medical expenses any one person of $5,000), with a 
deductible of not greater than $1,000; 

 
• An original certificate showing the proposer's professional liability and/or "errors 

and omissions" coverage (minimum of $1,000,000 each occurrence, general 
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aggregate minimum limit of $2,000,000), with a deductible of not greater than 
$1,000; 

 
• An original certificate showing the proposer's automobile insurance coverage in a 

combined single limit of $500,000. For every vehicle utilized during the term of this 
program, when not owned by the entity, each vehicle must have evidence of 
automobile insurance coverage with limits of no less than $50,000/$100,000 and 
medical pay of $5,000. 

 
• If applicable, provide a copy of the proposer’s business license allowing that entity 

to provide such services within the state of Idaho, and/or a copy of the proposer's 
license issued by the State of Idaho licensing authority allowing the proposer to 
provide the services detailed herein. The requested related information shall also be 
entered where provided for on the Profile of Firm Form. 

 
12.7 Right to Negotiate Final Fees 
 
The HOUSING AUTHORITY shall retain the right to negotiate the amount of fees that is paid 
to the successful proposer, meaning the fees proposed by the top-rated proposer may, at 
the HOUSING AUTHORITY options, be the basis for the beginning of negotiations. Such 
negotiations shall begin after the HOUSING AUTHORITY has chosen a top-rated proposer.  
 
If such negotiations are not, in the opinion of the HOUSING AUTHORITY successfully 
concluded within five (5) business days, the HOUSING AUTHORITY shall retain the right to 
end such negotiations and begin negotiations with the next-rated proposer. The HOUSING 
AUTHORITY shall also retain the right to negotiate with and make an award to more than 
one proposer, as long as such negotiation(s) and/or award(s) are addressed in the above 
manner (i.e. top-rated first, then next-rated following until a successful negotiation is 
reached). 
 
12.8 Contract Service Standards 
All work performed pursuant to this RFP must conform and comply with all applicable 
local, state and federal codes, statutes, laws and regulations. 
 
12.9 Performance Bond 
After Notice of Award but prior to execution of contract, successful Proposer must provide 
the HOUSING AUTHORITY with a Performance Bond in the amount of 100% of contract 
price. Should Proposer fail to provide Bond then the HOUSING AUTHORITY will reject the 
proposal as non-responsible. The HOUSING AUTHORITY will then make an award to the 
next highest ranked proposal. 
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13. Process for Inquiries 
All inquiries regarding software requirements in the RFP must be made via e-mail to 
roneill@chesterha.org.  Inquiries related  to the contractual relationship with CHA must be 
made via e-mail to mzissimos@chesterha.org. 
 
The deadline for making such inquiries is 11/10/11 at 12 noon.  
 
If, in the HOUSING AUTHORITY opinion, additional information or interpretation of the RFP 
is necessary, such information will be supplied in the form of an Addendum that will be 
mailed and/or e-mailed to all Vendors who have acknowledged receipt of this RFP and 
such Addendum shall have the same binding effect as though contained in the main body of 
the RFP.  
 
Only information distributed in this manner shall be considered binding with regards to 
the RFP.  
 
Any verbal instructions or information concerning the specifications provided by HOUSING 
AUTHORITY managers, employees, or agents shall not bind the HOUSING AUTHORITY.  
 
No Addenda shall be issued by the HOUSING AUTHORITY within seven (7) calendar days of 
the proposal deadline.  
 
The HOUSING AUTHORITY responses to Vendor Inquiries will be distributed to all 
responding Vendors. However, it shall be the responsibility of the Vendor to determine 
prior to the Proposal Due Date whether any amendments, additions, deletions, or changes 
of any type have been made to the RFP. 
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14. Attachments 
 
14.1 Attachment A: “Non-Collusive Affidavit” 

NOTE: Attachment A must be prepared on Respondent’s company letterhead 
 
14.2 Attachment B: Vendor Questions 
 
14.3 Attachment C: Data Conversion Checklist 
 
14.4 Attachment D: Specification Checklist 
 
14.5 Attachment E: Vendor Information 
 
14.6 Attachment F: Implementation Plan= 
 
14.7 Attachment G: Training Plan 
 
14.8 Attachment H: Data Conversion 
 
14.9 Attachment I: Sample Reference Information Form 
 
14.10 Attachment J: Support Services or SLA’s 
 
14.11 Attachment K: Contract Form 
 
14.12 Attachment L: CHA Organization Chart 
 
14.13 Attachment M: Certification of Completion and Release 
 
14.14 Attachment N: Certification of Section 3 Business Concern 
 
14.15 Attachment O: HUD-5369-C, “Certifications and Representations of Offerors” 
 
14.16 Attachment P: HUD-5370-C, “General Conditions” 
 
14.17 Attachment Q: HUD-5369-B, “Instructions to Offerors” 
 
14.18 Attachment R: Profile of Firm 
 
14.19 Attachment S: Submittals Checklist and Acknowledgment 
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ATTACHMENT A: NON-COLLUSIVE AFFIDAVIT 

 
 
 
 
 
 
 
 
 
 
STATE OF_____________________________________________________________ 
 
COUNTY OF___________________________________________________________ 
 
_________________________________________________________, being first duly  
                                                     (Contracting Company’s Name) 
 
sworn deposes and says:  
 
THAT he/she    ____________________________________________________, 
                                  (owner, principal, partner, or owner of the corporation etc.) 
 
is the party making the foregoing proposal or bid, that such bid is genuine and not 
collusive or sham; that said bidder has not colluded, conspired, connived or agreed, 
directly or indirectly with any bidder or person, to put in a sham bid or to refrain from 
bidding, and has not in any manner, directly or indirectly, sought by agreement or 
collusion or communication or conference, with any person, to fix the bid price of 
affidavit or any other bidder, or to fix any overhead, profit, or cost element of said bid 
price, or of that of any bidder or to secure any advantage against the City of Chester, 
Pennsylvania, Housing Authority or any person interested in the proposed contract; that 
all statements contained in said proposal or bid are true. 
 
         ___________________ 
         Contractor 
 
         By_________________ 
          

Title________________  
 
Subscribed and sworn to before me this 
 __________day of, 2011 
 
_______________________________________________ 
Notary Public 

 
MY COMMISSION EXPIRES, 20________ 
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ATTACHMENT B: VENDOR QUESTIONS 
 
 
1 How many employees does your business have in 

each functional area (sales, customer support, 
implementation, R&D, etc.)? 
 

2 Did/Will your company design and develop the 
proposed software or are you marketing the 
proposed system for another vendor or third 
party? 
 
If marketing, who designed the system and who 
will provide on-going support? 

 
3 Does your company outsource programming/development? If so, please describe. 
 
4  How many Housing Authorities are current clients? 
 
5 Does your company market strictly to Housing 

Authorities? If not, what percentage of your 
company is dedicated to Housing Authorities or 
HUD business? 

 
6. When was the proposed software system first installed? 
 
7 Provide an overview statement describing your financial position (adequate 

resources); long-term business plan describing distribution of resources indicating 
percentages dedicated to product development and technical support. 

 
8 What are the responsibilities that will be required of HOUSING AUTHORITY and 

what are the responsibilities that will be covered as part of your company’s 
services? What technical and nontechnical resources need to be represented on the 
HOUSING AUTHORITY project team? 

 
9 Describe how you setup the system to meet the needs of HOUSING AUTHORITY. 
 
10 Describe your company’s philosophy on customization. 
 
11 Will HOUSING AUTHORITY train with our converted data or sample/dummy data? 
 
12 Describe data conversion assistance you will provide during implementation from 

the current system? 
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13 Will HOUSING AUTHORITY retain its “known identifiers” such as Client SSN, Client 
number, Voucher Numbers, Section 8 Contract Numbers, Purchase Order Numbers, 
Unit numbers, etc.? 

 
14 What is your process of converting HOUSING AUTHORITY existing forms and 

letters? 
 
15 Will your System require HOUSING AUTHORITY to run older software in parallel 

with your software solution? 
 
16 Describe in detail the customer support services that are provided by your 

company. 
 
17 Will HOUSING AUTHORITY be assigned an account representative who will work 

with us through implementation? 
 
18 Is hotline telephone service part of your support? 

During what hours is this service available? Is there an additional charge for this 
service?  Describe how support calls are prioritized. 

 
19 Do you ever charge extra for telephone support if the reported problem is a 

customer / user problem and not a software problem? 
19a 

a. If yes, what is the current cost, minimum rate, or charge. 
 
20 Do you provide an Internet Site with FAQs (Frequently Asked Questions), updates, 

software patches, device drivers, etc.? 
 
21 Do you offer consulting services to assist a business in defining, designing, and 

implementing custom enhancements to your system? Are the consultants your own 
employees or do you recommend third parties? 

 
22 Describe your business’ policy on modifications that might be made to your system 

by a customer after initial installation. What impact would such customer 
modifications have on your system’s warranty? ; On future releases? 

 
23 Is system maintenance included in the license fee for the software? 
 
24 Describe your release schedule for maintenance updates; enhancement updates; 

tax/legislative updates. How long does it take to implement new changes in HUD 
statutes and regulations into your software? Do you have a warranty specifying  
timelines? 
 

25 Describe how your customers influence and contribute to the content of software 
enhancements and updates. 
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ATTACHMENT C: DATA CONVERSION CHECKLIST 
 
The following section is intended to provide a better understanding to the evaluation panel 
of the proposed data conversion. For each item in the list, please indicate "yes" this item is 
included with the data conversion or "no" it is not. 
 

# Item Yes / No 
1 Active and Inactive Landlords  
2 Active Waiting List(s)  
3 Bank Accounts  
4 Check Formats  
5 Check Registers  
6 Custom Work Order forms  
7 Fixed Assets  
8 Completed Work Orders  
9 General Ledger 

 (36 months of detailed transactions minimum) 
 

10 General Ledger Chart of Accounts for each fund  
11 Inactive Applicants(36 months of history minimum)  
12 Inspection History (36 months of history minimum)  
13 Inventory Items, Location, Quantity on Hand  
14 Inventory Transactions 

(36 months of history minimum) 
 

15 Invoice History  
(36 months of detailed transactions minimum) 

 

16 Payroll Deductions and Distributions  
17 Payroll History  

(36 months of detailed transactions minimum) 
 

18 Payroll information for Housing Authority Employees  
19 Recurring Invoices  
20 Section 8 Properties  
21 Public Housing High Rises  
22 Tenant Contracts  
23 Tenant Dependents  
24 Tenant Expenses  
25 Tenant FSS Information  
26 Tenant Income  
27 Tenant Notes in current system  

(36 months of history minimum ) 
 

28 Tenant References  
29 Units / Buildings/ Entrances  
30 Vendor Information  
31 Waiting List Preferences & Weights  
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ATTACHMENT D: SPECIFICATIONS CHECKLIST 

The following section is intended to provide a better understanding to the evaluation panel of the capabilities 
of the software module(s) you are proposing. For each item in the list, please indicate "yes" this feature is 
currently available or "no" it is not. You are encouraged to add comments via an addendum, clearly 
identifying the software feature by section and number, to make your responses as complete and accurate as 
possible. 
       

Item # General Functions Yes/No Comment 
 

1 Does your software require users to exit the system 
during any month-end or year-end functions? 

 

2 Does your software have the ability to scan, 
view, print, email and/or fax archived 
documents to Field Staff prior to applicant 
moving in? 

 

3 Does your software have a way to track user 
productivity? 

 

 a. Does the proposed software have a 
way to track the number of locked 
actions per each user? 
b. Does the proposed software have a 
way to track the users access to a 
participant file/record? 
c. Can users be blocked assigned access 
or denial of access to client records? 

 

4 Does you software have a fully integrated document 
imaging system with the ability to archive, view, 
print, email, and fax documents directly from the 
system?  Can paper documents be scanned into the 
system?  Can reports can be directly archived. 
Can items outside the system on your computer be 
archived, such as digital pictures, TIF,ADOBE PDF, 
and Microsoft Office 2007 documents. 

