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RFP INFORMATION AT A GLANCE 
[Table No. 2] 

AGENCY CONTACT PERSON 
 

Cheryl Morgan, Procurement and Contracts 
Manager 
Telephone: (504) 670-3445 
E-mail: cmorgan@hano.org  

HOW TO OBTAIN THE RFP DOCUMENTS 
ON HANO’S WEBSITE 

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

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

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

PRE-PROPOSAL CONFERENCE NO CONFERENCE HAS BEEN SCHEDULED 

QUESTION SUBMITTAL DEADLINE Thursday, August 8, 2024, at 5:00pm CST 

HOW TO FULLY RESPOND TO THIS RFP 
BY SUBMITTING A PROPOSAL 
SUBMITTAL 

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

2. As instructed within Section 3.0 of the RFP 

document, submit four (4) copies of your 

“hard copy” proposal (one (1) original clearly 

marked or stamped “original” and three (3) 

copies of the required submittals) to HANO’s 

Procurement and Contracts Department 

(physical address below) or an electronic 

submission of one (1) technical proposal (each 

tabbed section must be marked by a cover 

sheet) and one (1) cost proposal to HANO’s 

e-portal (Proposal Submission Form), as 

further specified herein 
PROPOSAL SUBMITAL RETURN & 
DEADLINE 

*Thursday, AUGUST 15, 2024, 4:00 PM CT 
Housing Authority of New Orleans 
Procurement and Contracts Department 
4100 Touro Street 
New Orleans, LA 70122 

 

 
 

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

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

 
1.2 Right to Not Award. Not to award a contract pursuant to this RFP. 

 

mailto:tbowers@hano.org
http://www.hano.org/
mailto:procurement@hano.org
https://hano.jotform.com/232153669147056


    REQUEST FOR PROPOSALS (RFP) No. 24-913-40: On-Call Third Party Property Management 

             

 

HOUSING AUTHORITY OF NEW ORLEANS, LA 

1.3 Right to Terminate. Terminate a contract awarded pursuant to this RFP, at any time for 
its convenience upon 10 days written notice to the successful proposer(s). 

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

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

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

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

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

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

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

costs incurred in responding to this RFP. 
 

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

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

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

 

2.0 BACKGROUND. The Housing Authority of New Orleans (HANO) is seeking on call property 
management services for various sites in its asset portfolio. 

 

2.1  SCOPE OF WORK/TECHNICAL SPECIFICATIONS: The Housing Authority of New 
Orleans (“HANO”) is the largest housing authority in the State of Louisiana and one of 
the tenth largest in the United States.  HANO currently serves 4,744 families in 
affordable housing and provides housing to over 18,000 families through the Housing 
Choice Voucher Program. 

 
HANO is primarily funded by the U.S. Department of Housing and Urban Development 
(“HUD”) and has a current operating budget in excess of $246,000,000. HANO also 
receives approximately $6,000,000 annually in Capital Fund Program Funds.  
 
The mission of HANO is to provide safe, decent, sanitary and affordable housing, 
economic opportunity and suitable living environment free from discrimination, 
through collaboration with the surrounding community, legal, and social services 
agencies.  HANO has prepared a comprehensive redevelopment strategy to achieve its 
mission.   
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The Housing Authority of New Orleans (HANO) is herein soliciting competitive 
proposals from Property Management firms qualified by substantial experience in the 
management of (i) low-income multi-family housing, (ii) public housing, (iii) Section 8 
housing, and (iv) tax credit housing as per Section 42 of the Internal Revenue Code, to 
provide on call residential management, (v) tax credit compliance, (vi) investor and 
regulatory agency reporting, and (vii) related functions for various HANO properties.  
Firm(s) should have the capacity to mobilize within 60 days of contract execution. 
 
**This RFP covers current and future acquisitions added to HANO’s asset portfolio.  
 

2.2 PART II -SCOPE OF WORK:  The successful respondent(s) shall provide management 
services to various HANO rental properties.  The provision of such services is outlined 
in Appendix A of this RFP. 

 
3.0 PROPOSAL FORMAT. 

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

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

 
[Table No. 3] 

(1) 
RFP 
Section 

(2) 
Tab 
No. 