 

5 Provides detailed rent and utility allowance 
calculations, kept up to date with latest HUD 
requirements and formulas 

 

6  Integrated appointment calendar  
7 Integrated reminder system (like pop-up 

messages) 
 

8 A validation program that is fully compliant 
with the current HUD-50058 Technical 
Reference Guide 

 

9 Unlimited number of rows to record client contact  
 and case notes  
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Item # General Functions Yes/No Comment 
 

10 Ability to list the current HUD regulations 
and the current A&O Policy while entering 
the income, or deductions for a resident 

 

11 Tenant reports that can be filtered by 
project number, caseworker, and used 
defined codes 

 

12 Reports on PIC submissions that will help 
maintain 95% or higher on all submission rates 

 

13 RIM audit verification procedure.  
14 Automatically submit files to PIC without 

using the PIC Website 
 

15 The ability to exclude submissions by 
program type: e.g. - a button to exclude 
GRANT programs from submitting to PIC 

 

16 Automatically retrieve PIC error reports and 
store ticket numbers and PIC error Reports 

 

17 Validation program that is fully compliant with the 
current HUD-50058 Technical Reference Guide 

 

18 Translate PIC errors into user friendly 
directions for corrections 

 

19 Ability to compare PIC records with System 
records to identify any records not currently 
in PIC system that are in our system 

 

20 Keep history of prior residents in unit  
21 Ability to set levels of security for users (i.e.: 

not everyone can change Master File of 
resident, not everyone can do adjustments 
to accounts) 

 

22 Search for a tenant account using the unit 
number, address, lease date, termination 
date, SSN or tenant name 

 

23 Tracks and maintains all data required for 
PHAS Reporting 

 

24 HUD compliance and error checking prior to 
completion of 50059 and/or voucher processing. 

 

25 Project Based Section 8 (New Construction) 
– 50059 processing capability and voucher 
submission processing. 

 

26 Initial training of all users by the software vendor.  
27 GAAP Compliant accounting  
28 Dashboard features for the accounting 

Modules 
 

29 Software Modules are arranged in a logical manner 
according to order of processing. 
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Item # General Functions Yes/No Comment 
 

30 Data entry fields are arranged in a logical manner 
for ease of data entry; with pertinent information 
summarized on initial screen. 

 

31 All software modules have easy to use online help.  
32 Time / date fields are displayed in a standardized 

manner. 
 

33 Database is SQL compliant  
34 Database is ODBC compliant  
35 Database fields can be exported to and 

imported from MS Office products using OLE 
standard 

 

36 Organization has user group which meets at least 
annually. 

 

37 Organization uses feedback from user group to 
determine software direction. 

 

38  Provide security (user & group level) by: 
a. Application 
b. Menu item/function within 
application 
c. Reports 
d. Queries 

 

39 Provide audit trails tracking user access to system 
and activity. 

 

40 Flexible, robust report writer feature available in all 
subsystems. Ability to modify canned reports and 
design own reports. 

 

41 Intelligent purge routines for all modules  
42 Complete test environment for all modules  
43 Users have the ability to print from system 

to several network printers 
 

44 Queuing system for reports/printers and 
ability to check print status 

 

45 Ability to create an unlimited number of fillable 
custom forms and letters 

 

46 Minimum of six (6) user data fields that can be used 
to input text of dates codes for searching/tracking 
and reporting. 

 

47 System must include capability to attach electronic 
files, such as digital images and electronic 
documents, directly to specific entities, (i.e. 
applicant, landlord, unit, etc.) without using a 
separate application. 
 

 

48  Ability to distribute reports via email  
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Item # General Ledger 
 

Yes/No Comment 
 

49 Inter fund balancing – Software must automatically set up the inter 
fund accounts receivable and accounts payable between funds. The 
software must also comply with HUD’s asset management model 
and be able to post inter fund A/R’s and A/P’s at the AMP level. 
Able to have both Manual and Automatic interfund transactions 
between Funds and Projects 

 

50 Project based accounting – The software must comply with HUD’s 
project based accounting format and be able to post at the project 
level as well as multiple fund level. This posting also applies to 
budgeting and producing balance sheets and income statements. 
Produce Project Based Financials for multiple projects for both the 
Balance Sheet and Income Statement. 

 

51 Able to handle charging fee for service between projects and from a 
central cost center to the projects 

 

52 Ability to block/control transaction posting to prior periods so no 
posting is done to the wrong year.  

 

53 Module posting – The posting to the general ledger must be at the 
summary level (with the option to post in detail).  

 

54 Account set up – Multiple segment account numbers should be 
available and the ability to use any combination of segments 
between funds. 

 

55 Recurring Entries – Monthly recurring entries must be available to 
post manual journal vouchers. 

 

56 FDS – The Financial Data Schedule for HUD’s REAC submission must 
be made available based on the monthly/annual general ledger 
processing and postings. Able to pull FDS by Fund/Project 

 

57 Monthly postings – Ability to maintain multiple months open at any 
particular time to process in the future or at year end to process 
the yearend adjustments. Manage multiple year ends. 

 

58 Accommodate minimum of 4 account number segments (including 
Fund) 

 

59 Ability to post transactions in summary or in detail  
60 Ability to support multiple fiscal calendars  
61 User defined inter-fund account numbers  
62 Automatic creation of inter-fund transactions with complete 

balancing 
 

63 Ability to drawn detailed information from the GL system to all 
interfacing subsystems 

 

64 Ability to view Transaction source and origin in Allocated Account  
  



                                                                                           RFP 2011-03 

35 

Item # General Ledger, continued Yes/No Comment 
 

65 Ability to support unit allocation table (number of contracts per 
fund automatically determines allocation percentage) 

 

66 Capability to process subsequent year transactions before 
completely closing previous year. 

 

67 Capability to deactivate accounts from further posting without 
deletion.  
 

 

Item # Budgets Yes/No Comment 
68 Capability to tie GL number to FDS number and facilitate 

transmission to REAC. 
 

69 Project Based – The software should allow for input and posting of 
multiple budgets within a specific fund for project based budgeting. 

 

70 Monthly reporting – Reporting should be available for any reporting 
period even if the month is closed and also the reports should be 
capable of combining two or more projects within a fund. 

 

71 Dashboard feature – A dashboard feature showing summary totals 
as well as detail total should be available to non-finance 
department personnel. The feature should be restricted to a read 
only and access only after security set up. 

 

72 Per Unit Month (PUM) – Income and expense statements must 
contain data showing the PUM for each project. This feature is to 
comply with HUD’s asset management model.  

 

73 Financial Reporting – After monthly postings, a feature allowing the 
user to email statements to other users. 
a. Ability to export and import data for the budget. 
b. Able to spread automatically over 12 months 

 

74 Ability to enter annual approved budget amounts for each 
department or cost center  

 

75 Ability to track all actuals against approved budget amount by 
division, project or fund 

 

76 Capability to automatically allocate portions or percentages of 
budgets between accounts. 

 

Item # Grant Management Yes/No Comment 
 

77 Able to display all invoices and by which BLI they are related to the 
grant. 

 

78 Able to manage grants spanning multiple years.  
79 Ability to automatically update Budget and General Ledger when 

grant is modified.  
 

80 Ability to set milestones for each grant including target dates and 
actual dates. 

 

81 Ability to track costs by grant, phase, budget line items, budget 
categories and by contract.  
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Item # Fixed Assets Yes/No Comment 
82 Entry – Ability to post to the fixed asset system manually or an 

interface from accounts payable. 
 

83 Ability to enter fixed assets at zero book value to track the asset.   
84 Depreciation – Monthly posting from fixed assets to the general 

ledger based upon the cost center/project purchased from. 
  

 

85 Ability to determine the useful life years and the method of 
depreciation.  

 

86 Balancing – Reports must be available to balance the posted fixed 
asset system to the general ledger system by fund/cost 
center/projects.  

 

87 Physical inventory reports – Annual physical inventories require 
listings of fixed assets. These reports must list the physical location 
of all fixed assets by site (not project charged, assets may be 
located at a site other than where it was purchased). 
  

 

88 Inventory tags – Ability to have the tags scanned.   
89 Warranties – Fixed asset inventories must be tracked through the 

system.  
 

90 Disposition – All disposed assets must still be maintained in a 
disposed file in the event of assets requiring reinstatement. 

 

91 Ability to produce reports at the AMP or fund level for disposal and 
/or additions for any part of the fiscal period. 

 

92 Ability to track assets by fund or account in the general ledger.   
93 Ability to reinstate a fixed asset which has previously been written 

off or disposed of.  
 

94 Integrated electronic filing system (document imaging system) to 
maintain warranties, purchase agreements, service contracts, etc.\ 

 

95 Ability to group assets by user defined type of asset (vehicles, office 
equipment, computers, etc.)  

 

Item # Requisitioning and Purchasing Yes/No Comment 
96 Ability to enter on-line requisitions  
97 Ability to automatically e-mail notifications to alert approvers when 

a requisition needs to be reviewed. 
 

98 Ability to inquire from vendor level all open and closed purchase 
orders  

 

99 Ability to inquire for user entered Buyer all open and closed 
purchase orders  

 

100 Ability to set and hold to budget parameters for a purchase order  
101 Ability to print receiving documents by: Purchase order number, 

date, receiver  
 

102 Ability to enter contracts and edit at any time  
103 Ability to track purchase orders against a particular contract.  
104 Ability to identify vendor as minority vendor  
105 Ability to enter and update vendors be restricted by security levels  
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Item # Accounts Payable Yes/No Comment 
106 Record each vendor record with the following basic criteria: 

a. Vendor Name 
b. Attention Line 
c. Address 
d. City, State, and Zip Code 
e. Phone Number 
f. Tax Identification 
g. 1099 Yes or No 
h. Vendor Type 
i. Minority and Classification codes 
j. Vendor terms 
k. Alternate address feature 

 

107 Automatically warns user if a duplicate entity number is entered 
(Social Security/ Federal Tax Identification), from any module within 
the software program 

 

108 Organize vendor database by both vendor name and unique vendor 
number 

 

109 Include list of individual invoices in each 
vendor’s record 

 

110 Vendor records split between outstanding 
and history invoices 

 

111 Invoice number query by vendor  
112 Each invoice record can have an unlimited 

number of line items 
 

113 Real-time and/or batch posting and data entry  
114 Multiple levels of holds for invoices  
115 Automatic warning of duplication of Accounts Payable invoices  
116 Automatic posting of a current payment to a future accounting 

period 
 

117 Global payment of invoices to be run by due date  
118 Set-up features for recurring payments that are amendable  
119 Lay out every item printed on the check to match HOUSING 

Authority’s existing check stock 
 

120 MICR check encoding  
121 Positive Pay bank verification capability  
122 Produce check registers with multiple levels of detail  
123 Automatic check voiding and invoice reinstatement  
124 Unlimited banks and bank accounts with the ability to print checks 

from any account and create interfunds between funds and 
projects 

 

125 ACH payment files to Tenants and Landlords  
126 ACH pre-note functionality to test the file submissions prior to 

funds transfer  
 

127 Ability to email payment advice to tenants and landlords.  
128 Easy to navigate screens that allow Tabs, arrows, or graphics based 

screens with drilldown and shortcut icons 
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Item # Accounts Payable, continued Yes/No Comment 
 

129 The Accounts Payable program to integrate with the Tenant 
Accounts Receivable, Purchase Order, Inventory Control, and 
General Ledger programs so data is entered only once 

 

130 Generate separate vendor and landlord audit 
reports prior to 1099 production 

 

131 Combine vendor and landlord data from Accounts Payable and 
Section 8 programs 

 

132 Produce 1099 form for each tax entity (individual or organization)  
133 Print 1099 forms and mailers and produces a Magnetic Media data 

submission file for transmission to the IRS 
 

134 W2 - Electronic submission to the Commonwealth of Pennsylvania 
with proper formatting 

 

135 Archive 1099 history  
136 Process 1099 MISC forms via laser printer  
137 Ability to distribute costs across funds and projects based on 

agency defined distribution rules (percentages to each) 
 

138 Integrated electronic filing system (document 
imaging system) to original invoices, vendor 
contracts, 1099s, W-9s, etc. 

 

139 Able to have separate fund checking accounts and for the public 
housing to have one central bank account for all public housing 
projects rather than individual project accounts . 

 

140 Ability to enter manual check into the system.  
Item # Tenant Accounting(LIPH) Yes/No Comment 
141 Automatic posting of payments to resident’s accounts  
142 Maintain security and pet deposits  
143 Ledgers with current and past transactions on 

all accounts (both active and vacated). Complete audit trail for all 
activity on tenant accounts. 

 

144 Customized letters for notifying residents of 
billing on their accounts (Pull information 
directly from file) 

 

145 Periodic reporting module to provide audit 
tracking and review information for both daily 
and monthly financial data 

 

146 Process for month end reports and printing 
rent statements 

 

147 Lockbox payment processing for several funds  
148 Ability to enter alternate addresses for 

residents for either evictions or second party 
processing paperwork 

 

149 Ability to enter and bill residents living in units 
owned by Housing Authority that are not 
under any HUD program 
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Item # Tenant Accounting(LIPH), continued Yes/No Comment 
150 Ability to manually enter payments on 

residents in several funds if they will not 
process through the Lockbox process 

 

151 Ability to charge maintenance charges, etc.  
152 Ability to set up repayment agreements for either rent, 

maintenance charges, or pet deposits 
 

153 Ability to apply late fees to accounts in different programs 
(different rules for separate programs) 

 

154 Ability to interface to Accounts Payable for automated processing 
of Tenant UAP checks  

 

155 Ability to integrate with other software modules i.e., Wait list, 
Recertification, General Ledger, Inspections, Work Order, Custom 
or third party report writer. 

 

156 Maintains audit trail on resident accounts.  
157 Prepares delinquent listings and notices.  
158 Automatically posts maintenance charges from the work order 

program. 
 

159 When moving in a resident, automatic check to determine if unit is 
vacant. 

 

160 Tracks lease terminations – court dates and court numbers. 
Provides summary reports to take to court. 

 

161 Able to update the utility allowances in the unit records without 
affecting the resident’s rent calculation. (Desired) 

 

162 The ability to stop an applicant from being sent to a unit unless all 
information is on file (i.e.: Social Cards, Birth Certificates, and 
current income verification for all family members) (Desired). 

 

163 Produces a Tenant Rent Statement  
Item #  Public Housing Inspections Yes/No Comment 

 
164 Follows the complete UPCS inspection protocol.  
165 Prints resident notification letters.  
166 Integrates with work order system to generate work orders, if 

needed. 
 

167 Tracks inspection dates  
168 Produces inspection results reports  
169 Integrates with handheld computers for “paperless” inspections 

recorded directly to data files in the field. 
 

Item # Public Housing & Section 8 - 
Housing Choice Voucher Programs 

 

Yes/No Comment 
 

170 Reports can be maintained on PIC submissions that help to 
maintain 95% or higher on all submissions rates. 

 

171 Month-end processing can be performed while users are logged in 
the system. 
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Item # PH and Section 8, continued Yes/No Comment 
172 Automated Briefing Packages (Public Housing Lease Up Package) - 

A complete briefing package is created to include Voucher, 
Request for Tenancy and HA specific  

 

173 Automatically calculates Earned Income Disallowance   
174 Does your system offer an Online Landlord Portal?    If Yes, can 

Landlords: 
a. View check history with detailed 
information? 
b. Re-print 1099s? 
c. View property information for their 
units? 
d. View contract information (HAP, TTP,URP, etc.) for each unit? 
e. View upcoming inspection schedules? 
f. View detailed results of property inspections, including 
deficiencies? 
g. Communicate with inspectors? 
h. Download various forms as defined by the housing authority?  

 

175 Ability to identify landlords that are no longer eligible due to non-
compliance?  

 

176 Portability, including Port-ins and Port-outs, and the ability to 
automatically generate HUD Form 52665 at the click of a button. 

 

177 Electronic memorandums that document, date, and time stamp 
user notes and "off-line" activities.  

 

178 Family Language indicator  
179 Data fields to detail Check/Direct Deposit information on the 

check stub  
 

180 Data fields for detailed descriptions for adjustments to HAP and 
UAP on check stub. 

 

181 Merge required letters/standard forms  
182 Retain historical data for units that have been on the program 

(Tenant/Landlord History) 
 

183 Capability to key monthly recurring adjustments with a comment 
area to key information in as to why these adjustments are 
recurring. 

 

184 Reports to back up all checks issued and deductions  
185 Owner, property manager, and/or landlord listed on a single 

screen with the ability to input notes. 
 

186 Does Software alert staff member when they have keyed a 
previous change in for a tenant as well as alert them if an 
adjustment is in the system to be paid from that previous change. 

 

187 Software should have the capability to invoice a Landlord that 
owes money to the housing authority. 

 

188 Action Type 13 for HUD 50058 submissions: Entering new 
Inspection dates must update any pending 50058. 

 

189 Data validation prior to HUD IMS/MTCS/PIC submission: System 
verification required to prevent PIC errors.  
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Item # PH and Section 8 , continued Yes/No Comment 
19 Automatically up-date ages of all household members when 

keying based on effective date of 50058 
 

191 Flag any incomplete fields required by HUD IMS/PIC/MTCS 
systems and block further processing until complete with valid 
entries  

 

192 Retroactive rent and utility payments: Generate calculations 
automatically based on updated information.  

 

193 Utilization: Real time reporting of end of month and first-of-month 
utilization for VMS reporting as required by HUD, including "drill 
down" feature to reconcile numbers.  

 

194 SEMAP Requirements for Annuals: “Hot list” of annual re-exams 
120 days prior to annual re-exam date, with a count-down of days 
remaining until the re-exam date for those not keyed/completed.  

 

195 SEMAP Requirements for HQS: “Hot list” of HQS inspections due, 
i.e. 240 days after the last annual inspection date, with a 
count-down to the deadline for completion. 

 

196 Correct accounting/invoicing adjustments for landlords: Flag 
landlords (EIN) no longer participating in the program with 
balances 
due to automatically deduct any balances when a new unit is put 
under contract. Include automatic generation of a letter/invoice to 
the landlord explaining the deduction. 

 

197 Generate monthly landlord payments.   
198 Capable of producing VMS data for HUD reporting.   
199 HAP charged to correct month for reporting.  
200 Mid-Month HAP tracking and reporting.  
201 Voucher count for end of month along with the 1st of the month.  
202 FSS specific reporting fields for calculating and tracking escrow, 

goal assessment; enrollment progress and exit forms (Contract 
Participation (HUD 52560)); referral information, Logic Model 
reporting, etc.  

 

Item # Recertifications: Public Housing & Section 8 Yes/No Comment 
203 Maintain individual records which contain 

complete income, assets, expenses and 
references to include: 
a. Personal, bank and credit 
b. Track community service 
c. Automatically calculates Earned Income 
Disallowances 
d. FSS contracts, forms, escrow 
calculations, tracking and maintenance   

 

204 
 

History of past 50058’s and history of unit, listing past residents 
even if they have moved out. 

 

205 
 

This module needs to integrate with the Tenant Accounting 
module. 
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Item # PH and Section 8, continued Yes/No Comment 
206 Ability to start certification, put on hold, complete  another for 

same and resume certification. 
 

207 
 

Tracks needed signatures on lease riders, for all adult members in 
the unit. 

 

208 Supervisors can track the progress of re-certifications.  
209 
 

Reasonable Accommodations tracking of extra 
bedrooms 
a. Tracking/Flagging all participants 
granted reasonable accommodations 
like extra bedrooms in the inspection 
paperwork to verify client is utilizing 
room for intended purpose. 

 

210 
 

Per user calendar or pop-up notifications for upcoming and/or 
missed: re-certifications, paperwork due dates, and appointments 

 

211 
 

Need to verify Social Security Numbers for both accuracy in the 
PIC system and also that the applicant is not a resident in any 
other of 
our subsidy programs. Needs to be able to check for duplicate 
subsidy in other Housing Authorities or programs. 

 

212 
 

Estimate rent calculations using the income, 
assets, expenses and deductions. 

 

213 
 

Ability for applicants to apply online via website and have 
application information flow into Wait List program. 

 

214 
 

Ability for applicants to check the status of the 
Wait List 

 

215 
 

Ability to pull vacant unit information daily. To identify and 
schedule them quickly with the developments is critical to our 
lease up time. 

 

216 
 

To identify clients that need accessible housing and units that 
meet these needs. 

 

217 
 

Applications/Waiting List – multiple waiting lists w/preference 
points ranking, income targeting categories. 

 

218 Application data transfers to Move In data.  
219 
 

Ability to track information on LEP to identify applicants and 
participants that require an interpreter. 
 

 

Item # Contract Administration Yes/No Comment 
 

220 
 

Project Based Section 8 (New Construction)–50059 processing 
capability and Voucher submission processing. 

 

221 Market-Rent or non-subsidized portfolio.  
222 Post Rent/HAP to accounts.  
223  M/I and M/O accounting.  
224 
 

HUD compliance and error checking prior to completion of 50059 
and/or voucher processing. 

 

225 Manual and automated adjustments on Voucher processing.  
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Item # Contract Administration, continued Yes/No Comment 
226  Capability to receive TRACS error messages.  
227 
 

Work Order system – capability to track individual staff person 
data also needs to allow multiple line items per work order for 
tracking. 

 

228 
 

Interface to A/P module to automatically generate utility 
allowance checks. 

 

229 History of previous 50059s is stored and available for viewing.  
230 
 

Verification processing – ability to automatically generate for each 
household member w/merged data (would prefer some type of 
tracking system). 

 

231 Special Claims processing, vacancy loss processing.  
232 202c TRACS compliance.  
233 Imax TRACS submission.  
234 Waiting list history (showing who and when moved in).  
Item # Work Orders Yes/No Comment 
235 User-defined fields – How many per module?  
236 
 

User-defined and 1000 (minimum) task code capability – minimum 
4-digit field preferred. 

 

237 User-defined work descriptions on a pull-down menu  
238  Pull Work Orders for PHAS Reporting  
239 
 

Unlimited lines and character spacing in the work order 
description area 

 

240 
 

Available space for side notes that do not appear on the printed 
work order (Desired) 

 

241 Generate work orders by unit #, address, AMP/site or tenant 
name 

 

242 
 

Generate multiple work orders for one address by selecting the 
address only once 

 

243 
 

Have multiple work items and multiple employees appear on a 
single work order (Desired) 

 

244 
 

Designate "Pet In Unit" once for an address and have the 
designation default on subsequent work orders for the same 
address. 

 

245 
 

Copy and paste a work description from one work order to 
another (Desired) 

 

246 
 

Ability to notify someone of a Skilled Trades work order issued for 
their area by someone in another area (FYI with "Read only" 
capability). 

 

247 
 

Ability to repeat standard labor information for the same 
employee when entering several labor entries on one work order 
(e.g. employee #). (Desired) 

 

248 
 

Inventory and labor together on the work order for cost per work 
order (Desired) 

 

249 
 

Track the date, time and function performed by users of a 
specified work order (Desired) 
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Item # Work Orders, continued Yes/No Comment 
250 
 

Track data to determine PHAS percentages by AMP or multiple 
selection criteria and produce a worksheet containing a 
breakdown of same. (Desired) 

 

251 
 

Flag or color-code emergency work orders not abated within 24 
hours 

 

   
252 
 

Flag non-emergency work orders not completed within 3 days. 
(Desired) 

 

253 
 

Ability to schedule monthly, weekly and daily planned periodic 
maintenance 

 

254 Preventive maintenance scheduling  
255 
 

Option to specify a start time to appear on all preventive/periodic 
work orders (Desired) 
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ATTACHMENT E: VENDOR INFORMATION 

Please address each of the following concepts or questions in your response: 
 
1) Identify the owners, and indicate if a woman or minority-owned enterprise. Identify who in 
your organization will be our contact(s) throughout the evaluation process. Please include 
name, title, qualifications, mailing address, e-mail address, voice, and fax phone numbers. 
 