(3) 
 
Description 

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

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

3.1.3 3 Profile of Firm Form. The Profile of Firm Form is attached hereto as 
Attachment C to this RFP document. This 2-page Form must be fully 
completed, executed, and submitted under this tab as a part of the 
proposal submittal. 
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3.1.4 4 Proposed Services. As more fully detailed within Section 2.0, Scope 
of Work/Technical Specifications, of this document, the proposer shall, 
at a minimum, clearly detail within the information submitted under 
this tab documentation showing: 

3.1.4.1  As detailed within Section 4.1, Evaluation Factor No. 1, herein the 
proposer’s DEMONSTRATED KNOWLEDGE & RELEVANT 

EXPERIENCE, in narrative format, provide a list of projects to 
include detailed information demonstrating your firm’s experience 
in Firm’s experience directly managing multi-family communities 
including public housing units 
- Management of communities with all public housing units 
- Management of communities comprised of 400+ units 
 
For each project identified provide: 
 

• Client name and address 

• Detailed description of scope of work 

• If sub-consultant, the primary consultant for whom the 
respondent’s services were performed 

• The dollar value of the contract for the services 

• The duration of the contract including start and 
completion dates, or projected completion date if still 
active. 

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

3.1.4.2  As detailed within Section 4.1, Evaluation Factor No. 3, herein, the 
proposer’s APPROACH/WORK PLAN describe the company’s 
approach Provide a timeline including a start and completion date 
for each project listed.   
 
Provide a narrative regarding the anticipated approach that to be 
employed immediately upon execution of a contract.  Include in the 
approach a methodology to identify how required tasks will be 
accomplished within the initial contract period. 
 
Soundness of firm’s approach to provide key management functions: 
- Property Management 
- Financial Accounting (cost-control experience, reporting, etc.) 
- Physical (Maintenance, Quality Controls, etc.) 

- Capital Funds 

3.1.4.3  Demonstrated COMPETENCE applying regulatory and compliance 
standards for public housing (HUD) and tax credit (LIHTC) 

3.1.4.4  APPROACH TO SCOPE OF WORK and benchmarks listed under 
Appendix A 

3.1.4.5  MANAGEMENT FEE 
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3.1.5 5 Acknowledgement of Addenda. Please check HANO’s website 
under “Business” and “Active Solicitations” to confirm that you 
have read and acknowledged in writing all addenda issued and 
submit your acknowledgment of each addendum on Attachment G.  

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

3.1.7 7 Certification of Contractor Non-Exclusion Attachment I 

3.1.8 9 Subcontractor/Joint Venture Information. The proposer shall 
identify hereunder whether or not he/she intends to use any 
subcontractors for this job, if awarded, and/or if the proposal is a 
joint venture with another firm. Please remember that all information 
required from the proposer under the preceding tabs must also be 
included for any major subcontractors (10% or more) or from any 
joint venture.(If this does not apply, mark N/A) 

3.1.9 10 Section 3 Business Preference Documentation. The proposer shall 
identify hereunder whether or not he/she intends to claim a Section 
3 Business Concern. Attachment D 

3.1.10 11 Vendor Registration Form Attachment J 

3.1.11 12 Corporate Resolution Form Attachment K 

3.1.12 *Optional Tabs. If no information is to be placed under any of the above 
noted tabs (especially the “Optional” tabs), please place a statement such as 
“NO INFORMATION IS BEING PLACED UNDER THIS TAB” or “THIS 
TAB LEFT INTENTIONALLY BLANK.” DO NOT eliminate any of the tabs. 

3.1.13 Proposal Submittal Binding Method. It is preferable and recommended 
that the proposer bind the proposal submittals in such a manner that the 
Agency can, if needed, remove the binding (i.e., “spiral-type” etc.) or remove 
the pages from the cover (i.e., 3-ring binder; etc.) to make copies, then 
conveniently return the proposal submittal to its original condition. 
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3.2 Entry of Proposed Fees.   
 
3.2.1 The proposed fees shall be submitted in a separate, sealed envelope using 

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

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

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

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

[Table No. 4]  

(1) 

 

RFP 
Section 

(2) 

 

Position/Expense 

(3) 

 

Description 

(3) 

 

Hourly 

Rate 

(4) 

 

Estimated # 
of Hours 

(5) 

 

Total 

3.2.1 TOTAL 
ESTIMATED 

COST 

Total 
Estimated 

Cost of 
Project 

   

 
 
3.3 Additional Information pertaining to the preceding listed Pricing Items. 

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

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

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

3.3.3 Prior Approval Required. Please note that the successful proposer shall NOT 
conduct any additional work without the prior written authorization of the 
Agency representative (which will occur, at the Agency’s discretion, via 
delivery of a Task Order, which may take the form of an e-mail). Failure to 
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abide by this directive shall release the Agency of any obligation to pay the 
successful proposer for any work conducted without the noted prior written 
authorization. 