2) Describe your primary business. Provide a short history of your business, including when 
it was founded, any major milestone events and a product list. 
 
3) Describe the features of the web-hosted software and discuss the factors that 
differentiate your system and service from other systems and services in the marketplace. 
 
4) How many employees does your business have in each functional area (sales, customer 
support, implementation, R&D, etc.)? 
 
5) Did/Will your company design and develop the proposed software or are you marketing 
the proposed system for another vendor or third party? If marketing, who designed the 
system and who will provide on-going support? 
 
6) How many customers do you have in total? 
 
7) Does your company market strictly to Housing Authorities? If not, what percentage of 
your company is dedicated to Housing Authorities or HUD business? 
 
8) How many customers do you have in the PHA industry? 
 
a. Please identify your largest PHA customer for Public Housing and for Section 8. 
b. Provide a list of agencies utilizing the proposed web-hosted software that have over 
2,200 (Public Housing and Section 8) units. 
 
9) Please indicate when and where the proposed software system was first installed. 
 
10) If your firm intends to subcontract any part of the work for the proposed system, specify 
the percentage of the total contract to be subcontracted and identify the subcontractor 
organization(s).  
 
The CHA reserves the right to approve all subcontractor participants, and will expect the 
awardee to perform as the primary contractor and be responsible for all subcontractor 
activities. Additionally, the CHA expects the awardee to serve as the primary contact for all 
issues regarding implementation of the solution.  If this is not your standard approach, 
please discuss differences. 
 
13) Provide an overview statement describing your financial position (adequate resources); 
long-term business plan describing distribution of resources indicating percentages 
dedicated to product development and technical support. 
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ATTACHMENT F: IMPLEMENTATION PLAN 

Please provide information in the following format. Be sure that each of the following 
questions/concepts is addressed: 
 
1) Describe your company’s software installation and implementation plan. 
 
2) What are the responsibilities that will be required of HOUSING AUTHORITY and 
what are the responsibilities that will be covered as part of your company’s services? 
 
3) What technical and non-technical resources need to be represented on the 
HOUSING AUTHORITY project team? 
 
4) Describe your plan to coordinate any required hardware upgrades. 
 
5) How soon can you implement the software service after contract execution? 
 
6) What tools are provided with the system to support user customization? 
 
7) Describe your company’s philosophy/approach to customization. 
 
8) Provide an Organizational chart that describes the team members that will be 
involved with the implementation and describe how the implementation plan will be 
created? 
 
9) Provide references for similar data conversions with other clients. 
 

 

  



                                                                                           RFP 2011-03 

47 

ATTACHMENT G: TRAINING PLAN 

Estimates of the number of users to be trained for each HOUSING AUTHORITY 
department can be determined by using ATTACHMENT L - CHA ORGANIZATION 
CHART. 
 
Please provide information in the following format. Be sure that each of the following 
questions/concepts is addressed: 
 
1) Describe your Database Management and User Training Approach? 
 
2) Describe the training / education options available to your customers for the 
proposed hardware environment. 
 
3) Describe the PC configuration necessary for training. 
 
4) Will there be an exact replica to the system on-line which can be used during 
implementation and training? If not, can this be added and at what cost? 
 
a. Describe your user training process for new implementations and enhancements. 
 
b. Describe On-Site training you may provide. 
 
c. Describe web-based training you may provide. 
 
d. What is the average number of trainees in your classes? 
 
e. How much of your training class is hands-on? 
 
f. Approach for ongoing training? 
 
g. Provide all documentation pertinent to training. 
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ATTACHMENT H: DATA CONVERSION PLAN 

Please provide information in the following format. Be sure that each of the following 
concept/question is addressed: 
 
1) Describe data conversion assistance you will provide during implementation from the 
current system? 
 
2) Can you convert existing data – provided that HOUSING AUTHORITY supplies you 
with the record layouts? 
 
3) Will HOUSING AUTHORITY retain its “known identifiers” such as Client number, 
voucher number, Section 8 Contract Number, Purchase Order Number, Unit number, 
etc.? 
 
4) Do you provide sample data with which to conduct system installation verification 
testing? Describe the testing process. 
 
5) What level of support do you provide for the conversion from our current systems to 
the new one? 
 
6) What is the recommended sequence of programs to be converted? And is it required 
to convert in that sequence? 
 
7) Provide the steps that will be taken to cut over to the new system? 
 
8) Does your System require HOUSING AUTHORITY to run in parallel with older 
system(s)? 
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ATTACHMENT I: SAMPLE REFERENCE INFORMATION FORM 

 
Provide a complete list of current clients and a minimum of three (3) organizations that are using 
your proposed system and who can be contacted for reference purposes. Include the following 
information: 
 
 
1.  Organization: 

Where Located: 
Contact Person: 
Contact’s Title: 
Contact’s Phone Number: 
PHA Size: 
Section 8 Units 
PH Units 
Short system description (what installed, when, etc.): 

 
 
2.  Organization: 

Where Located: 
Contact Person: 
Contact’s Title: 
Contact’s Phone Number: 
PHA Size: 
Section 8 Units: 
PH Units 
Short system description (what installed, when, etc.): 

 
 
3.  Organization: 

Where Located: 
Contact Person: 
Contact’s Title: 
Contact’s Phone Number: 
PHA Size: 
Section 8 Units 
PH Units 
Short system description (what installed, when, etc.): 
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ATTACHMENT J: SUPPORT SERVICES OR SLA’s 
 
1) Describe in detail the customer support services that are provided by your company. 
 
2) Will HOUSING AUTHORITY be assigned an account representative who will work with us 
through implementation? 
 
3) Is a hotline telephone service part of your support? During what hours is this service 
available? Is there an additional charge for this service? How are support calls prioritized? 
 
4) Do you ever charge extra for telephone support if the reported problem is a customer / user 
problem and not a software problem? 
 
5) Do you provide an Internet Site with FAQs (Frequently Asked Questions),updates, software 
patches, device drivers, etc.? 
 
6) Is there a formal User Group for the proposed product? Are there user conferences or 
training events? Describe. 
 
7) Do you offer consulting services to assist a business in defining, designing, and implementing 
custom enhancements to your system? Are the consultants your own employees or do you 
recommend third parties? 
 
8) Describe your business’ policy on modifications that might be made to your system by a 
customer after initial installation. What impact would such customer modifications have on your 
system’s warranty? On future releases? 
 
9) Is system maintenance included in the license fee for the software? 
 
10) Describe your release schedule for maintenance updates; enhancement updates; regulatory 
updates. How long does it take to implement new changes in HUD statutes and regulations into 
your software? Do you have a warranty specifying timelines? 
 
11) Must customers request an update release or are they sent automatically? 
 
12) What is your company’s policy on keeping up with new versions of dependent products, 
such as the operating system or database system it runs on? 
 
13) Describe how your customers influence and contribute to the content of the enhancement.  
 
14) Describe the contents of your system maintenance / update releases for the previous twelve 
(12) months and the date each was released. 
 
15) If a product is discontinued or your company is sold, do you have any minimum guarantees 
for continued product support? 
 
16) Beyond the initial install, does your proposed solution, or any software subsystem, require a 
monthly, quarterly, or yearly product key or code to allow continued the use of the product? 
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ATTACHMENT K: CONTRACT FORM 

CONTRACT BETWEEN 

CHESTER HOUSING AUTHORITY 
And 
[                                               ] 
 
INTRODUCTION 
This contract by and between the Chester Housing Authority (hereinafter “HA”), and 
_______________________________________, (hereinafter “the Contractor”) is hereby 
entered into this ____ day of ________, 2012. 
 
Services pursuant to this contract shall begin on the _____ day of ________, 2012, and shall 
end on the ______ day of ______, 20____, unless otherwise extended, modified, terminated 
or renewed by the parties as provided for within this contract. Unless otherwise detailed 
herein, all references to “days” shall be calendar days (in the case that the last day 
referenced falls on a Saturday, Sunday or legal holiday, then the period of time shall be 
automatically extended to include the next work day). Also, whenever the term "herein" is 
referred to, such refers to this contract form, the appendices and all listed attachments. 
 
 
1.0 Definitions: 

 
1.1 Chester Housing Authority (HA): Any reference herein or within any Appendix 
to the “Housing Authority” shall be interpreted to mean the same as the HA. 
 
1.2 Contracting Officer (CO): The HA Contracting Officer, typically the HA Executive 
Director, but may be another person delegated such authority by the ED. 
 
1.3 Executive Director (ED): The HA Executive Director. 
 
1.4 Request for Proposals (RFP): A competitive solicitation process conducted by the HA 
wherein award was completed to the top-rated responsive and responsible proposer. 
 
 
2.0 Services and Payment: 
 
2.1 Scope of Services: The services provided pursuant to this contract generally consist 
of those services for the HA as described herein and within the Appendices. Said 
services shall be provided on the dates and times determined by the HA at the 
designated HA community and facilities. In addition, the HA shall retain the right to 
implement and/or enforce any item issued as a part of RFP Housing Program and Accounting 
Software procurement documents. 
 
2.2 Provisions of any and all Work (Task Orders): The Contractor shall not begin any 
additional work (other than that already detailed herein) without the receipt of a 
completed Contract Change Order Form fully executed by the parties named herein. 
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2.3 Cost/Value of Services: 
 
2.3.1 Contract Value: The current total Not-To-Exceed (NTE) value of this 
contract is: 

$__,___.__ 
 

The Contractor exceeds the NTE amount at his/her own risk. The 
Contractor is under no obligation to provide additional services that would 
cause the Contractor’s fees to exceed the NTE amount without prior 
revision of this amount by written change order. 
 
2.4 Renewal Options: This contract is initially executed for services for the period of 1 
year with the option, at the HA’s discretion, of 4 additional one-year option periods, 
for a maximum total of 5 years. 
 
2.5 Performance: The Contractor will complete each assigned task as detailed within 
the Scope of Work/Specifications herein attached. 
 
2.6 Billing Method: 
 
2.6.1 To receive payment for services rendered pursuant to this contract the 
Contractor shall submit a fully completed invoice for work previously 
performed to: 
 
Roman Kubas, Finance Director 
Chester Housing Authority 
1111 Avenue of the States 
Chester, PA 19013 
 
2.6.2 At a minimum, the invoice shall detail the following information: 

2.6.2.1 Unique invoice number; 
2.6.2.2 Contractor’s name, address and telephone number; 
2.6.2.3 Date of invoice and/or billing period; 
2.6.2.4 Applicable Contract No. ____; 
2.6.2.5 Applicable Purchase Order No.; 
2.6.2.6 Brief description of services rendered, including applicable time 
frame, total hours being billed for each service at each detailed 
site, and at the approved rate (may be submitted in the form of 
a report); and 
2.6.2.7 Total dollar amount being billed. 
2.6.3 The HA will pay each such properly completed invoice received on a 
Net/30 basis. Any invoice received not properly completed will not be paid 
unless and/or until the Contractor complies with the applicable provisions 
of this contract. 
 

3.0 HA’s Obligations: Pursuant to this contract, the HA agrees to provide the specific 
services detailed herein. 
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4.0 Contractor’s Obligations: Pursuant to this contract, the Contractor agrees to provide the 
specific services detailed herein and also shall be responsible for the following: 
 
4.1 Supervision and Oversight: The Contractor shall be solely responsible for providing 
supervision and oversight to all of the Contractor’s personnel that are assigned to the 
HA properties pursuant to this contract. 
 
4.2 Qualified Personnel: The Contractor warrants and represents that it will assign only 
qualified personnel to perform the services outlined herein and within the 
appendices. For the purposes of this contract, the term “qualified personnel” shall 
mean those personnel that have been investigated, tested and trained in the manner 
described within this contract and, as proposed by the Contractor within its proposal 
or as provided by the Contractor during the Contractor’s normal conduct of business. 
 
4.3 Compliance with Federal and State Laws: All work performed by the Contractor, 
pursuant to this contract, shall be done in accordance with applicable all Federal, 
State and local laws, regulations, codes and ordinances. 
 
4.4 Insurance Requirements: 
 
4.4.1 The complete indemnity requirements are detailed within Section 11.18 
herein. 
4.4.2 In this regard, the Contractor shall maintain the following insurance 
coverage during the effective term(s) of this contract: 

4.4.2.1 Policy of General Liability Insurance, $1,000,000 per 
occurrence, $2,000,000 aggregate together with damage to 
premises and fire damage of $50,000 and medical expenses for 
any one person of $5,000 with a deductible not greater than 
$1,000. The HA shall be named upon the certificate issued as 
an "additional insured," together with providing a copy of the 
corresponding endorsement evidencing the same. 
4.4.2.2 Policy of Professional Liability Insurance or Errors & Omissions 
coverage, minimum of $1,000,000 each occurrence, general 
aggregate minimum limit of $2,000,000 with a deductible of not 
greater than $1,000; 
4.4.2.3 Automobile Liability coverage in a combined single limit of 
$500,000. For every vehicle utilized during the term of this 
contract, when not owned by the entity, each vehicle must have 
evidence of automobile insurance coverage with limits of no less 
than $50,000/$100,000 and medical pay of $5,000 with a 
deductible not greater than $1,000. 
4.4.2.4 Worker’s compensation coverage evidencing carrier and 
coverage amount. 
4.4.2.5 The Contractor shall provide to the HA with current 
certificate(s)/endorsement(s) evidencing the insurance 
coverage referenced above. Failure to maintain the above reference 
insurance coverage, including naming the HA as an 
additional insured (where appropriate) during the term(s) of this 
contract shall constitute a material breach thereof. 
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4.4.2.6 Insurance certificate(s)/endorsement(s) shall be delivered to 
the following person representing the HA: 

 
Maria Zissimos, General Counsel 
Chester Housing Authority 
1111 Avenue of the States 
Chester, PA 19013 

 
4.5 Licensing: If applicable, the Contractor shall also provide to the HA a copy of the 
required [NAME OF APPLICABLE JUSIDICTION] Business License. Failure to maintain 
this license in a current status during the term(s) of this contract shall constitute a 
material breach thereof. 
 
4.6 Financial Viability and Regulatory Compliance: 
 
4.6.1 The Contractor warrants and represents that its corporate entity is in good 
standing with all applicable federal, state and local licensing authorities 
and that it possesses all requisite licenses to perform the services required 
by this contract. The Contractor further warrants and represents that it 
owes no outstanding delinquent federal, state or local taxes or business 
assessments. 
 
4.6.2 The Contractor agrees to promptly disclose to the HA any IRS liens or 
insurance or licensure suspension or revocation that may adversely affect 
its capacity to perform the services outlined within this contract. The 
failure by the Contractor to disclose such issue to the HA in writing within 
5 days of such notification received will constitute a material breach of 
this contract. 
 
4.6.3 The Contractor further agrees to promptly disclose to the HA any change of 
more than 50% of its ownership and/or any declaration of bankruptcy that 
the Contractor may undergo during the term(s) of this contract. The 
failure of the Contractor to disclose any change of more than 50% of its 
ownership and/or its declaration of bankruptcy within 5 days of said 
actions shall constitute a material breach of this contract. 
 
4.6.4 All disclosures made pursuant to this section of the contract shall be made 
in writing and submitted to HA within the time periods required herein. 
 
 
5.0 Modification: This contract shall not be modified, revised, amended or extended except 
by written addendum, executed by both parties. 
 
6.0 Severability: The invalidity of any provision of this contract, as determined by a court of 
competent jurisdiction and/or HUD, shall in no way affect the validity of any other provision 
herein. 
 
7.0 Applicable Laws: 
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7.1 Compliance with Federal and State Laws: All work performed by the Contractor, 
pursuant to this contract, shall be done in accordance with applicable all Federal, 
State and local laws, regulations, codes and ordinances. 
 
7.2 Jurisdiction of Law: The laws of the State of Idaho shall govern the validity, 
construction and effect of this contract, unless said laws are superseded by, or in 
conflict with applicable federal laws and/or federal regulations. This contract will be 
binding upon the parties, their heirs, beneficiaries, and devisees of the parties 
hereto. The parties agree that Ada County, Idaho is the appropriate forum for any 
action relating to this contract. Should any party hereto retain counsel for the 
purpose of initiating litigation or arbitration to enforce, prevent the breach of any 
provision hereof, or for any other judicial remedy, then the prevailing party shall be 
entitled to be reimbursed by the losing party for all costs and expenses incurred 
thereby, including, but not limited to, reasonable attorney’s fees and costs incurred 
by such prevailing party. This contract may be signed in counterparts. 
 
8.0 Notices, Invoices, and Reports: 
 
8.1 All notices, reports, and/or invoices submitted to the HA by the Contractor pursuant 
to this contract shall be in writing and delivered to the attention of the following 
person representing the HA: 
 
8.2 All notices submitted to the Contractor pursuant to this contract shall be in writing 
and mailed to the attention of: 
______________________ 
______________________ 
______________________ 
______________________ 
 
Telephone:____________ 
 
9.0 Disputed Billings (Charges): 
 
9.1 Procedures: In addition to the procedures detailed within Clause No. 7 of Appendix 
Form HUD-5370-C (10/2006), General Conditions for Non-Construction Contracts, in 
the event that the HA disputes any portion of its billing(s), the HA shall pay the 
undisputed portion of such billing and initiate the dispute-resolving procedures, as 
follows: 
 

9.1.1 The HA's representative shall, within 10 days after the HA’s receipt of such 
billing, formally notify the contractor’s representative of all particulars 
pertaining to the dispute, and request that he/she investigate and respond 
to this issue. 
 
9.1.2 If such dispute cannot be resolved by the contractor’s response, within 10 
days after such notification is given, the CO and the contractor’s 
representative shall meet to discuss the matter and attempt to arrive at a 
resolution. 
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9.1.3 If the CO and the contractor’s representative are unable to resolve the 
dispute through such discussion within 10 days, the HA shall, within 10 days 
thereafter, either: 

 
9.1.3.1 pay the disputed charges and reserve the right to submit the 
matter to the appropriate district court in the State of Idaho or 
arbitration; 

 
9.1.3.2 not pay the disputed charge and submit the matter to the 
appropriate district court in the Commonwealth of Pennsylvania or arbitration; 

 
9.1.3.3 not pay the disputed charge and allow the Contractor to submit 
the matter to the district court in the Commonwealth of Pennsylvania. 
 

9.1.4 The decision from arbitration will be binding upon both parties. If the 
decision is adverse to the HA, the HA shall pay the HA’s receipt of the 
decision. If the decision is in favor of the HA, the contractor will either: 

 
9.1.4.1 clear the amount which is ordered from the HA account; or 

 
9.1.4.2 repay to the HA the amount ordered; either option shall be completed 
within 10 days after the contractor’s receipt of the arbitrator's decision. 

 
10.0 24 CFR 85.36(i), Procurement : Pursuant to this CFR, as issued by the Office of the 
Secretary, HUD, the HA and the Contractor each agree to comply with the following 
provisions: 
 
10.1 Remedies for Contractor Breach: Pertaining to contract-related issues, it is the 
responsibility of both the HA and the contractor to communicate with each in as clear 
and complete a manner as possible. If at any time during the term of this contract 
the HA or the contractor is not satisfied with any issue, it is the responsibility of that 
party to deliver to the other party communication, in writing, fully detailing the issue 
and corrective action (please note that the HA has the right to issue unilateral 
addendums to this contract, but the contractor does not have the same right). The 
other party shall, within 10 days, respond in writing to the other party (however, the 
HA shall retain the right to, if conditions warrant, require the contractor to respond 
in a shorter period of time). Further, the HA shall, at a minimum, employ the 
following steps in dealing with the contractor as to any performance issues: 
 

10.1.1 If the contractor is in material breach of the contract, the HA may 
promptly invoke the termination clause detailed within Section No. 3 of 1, 
Form HUD-5370-C (10/2006), General Conditions for Non-Construction 
Contracts, which is attached hereto, and terminate the contract for 
cause. Such termination must be delivered to the contractor in writing and 
shall fully detail all pertinent issues pertaining to the cause of and 
justification for the termination. 

 
10.1.2 Prior to termination, the HA may choose to warn the contractor, verbally 
or in writing, of any issue of non-compliant or unsatisfactory performance. 
Such written warning may include placing the contractor on probation, 



                                                                                           RFP 2011-03 

57 

thereby giving the contractor a certain period of time to correct the 
deficiencies or potentially suffer termination. The HA shall maintain in the 
contract file a written record of any such warning detailing all pertinent 
information. If the contractor does not agree with such action, the 
contractor shall have ten 10 days to dispute or protest, in writing, such 
action; if he/she does not do so within the 10-day period, he/she shall 
have no recourse but to accept and agree with the HA’s position on the 
issue. The written protest must detail all pertinent information pertaining 
to the dispute, including justification detailing the HA’s alleged incorrect 
action(s). 

 
10.1.3 After termination, if the contractor does not agree with the HA’s 
justification for the termination, the contractor shall have 10 days to 
dispute, in writing, such action; if he/she does not do so within the 10-day 
period, he/she shall have no recourse but to accept and agree with the 
HA’s position on the issue. The written protest must detail all pertinent 
information pertaining to the dispute, including justification detailing the 
HA’s alleged incorrect action(s). 

 
10.1.4 The response to any protest received shall be conducted in accordance 
with the Housing Authority’s Procurement Policy and General Conditions 
form HUD-5370-C #2 “Changes”. 

 
10.2 Termination For Cause and Convenience: As detailed within Clause No. 3 of 
Attachment Form HUD-5370-C (10/2006), General Conditions for Non-Construction 
Contracts, attached hereto. 
 
10.3 Executive Order 11246: For all construction contracts awarded in excess of $10,000, 
both parties hereby agree to comply with Executive Order 11246 of September 24, 
1965, entitled “Equal Employment Opportunity,” as amended by Executive Order 
11375 of October 13, 1967, and as supplemented in Department of Labor Regulations 
(41 CFR Chapter 60). 
 
10.4 Copeland “Anti-Kickback” Act: For all construction or repair contracts awarded, 
both parties hereby agree to comply with the Copeland “Anti-Kickback” Act (18 
U.S.C. 874) as supplemented in Department of Labor Regulations (29 CFR Part 3). 
 
10.5 Davis-Bacon-Act: For all construction contracts awarded in excess of $2,000 when 
required by Federal Grant Program legislation, both parties hereby agree to comply 
with the Davis-Bacon Act (40 U.S.C. 276a to 276a-7) as supplemented in Department 
of Labor Regulations (29 CFR Part 5). 
10.6 Sections 103 and 107 of the Contract Work Hours and Safety Standards Act: For all 
construction contracts awarded in excess of $2,000 and for other contracts, which 
involve the employment of mechanics or laborers awarded in excess of $2,500, both 
parties hereby agree to comply with the Sections 103 and 107 of the Contract Work 
Hours and Safety Act (40 U.S.C. 327-330) as supplemented in Department of Labor 
Regulations (29 CFR Part 5). 
 
10.7 Reporting: Both parties hereby agree to comply with any reporting requirements that 
may be detailed herein. 
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10.8 Patent Rights: Both parties hereby agree to comply with HUD Bulletin 90-23, which is 
the (a) Notice of Assistance Regarding Patent and Copyright Infringement. 
 
10.9 Copy Rights/Rights in Data: In addition to the requirements contained within Clause 
No. 5 of Attachment General Conditions for Non-Construction Contracts, the HA has 
unlimited rights to any data, including computer software, developed by the 
contractor in the performance of the contract specifically: 
 

10.9.1 Except as provided elsewhere in this clause, the HA shall have unlimited 
rights in data first produced in the performance of this contract; form, fit, 
and function data delivered under this contract; data delivered under this 
contract (except for restricted computer software) that constitute manuals 
or instructional and training material for installation, operation, or routine 
maintenance and repair of items, components, or processes delivered or 
furnished for use under this contract; and all other data delivered under 
this contract unless provided otherwise for limited rights data or restricted 
computer software. 

 
10.9.2 The contractor shall have the right to: use, release to others, reproduce, 
distribute, or publish any data first produced or specifically used by the 
contractor in the performance of this contract, unless provided otherwise 
in this clause; protect from unauthorized disclosure and use those data 
which are limited rights data or restricted computer software to the extent 
provided in this clause; substantiate use of, add or correct limited rights, 
restricted rights, or copyright notices and to take other appropriate action 
in accordance with this clause; and establish claim to copyright subsisting 
in data first produced in the performance of this contract to the extent 
provided below. 

 
10.9.3 For data first produced in the performance of this contract, the contractor 
may establish, without prior approval of the CO, claim to copyright 
subsisting in scientific or technical articles based on or containing data 
first produced in the performance of this contract. The contractor grants 
the HA and others acting on its behalf a paid-up, non-exclusive, 
irrevocable, worldwide license in such copyrighted data to reproduce, 
prepare derivative works, distribute copies to the public, and perform or 
display publicly by or on behalf of the HA. 

 
10.9.4 The contractor shall not, without the prior written permission of the 
contracting Officer, incorporate in data delivered under this contract any 
data not first produced in the performance of this contract and which 
contains copyright notice, unless the contractor identifies such data and 
grants the HA a license of the same scope as identified in the preceding 
paragraph. 

 
10.9.5 The HA agrees not to remove any copyright notices placed on data and to 
include such notices in all reproductions of the data. If any data delivered 
under this contract are improperly marked, the HA may either return the 
data to the contractor, or cancel or ignore the markings. 



                                                                                           RFP 2011-03 

59 

 
10.9.6 The contractor is responsible for obtaining from its subcontractors all data 
and rights necessary to fulfill the contractor's obligations under this 
contract. 

 
10.9.7 Notwithstanding any provisions to the contrary contained in the 
contractor's standard commercial license or lease contract pertaining to 
any restricted computer software delivered under this contract, and 
irrespective of whether any such contract has been proposed prior to the 
award of this contract or of the fact that such contract may be affixed to 
or accompany the restricted computer software upon delivery, the 
contractor agrees the HA shall have the rights set forth below to use, 
duplicate, or disclose any restricted computer software delivered under 
this contract. The terms and conditions of this contract, including any 
commercial lease or licensing contract, shall be subject to the following 
procedures. 

 
10.9.8 The restricted computer software delivered under this contract may not be 
used, reproduced, or disclosed by the HA except as provided below or as 
expressly stated otherwise in this contract. The restricted computer 
software may be: used or copied for use in or with the computer(s) for 
which it was acquired, including use at any HA location to which such 
computer(s) may be transferred; used or copied for use in or with backup 
computer if any computer for which it was acquired is inoperative; 
reproduced for safekeeping (archives) or backup purposes; modified, 
adapted, or combined with other computer software, provided that the 
modified, combined, or adapted portions of the derivative software 
incorporating any of the delivered, restricted computer software shall be 
subject to the same restrictions set forth in this contract; and used or 
copies for use in or transferred to a replacement computer. 

 
10.10 Access to Records: Both parties hereby guarantee access by the grantee, the 
sub grantee, the Federal grantor agency, the Comptroller General of the United 
States, or any of their duly authorized representatives to any books, documents, 
papers, and records of the contractor which are directly pertinent to that specific 
contract for the purpose of making audit, examination, excerpts, and transcriptions. 
10.11 Record Retention: Both parties hereby guarantee retention of all required records 
for three years after grantees or sub grantees make final payments and all other 
pending matters are closed. 
 
10.12 Clean Air Act: For all contracts in excess of $100,000, both parties hereby agree to 
comply with all applicable standards, orders or requirements issued under section 306 
of the Clean Air Act (42 U.S.C. 1857(h), Section 508 of the Clean Water Act (33 U.S.C. 
1368), Executive Order 11738, and Environmental Protection Agency regulations (40 
CFR Part 15). 
 
10.13 Energy Policy and Conservation Act: Both parties hereby agree to comply with all 
mandatory standards and policies relating to energy efficiency, which are contained 
in the state energy conservation plan issued in compliance with the Energy Policy and 
Conservation Act (Pub. L. 94-163, 89 Stat. 871). 
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11.0 Additional Considerations: 
 
11.1 Non-Escalation: Unless otherwise specified within the RFP documents, the unit prices 
reflected on the contract shall remain firm with no provision for price increases 
during the term of the contract. 
 
11.2 Funding Restrictions and Order Quantities: The HA reserves the right to reduce or 
increase estimated or actual quantities in whatever amount necessary without 
prejudice or liability to the HA, if: 

 
11.2.1 funding is not available; 
11.2.2 legal restrictions are placed upon the expenditure of monies for 
this category of service or supplies; or, 
11.2.3 the HA’s requirements in good faith change after award of the 
contract. 

 
11.3 Unless otherwise stated in the RFP documents, all local, State or Federal permits 
which may be required to provide the services ensuing from award of this RFP, 
whether or not they are known to either the HA or the proposers at the time of the 
proposal submittal deadline or the award, shall be the sole responsibility of the 
Contractor and any costs that were submitted by the Contractor in response to the 
RFP shall reflect all costs required by the Contractor to procure and provide such 
necessary permits. 
 
11.4 Taxes: All persons doing business with the HA are hereby made aware that the HA is 
exempt from paying Idaho State Sales and Use Taxes and Federal Excise Taxes. A 
letter of Tax Exemption will be provided upon request. 
 
11.5 Government Standards: It is the responsibility of the proposer to ensure that all 
items and services proposed conform to all local, State and Federal law concerning 
safety (OSHA) and environmental control (EPA and any other enacted ordinance, 
code, law or regulation. The Contractor shall be responsible for all costs incurred for 
compliance with any such possible ordinance, code, law or regulation. No time 
extensions shall be granted or financial consideration given to the Contractor for time 
or monies lost due to violations of any such ordinance, code, law or regulations that 
may occur. 
 
11.6 Freight on Bill and Delivery: All costs submitted by the proposer shall reflect the 
cost of delivering the proposed items and/or services to the locations(s) specified 
within the RFP documents or within the contract. 

11.6.1 The Contractor agrees to deliver to the designated location(s) on or before 
the date as specified in the finalized contract. Failure to deliver on or 
before the specified date constitutes an event of default by the 
Contractor. Upon default, the Contractor agrees that the HA may, at its 
option, rescind the finalized contract under the default clause herein and 
seek compensatory damages as provided by law. 

 
11.7 Backorders: 
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11.7.1 The CO must be notified in writing by the contractor within 10 days of any 
and all backordered materials and/or any incomplete services; and the 
estimated delivery date. 
11.7.2 Unless otherwise stipulated in the contract, any order that will take more 
than a maximum of 10 days past the original agreed upon delivery date, 
may at the option of the HA, be canceled and ordered from another 
source, if, in the opinion of the CO, it is in the best interests of the HA to 
do so. 

 
11.8 Work on HA Property: If the Contractor’s work under the contract involves 
operations by the Contractor on HA premises, the Contractor shall take all necessary 
precautions to prevent the occurrence of any injury to persons or property during the 
progress of such work and, except to the extent that any such injury is caused solely 
and directly by the HA’s negligence, shall indemnify the HA, and their officers, 
agents, servants and employees against all loss which may result in any way from any 
act or omission of the Contractor, its agents, employees, or subcontractors. 
 
11.9 Official, Agent and Employees of the HA Not Personally Liable: It is agreed by and 
between the parties hereto that in no event shall any official, officer, employee, or 
agent of the HA in any way be personally liable or responsible for any covenant or 
agreement herein contained whether expressed or implied, nor for any statement, 
representation or warranty made herein or in any connection with this agreement. 
 
11.10 Subcontractors: Unless otherwise stated within the RFP documents, the Contractor 
may not use any subcontractors to accomplish any portion of the services described 
within the RFP documents or the contract without the prior written permission of the 
CO. 
 
11.11 Salaries and Expenses Relating to the Contractors Employees: Unless otherwise 
stated within the RFP documents, the Contractor shall pay all salaries and expenses 
of, and all Federal, Social Security taxes, Federal and State Unemployment taxes, and 
any similar taxes relating to its employees used in the performance of the contract. 
The Contractor further agrees to comply with all Federal, State and local wage and 
hour laws and all licensing laws applicable to its employees or other personnel 
furnished under this agreement. 
 
 
11.12 Attorney’s Fees: In the event that litigation is commenced by one party hereto 
against the other in connection with the enforcement of any provision of this 
agreement, the prevailing party shall be paid by the losing party all court costs and 
other expenses of such litigation, including reasonable attorneys’ fees. The amount so 
allowed as attorneys’ fees shall be taxed to the losing party as costs of the suit, 
unless prohibited by law. 
 
11.13 Independent Contractor: Unless otherwise stated within the RFP documents or the 
contract, the Contractor is an independent contractor. Nothing herein shall create 
any association, agency, partnership or joint venture between the parties hereto and 
neither shall have any authority to bind the other in any way. 
 
11.14 Severability: If any provision of this agreement or any portion or provision hereof 
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applicable to any particular situation or circumstance is held valid, the remainder of 
this agreement or the remainder of such provision (as the case may be), and the 
application thereof to other situations or circumstances shall not be affected thereby. 
 
11.15 Waiver of Breach: A waiver of either party of any terms or condition of this 
agreement in any instance shall not be deemed or construed as a waiver of such term 
or condition for the future, or of any subsequent breach thereof. All remedies, 
rights, undertakings, obligations, and agreements contained in this agreement shall 
be cumulative and none of them shall be in limitation of any other remedy, right, 
obligation or agreement of either party. 
 
11.16 Time of the Essence: Time is of the essence under this agreement as to each 
provision in which time of performance is a factor. 
 
11.17 Limitation of Liability: In no event shall the HA be liable to the Contractor for any 
indirect, incidental, consequential or exemplary damages. 
 
11.18 Indemnification: 

 
11.18.1 The Contractor shall indemnify, defend, and hold the HA (and its officers, 
employees, and agents) harmless from and against any and all claims, 
damages, losses, suits, actions, decrees, judgments, attorney’s fees, court 
costs and other expenses of any kind or character, which are caused by, 
arise out of, or occur due to any failure of the Contractor to (1) abide by 
any of the applicable professional standards within its industry, or (2) 
comply with the terms, conditions, or covenants that are contained in this 
contract, (3) comply with the any other law, ordinance, or decree; or (4) 
ensure that the any subcontractors abide by the terms of this provision and 
this contract; provided, however, that Contractor will not be required to 
indemnify the HA against any loss or damage which was specifically caused 
by the HA providing inaccurate information to the Contractor, failing to 
provide necessary and requested information to the Contractor, or refusal 
to abide by any recommendation of the Contractor. 

 
11.18.2 In this connection, it is expressly agreed that the Contractor shall, at its 
own expense, defend the HA, its officers, employees, and agents, against 
any and all claims, suits or actions which may be brought against them, or 
any of them, as a result of, or by reason of, or arising out of, or on account 
of, or in consequence of any act or failure to act the consequences of 
which the Contractor has indemnified the HA. If the Contractor shall fail 
to do so, the HA shall have the right, but not the obligation, to defend the 
same and to charge all direct and incidental costs of such defense to the 
Contractor including attorney’s fees and court costs. 

 
11.18.3 Any money due to the Contractor under and by virtue of this contract, which 
the HA believes must be withheld from the Contractor to protect the HA, 
may be retained by the HA so long as it is reasonably necessary to ensure 
the HA’s protection; or in case no money is due, its surety may be held 
until all applicable claims have been settled and suitable evidence to that 
effect furnished to the HA provided, however, neither the Corporation’s 
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payments shall not be withheld, and its surety shall be released, if the 
Contractor is able to demonstrate that it has adequate liability and 
property damage insurance to protect the HA from any potential claims. 

 
11.18.4 The Contractor shall provide that any contractual arrangement with a 
subcontractor shall be in conformance with the terms of this Contract 
including the terms of this indemnity provision. The Contractor guarantees 
that it will promptly handle and rectify any and all claims for materials, 
supplies and labor, or any other claims that may be made against it or any 
of its subcontractors in connection with the contract. 

 
11.19 Lobbying Certification: By execution of this contract with the HA the Contractor 
thereby certifies, to the best of his or her knowledge and belief, that: 
 

11.19.1 No Federal appropriated funds have been paid or will be paid, by or on behalf 
of the undersigned, to any person for influencing or attempting to influence 
an officer or employee of an agency, a Member of Congress, an officer or 
employee of Congress, or an employee of a Member of Congress in 
connection with the awarding of any Federal contract, the making of any 
Federal loan, the entering into of any cooperative agreement, or 
modification of any Federal contract, grant, loan, or cooperative agreement. 

 
11.19.2 If any funds other than Federal appropriated funds have been paid or will be 
paid to any person for influencing or attempting to influence an officer or 
employee of an agency, a Member of Congress, an officer or employee of 
Congress, or an employee of a Member of Congress in connection with this 
Federal contract, grant, loan, or cooperative agreement, the Contractor shall 
complete and submit Standard Form- LLL, Disclosure Form to Report 
Lobbying, in an accordance with its instructions. 

 
11.19.3 The Contractor shall require that the language of this certification be included 
in the award documents for all sub awards at all tiers (including subcontracts, 
sub grants, and contracts under grants, loans, and cooperative agreements) 

and that all sub-recipients shall certify and disclose accordingly. 
 
11.20 Additional Federally Required Orders/Directives: Both parties agree that they will 
comply with the following laws and directives, where applicable: 
 

11.20.1 Executive Order 11061, as amended, which directs the Secretary of HUD to 
take all action which is necessary and appropriate to prevent discrimination 
by agencies that utilize federal funds. 

 
11.20.2 Public law-352, Title VI of the Civil Rights Act of 1964, which provides that no 
person in the United States shall, on the basis of race, color, national origin or sex, be 
excluded from participation in, denied the benefits of, or subjected to discrimination 
under any program or activity which receives federal financial assistance. The HA 
hereby extends this requirement to the Contractor and its private contractors. Specific 
prohibited discriminatory actions and corrective action are described in Chapter 2, 
Subtitle C, Title V of the Anti-Drug Abuse Act of 1988 (42 U.S.C. 19901 et. seq.). 
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11.20.3 Public Law 90-284, Title VIII of the Civil Rights Act of 1968., popularly known 
as the Fair Housing Act, which provides for fair housing throughout the 
United States and prohibits any person from discriminating in the sale or 
rental of housing, the financing of housing or the provision of brokerage 
services, including in any way making unavailable or denying a dwelling to 
any person because of race, color, religion, sex or national origin. Pursuant 
to this statute, the HA requires that the Contractor administer all programs 
and activities, which are related to housing and community development in 
such a manner as affirmatively to further fair housing. 

 
11.20.4 The Age Discrimination Act of 1975, which prohibits discrimination on the 
basis of age. 

 
11.20.5 Anti-Drug Abuse Act of 1988 (42 U.S.C. 11901 et. seq.). 

 
11.20.6 That the funds that are provided by the HA and HUD hereunder shall not be 
used, directly or indirectly, to employ, award a contract to, or otherwise 
engage the services of any debarred, suspended or ineligible Contractor. 

 
11.20.7 That none of the personnel who are employed in the administration of the 
work required by this contract shall, in any way or to any extent, be 
engaged in the conduct of political activities in violation of Title V, Chapter 
15, of the United States Code. 

 
11.20.8 The mention herein of any statute or Executive Order is not intended as an 
indication that such statute or Executive Order is necessarily applicable 
not is the failure to mention any statute or Executive Order intended as an 
indication that such statute or Executive Order is not applicable. In this 
connection, therefore each provision of law and each clause, which is 
required by law to be inserted in this agreement, shall be deemed to have 
been inserted herein, and this agreement shall be read and enforced as 
though such provision or clause had been physically inserted herein. If, 
through mistake or otherwise, any such provision is not inserted or is 
inserted incorrectly, this agreement shall forthwith be physically amended 
to make such insertion or correction upon the application of either part. 

 
12.0 Section 3 Clause: As detailed within 24 CFR 135.38, Section 3 clause, the following 
required clauses are hereby included as a part of this contract. 
 
12.1 The work to be performed under this contract is subject to the requirements of section 3 
of the Housing and Urban Development Act of 1968, as amended, 12 U.S.C. 1701u (section 3). 
The purpose of section 3 is to ensure that employment and other economic opportunities 
generated by HUD assistance or HUD-assisted projects covered by section 3, shall, to the 
greatest extent feasible, be directed to low- and very low-income persons, 
particularly persons who are recipients of HUD assistance for housing. 
 
12.2 The parties to this contract agree to comply with HUD's regulations in 24 
CFR part 135, which implement section 3. As evidenced by their execution of this contract, 
the parties to this contract certify that they are under no contractual or other impediment 
that would prevent them from complying with the part 135 regulations. 



                                                                                           RFP 2011-03 

65 

 
12.3 The contractor agrees to send to each labor organization or representative of workers 
with which the contractor has a collective bargaining agreement or other understanding, if 
any, a notice advising the labor organization or workers' representative of the contractor's 
commitments under this section 3 clause, and will post copies of the notice in conspicuous 
places at the work site where both employees and applicants for training and employment 
positions can see the notice. The notice shall describe the section 3 preference, shall set 
forth minimum number and job titles subject to hire, availability of apprenticeship and 
training positions, the qualifications for each; and the name and location of the person(s) 
taking applications for each of the positions; and the anticipated date the work 
shall begin. 
 
12.4 The contractor agrees to include this section 3 clause in every subcontract subject to 
compliance with regulations in 24 CFR part 135, and agrees to take appropriate action, as 
provided in an applicable provision of the subcontract or in this section 3 clause, upon a 
finding that the subcontractor is in violation of the regulations in 24 CFR part 135. The 
contractor will not subcontract with any subcontractor where the contractor has notice or 
knowledge that the subcontractor has been found in violation of the regulations in 24 CFR 
part 135.  
 
12.5 The contractor will certify that any vacant employment positions, including training 
positions, that are filled (1) after the contractor is selected but before the contract is 
executed, and (2) with persons other than those to whom the regulations of 24 CFR part 135 
require employment opportunities to be directed, were not filled to circumvent the 
contractor's obligations under 24 CFR part 135. 
 
12.6 Noncompliance with HUD's regulations in 24 CFR part 135 may result in sanctions, 
termination of this contract for default, and debarment or suspension from future HUD 
assisted contracts. 
 
12.7 With respect to work performed in connection with section 3 covered Indian housing 
assistance, section 7(b) of the Indian Self-Determination and Education Assistance Act (25 
U.S.C. 450e) also applies to the work to be performed under this contract. Section 7(b) 
requires that to the greatest extent feasible (i) preference and opportunities for training and 
employment shall be given to Indians, and (ii) preference in the award of contracts and 
subcontracts shall be given to Indian organizations and Indian-owned Economic Enterprises. 
Parties to this contract that are subject to the provisions of section 3 and section 7(b) agree 
to comply with section 3 to the maximum extent feasible, but not in derogation of 
compliance with section 7(b). 
13.0 Appendices: 
 
13.1 The following noted documents are placed under each of the noted appendix and are a 
part of this contract: 
 

13.1.1 Form HUD-5370-C (10/2006), General Condition for Non-Construction Contracts; 
13.1.2 Specific documentation pertaining to Section 3 that pertains to this 
contract. 
13.1.3 Contractors proposal dated including any and all addendums associated with the 
proposal as negotiated between the parties. 
13.1.4 The proposed fee(s) submitted by this contractor in response to the RFP, or 
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any negotiated fee(s) that resulted thereto, which fee(s) shall apply to 
each procurement that ensues from this contract; 
13.1.5 Included by reference is any document or clause issued as a part of RFP 
that the HA may choose to include at any time during the performance of 
this contract or any options exercised thereto by the HA. Further, any 
document that may be referenced herein that has not been listed above is 
hereby incorporated herein by reference, and a copy of each such 
document is available from the HA upon written request for such from the 
contractor. 

 
13.2 Please note that, in the case of any discrepancy between this contract and any of the 
above noted appendices, the requirement(s) detailed within the body of this contract 
shall take first precedence, then the requirement(s) detailed within each appendix 
shall take precedence in the order that they are listed above (meaning, the 
requirement(s) detailed within the lower listed item may not overrule any 
requirement(s) detailed within a higher listed item). 
 
 
14.0 CERTIFICATIONS: The undersigned representative of each party hereby 
acknowledges by signature below that they have reviewed the foregoing and 
understand and agree to abide by their respective obligations as defined herein: 
 
[The Contractor]: 
By:________________________________________________ Date:________________ 
[Name], [Title] 
 
 
Chester Housing Authority: 
By:________________________________________________ Date:________________ 
[Name], [Title] 
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ATTACHMENT L: CHA ORGANIZATION CHART 

 

See CHA website www.chesterha.org for organizational chart 

and staff listing. 

 

Average Number of  Users By Module: 

 

Waiting List             4 

Housing Choice  Tenant Processing   12 

Inspection/Property/Unit Information   12 

Public Housing Tenant Processing                12 

Work Orders Modules                                  4 

Accounting Modules                                    6 
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ATTACHMENT M: CERTIFICATION OF COMPLETION 

CERTIFICATION OF COMPLETION AND RELEASE 
Regarding the Project titled_____________________________________, between Chester 
Housing Authority (Owner) and _______________________________ (Contractor) 
 
THIS IS TO CERTIFY: 
 

1. That all work covered by this contract has been completed in full, and in conformance to 
all governing codes and federal regulations; 

 
2. That all changes permitted or required to be made, except minor modification and field 

  adjustments, have been authorized by written and duly approved Change Orders, and all   
  stop orders have been confirmed and listed in writing; 

 
3. That all Proceed Orders have been supported by approved Change Orders equitably 

adjusting  the contract price and/or time where adjustment is indicated; 
 

4. That Change Order No. _____ constitutes the Final amendment to the contract and that 
the Change Order(s) issued in connection with the contract is (are) listed on the attached 
schedule; 

 
5. That all certificates, bonds, guarantees, warranties, insurance, and tests required under  

the contract have been furnished or performed; 
 

6. That the Contractor releases the Owner in full from further claims under this contract, 
 and certifies payment to subcontractors and suppliers have been made from previous 
payments received under the contract, and timely payments will be made from the 
proceeds from the final payment received; 

 
    7.    That all laborers and mechanics have been paid not less than the minimum wage rates as 
           established in said contract, and that there have been no claims made for infringement of    
           any patent; 
 

8. That no claims of any nature by any laborer, mechanic, subcontractor, material, dealer, or    
            vendor are outstanding against the Owner; and 
 

9.   That:  Date of completion fixed in contract ________________ 
  
  Date of completion extended ________________ 
  

Actual completion date of contract work ________________ 
 
Original contract price ________________ 
Authorized additions ________________ 

Subtotal _________________ 



                                                                                           RFP 2011-03 

69 

Authorized deductions excluding liquidated damages _________________ 
 
ADJUSTED CONTRACT PRICE _________________ 

 
LESS: Total payments to contractor __________________ 

 
          Total amount of liquidated damages assessed __________________ 

BALANCE __________________ 
 
10. That invoice for ”Final Payment” in the amount of: __________________________ 
_________________________________($___________________) is due and payable. 
 
After carefully reading the above, I________________________________________ the 
______________________________OF/FOR_________________________________ 
(Company/Corporation) 
 
Hereby certify that the ten previous statements are true and accurate, and upon receipt of 
payment due, release Chester Housing Authority of all claims on this project. 
 
___________________________ 
(Print) 
 
___________________________ 
(Signature) 
 
__________________________ 
(Date) 
 
THIS IS TO CERTIFY that all work and materials incorporated in the project attested to above 
have been inspected by authorized representatives or appointed agents of Chester Housing 
Authority (Owner) and Owner further certifies the Contractor has complied with requirements of 
the specifications and drawings, with the following exceptions if any: 
______________________________________________________________________________
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
APPROVE AS TO FORM AND CONTENT 
 
BY: ________________________________________ 
 
TITLE: _____________________________________ 
Chester Housing Authority 
 
DATE: _____________________________________ 
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ATTACHMENT N: SECTION 3 CERTIFICATION  
 
CERTIFICATION FOR BUSINESS CONCERNS SEEKING SECTION 3 
PREFERENCE IN CONTRACTING 
 
 
 
Name of Business _______________________________________________________________________ 
 
Address of Business _____________________________________________________________________ 
 
Name: __________________________________________ Title: _________________________________ 
 
Type of Business: � Corporation � Partnership 
 
� Sole Proprietorship � Joint Venture 
 
Project Information 
Project Name: __________________________________________________________________________ 
Project Address: ________________________________________________________________________ 
 
Section 3 Business Concern determination 
1. Is your business owned (51% or more) by individuals whose household income is NO 
GREATER THAN 80% of the Area Median Income (AMI)?  
 
(Please reference the attached FY 2011 HUD Income Limits)   ( ) Yes ( ) No 
 
2. Do 30% or more of your full time, permanent employees have household incomes that 
are NO GREATER THAN 80% of Area Median Income (AMI)?  
 
(Please reference the attached FY 2011 HUD Income Limits)    ( ) Yes ( ) No 
 
3. Will you subcontract more than 25% of this contract with any business that is either  
51% owned by Section 3 residents or 30% or more of its employees are Section 3 
residents?  
 
(Please reference the attached FY 2011 HUD Income Limits.)    ( ) Yes ( ) No 
 
If any of the questions above are marketed “YES”, the business qualifies as a Section 3 
Business 
 
I certify that the above statements are true, complete, and correct to the best of my knowledge and belief. 
 
Signature: _____________________________________________________ Date: ___________________ 
 
Print Name: ___________________________________________________ 
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ATTACHMENT O: CERTIFICATION FORM- HUD 5369C  

 
 
Copy and paste the link below to your browser to view, 
complete and print out required form: 
 
http://portal.hud.gov/hudportal/documents/huddoc?id=DOC_1213
2.pdf  
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ATTACHMENT P: GENERAL CONDITIONS-HUD 5370-L 
 
 

Copy and paste the link below to your browser to view, complete and 
print out required form: 
 

http://www.hud.gov/offices/adm/hudclips/forms/files/5370.pdf 
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ATTACHMENT Q: INSTRUCTIONS TO OFFERORS HUD 5369-B 
 

Copy and paste the link below to your browser to view, complete and 
print out required form: 
 

http://www.hud.gov/offices/adm/hudclips/forms/files/5369-b.pdf 
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ATTACHMENT R: PROFILE OF FIRM  
 
PROFILE OF FIRM FORM 
 
This Form must be fully completed and returned with your proposal submittal. 
 
 
(1) Prime ____ Sub-contractor _____ (This form must be completed by and for each). 
 
(2) Name of Firm:_____________________________ Telephone:_____________  
                                                                               Fax: ____________ 
 
(3) Street Address, City, State, Zip:______________________________________ 
 
(4) Please attached a brief biography/resume of the company, including the following 
     information: 

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

 
(5) Identify Principals/Partners in Firm (submit under Tab No. 5 a brief professional 
     resume for each): 
NAME TITLE % OF OWNERSHIP 
(6) Identify the individual(s) that will act as project manager and any other supervisory personnel that 
     Will work on project; please submit under Tab No. 5 a brief resume for each. (Do not duplicate any 
     resumes required above): 
NAME TITLE 
(7) Proposer Diversity Statement: You must mark all of the following that apply to the ownership of this  
     firm and enter where provided the correct percentage (%) of ownership of each: 
 

� Caucasian � Publicly-Held � Government � Non-Profit 
           American (Male)      Corporation  Agency              Organization 

 
________% _________% _________% _________% 

 
Resident- (RBE), Minority- (MBE), or Woman-Owned (WBE) Business Enterprise  
(Qualifies by virtue of 51% or more ownership and active management by one or more of the following: 
 
�Resident- �African  �Native  �Hispanic  �Asian/Pacific �Hasidic �Asian/Indian 
    Owned     American   American   American               American        Jew        American 
_______%      _______%   _______%          _______%            ________%     ______%     ________% 
 
�Woman-Owned �Woman-Owned �Disabled �Other (Specify): 
         (MBE)               (Caucasian)        Veteran 
        _______%            _______%         ______%  _______% 
WMBE Certification Number: ______________________________________________________________ 
 
Certified by (Agency):____________________________________________________________________ 
(NOTE: A CERTIFICATION/NUMBER NOT REQUIRED TO PROPOSE – ENTER IF AVAILABLE) 
_____________________ __________ ______________________ _________________________ 
Signature                              Date              Printed Name                             Comp 
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ATTACHMENT R:PROFILE OF FIRM FORM, CONTINUED 
 
(This Form must be fully completed and returned with your proposal submittal.) 
 
(8) Federal Tax ID 
No.:__________________________________________________________________ 
 
(9) Business License No.:______________________________________ 
      
(10) State of ______ License Type and 
No.:________________________________________________ 
 
(11)Worker’s Compensation Insurance 
Carrier:______________________________________________ 
Policy No.:__________________________________ Expiration Date:______________________ 
 
(12) General Liability Insurance 
Carrier:___________________________________________________ 
Policy No. __________________________________ Expiration Date: ______________________ 
 
(13) Professional Liability Insurance Carrier: __________________________________________ 
Policy No. __________________________________ Expiration Date: ______________________ 
 
(14) Debarred Statement: Has this firm, or any principal(s) ever been debarred from providing 
any services by the Federal Government, any state government, the State of _______, or 
any local government agency within or without the State of _________? Yes � No � 
If "Yes," please attach a full detailed explanation, including dates, circumstances and current 
status. 
 
(15) Disclosure Statement: Does this firm or any principals thereof have any current, past 
personal or professional relationship with any Commissioner or Officer of the HA?  
                                                                                                                   Yes � No � 
If "Yes," please attach a full detailed explanation, including dates, circumstances and current 
status. 
 
(16) Non-Collusive Affidavit: The undersigned party submitting this proposal hereby certifies that such 
proposal is genuine and not collusive and that said proposer entity has not colluded, 
conspired, connived or agreed, directly or indirectly, with any proposer or person, to put in a 
sham proposal or to refrain from proposing, and has not in any manner, directly or indirectly 
sought by agreement or collusion, or communication or conference, with any person, to fix 
the proposal price of affiant or of any other proposer, to fix overhead, profit or cost element 
of said proposal price, or that of any other proposer or to secure any advantage against the 
HA or any person interested in the proposed contract; and that all statements in said proposal 
are true. 
 
(17) Verification Statement: The undersigned proposer hereby states that by completing and 
submitting this form he/she is verifying that all information provided herein is, to the best of 
his/her knowledge, true and accurate, and agrees that if the HA discovers that any 
information entered herein is false, that shall entitle the HA to not consider nor make award 
or to cancel any award with the undersigned party. 
 
______________________ __________ _______________________ ________________________ 

Signature   Date   Printed Name   Company 
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ATTACHMENT S:  CHECKLIST AND ACKNOWLEDGEMENT 
 
Chester Housing Authority – RFP 2011-03 Housing Program and Accounting Software 
 
CHECK LIST Instructions: Unless otherwise specifically required, the items listed 
below must be completed and included in the proposal submittal. Please complete this 
form by marking an “X,” where provided, to verify that the referenced completed form or 
information has been included within the “hard copy” proposal submittal submitted by the 
proposer. 
 
Attachment A - Non-Collusive Affidavit  
Attachment B - Vendor Questions 
Attachment C - Data Conversion Checklist 
Attachment D - Specification Checklist 
Attachment E - Vendor Information 
Attachment F - Implementation Plan 
Attachment G -Training Plan 
Attachment H - Data Conversion Plan 
Attachment I - Sample Reference Information 
Attachment J - Support Services – SLA 
Attachment L- CHA Organizational Chart 
Attachment M-Certification of Completion 
Attachment N: Certification Section 3 Business Concern; 
Attachment O: Certifications and Representations form HUD 5369-C; 
Attachment P:  General conditions form,  HUD 5370-L  
Attachment Q: Instructions to Offerors form, HUD 5369-B 
Attachment R: Profile of Firm Form 
Attachment S: Submittals Checklist and Acknowledgement  
 
The Chester Housing Authority intends to award a contract on the basis of the (highest ranked 
proposal) that is also responsible and responsive to this solicitation and qualified for the work 
described in the RFP documents.  
 
To be responsive, the Proposer MUST submit all of the above Check List items in a sealed 
envelope. The Chester Housing Authority shall reject Proposals as non-responsive that do 
not include each of the above documents, fully completed and properly executed. 
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ATTACHMENT S: SUBMITTALS CHECKLIST  
ACKNOWLEDGEMENT AND SIGNATURE  
 
 
PROPOSER’S STATEMENT 
 
Chester Housing Authority 
RPF 2011-03 Housing Program and Accounting Software  
 
The undersigned proposer hereby states that by completing and submitting this Form and all other documents 
within this proposal submittal, he/she is verifying that all information provided herein is, to the best of his/her 
knowledge, true and accurate, and that if the HA discovers that any information entered herein to be false, such 
shall entitle the HA to not consider or make award or to cancel any award with the undersigned party. Further, by 
completing and submitting the proposal submittal, and by submitting the costs where provided within the RFP, the 
undersigned proposer is thereby agreeing to abide by all terms and conditions pertaining to this RFP as issued by 
the HA, either in hard copy or on the noted Internet System, including an agreement to execute the attached Sample 
Contract form. Pursuant to all RFP Documents, this Form of Proposal, and all attachments, and pursuant to all 
completed Documents submitted, including these forms and all attachments, the undersigned proposes to supply the 
HA with the services described herein for the fee(s) entered within the areas provided within the RFP documents. 
 
My signature certifies that the Proposal as submitted complies with all requirements set forth in the RFP solicitation 
documents. 
 
I further acknowledge receipt of the following proposal documents: 
 
1. Form of Contract 
2. General Conditions, form HUD 5370-C; 
3. Instructions to Offerors, form HUD 5369-B 
4. Certification of Completion and Release 
5. Request for Proposals (RFP) documents 
6. CHA Organization Chart 
 
___________________       __________       ______________________  _____________________ 
Signature    Date   Printed Name   Company 
 
Title: _______________ 
 
Complete Legal Name of Company: _________________________________________________________ 
Address: ________________________________________________________________________________ 
________________________________________________________________________________________ 
Federal Tax ID Number: _________________________________________________________________ 
Telephone: (_____) ________________ Fax No.: (_____) __________________ 
Email Address: 
 
I hereby certify that I am authorized to sign as a Representative for the Proposer 
 
Signature_______________________________________ 
 
Title: ______________________________________Date:__________________ 