 
3.3.4 No Deposit/No Retainer. The Agency will NOT pay any retainer fees as a 

result of award of the ensuing contract. This means that the Agency will pay 
the successful proposer for actual work performed only. Pertaining to the 
fixed fee Pricing Item.  

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

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

 
Housing Authority of New Orleans 

Procurement and Contracts Department 
Attn: Cheryl Morgan, Procurement and Contracts Manager 

4100 Touro Street 
New Orleans, Louisiana 70122 

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

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

 
3.4.2 Submission Conditions.  DO NOT FOLD OR MAKE ANY ADDITIONAL 

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

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

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

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

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

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

writing to Cheryl Morgan, Procurement and Contracts Manager at 

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

 
3.6 Proposer’s Responsibilities — Equal Employment Opportunity and Supplier 

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

 
3.6.1 Within 2 CFR §200.321 it states: 

 
3.6.1.1 Contracting with small and minority businesses, women's 

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

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

 
3.6.1.3 (2) Affirmative steps must include: 
 

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

 

mailto:tbowers@hano.org
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3.6.1.3.2 (2) Assuring that small and minority businesses, 
and women's business enterprises are solicited 
whenever they are potential sources; 

 
3.6.1.3.3 (3) Dividing total requirements, when 

economically feasible, into smaller tasks or 
quantities to permit maximum participation by 
small and minority business, and women's 
business enterprises; 

 
3.6.1.3.4 (4) Establishing delivery schedules, where the 

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

 
3.6.1.3.5 (5) Using the services and assistance, as 

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

 
3.6.1.3.6 (6) Requiring the prime contractor, if subcontracts 

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

 
 3.6.2 Within HUD Procurement Handbook 7460.8 REV 2 it states: 
 

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

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

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

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

3.6.3.1 Assistance to Small and Other Business, Required Efforts: 
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3.6.3.1.1 Including such firms, when qualified, on 

solicitation mailing lists; 
 
3.6.3.1.2 Encouraging their participation through direct 

solicitation of proposals or proposals whenever 
they are potential sources; 

 
3.6.3.1.3 Dividing total requirements, when economically 

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

 
3.6.3.1.4 Establishing delivery schedules, where the 

requirement permits, which encourage 
participation by such firms; 

 
3.6.3.1.5 Using the services and assistance of the Small 

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

 
3.6.3.1.6 Requiring prime contractors, when subcontracting 

is anticipated, to take the positive steps listed 
above.   

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

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

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

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

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

[Table No. 5] 

(1) 
RFP 
Section 

(2) 
Document 

No. 

(3) 
 

Attachment 

(4) 
 
Description 

3.8.1 1.0  This RFP Document 

3.8.2 2.0  “No-Bid” Response Form 

3.8.3 3.0 A Form of Proposal 

3.8.4 4.0 B Form HUD-5369-C (8/93), Certifications 
and Representations of Offerors, Non-
Construction Contract 

3.8.5 8.0 C Profile of Firm Form 
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3.8.6 9.0 D Section 3 Business Preference Form 

3.8.7 10.0 E Form HUD-5369-B (8/93), Instructions to 
Offerors, Non-Construction 

3.8.8 11.0 F Supplemental Conditions for Proposers & 
Contractors (SIPC) 

3.8.9 12.0 G Acknowledgement of Addenda 

3.8.10 13.0 H Entry of Proposed Fees 

3.8.11 14.0 I  Certification of Contractor Non-Exclusion  

3.8.12 15.0 J Vendor Registration Form 

3.8.13 16.0 K Corporate Resolution Form 

3.8.14 17.0 L HUD-5370-C Section I 

 

 
 
4.0 PROPOSAL EVALUATION. 

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

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

                                                                                                                                                [Table No. 6]  

(1) 
 
 
 

Factor 
No. 

(2) 
 
 

Max 
Point 
Value 

(3) 
 
 
 
 

Factor Type 

(4) 
 
 
 
 
Factor Description 

(5) 
Also, 

Reference 
RFP 

Sections 
Herein 

1 20 
points 

Subjective 
(Technical) 

Firm’s EXPERIENCE directly managing 
multi-family communities including 
public housing units. 
- Management of communities with all 

public housing units 
- Management of communities 

comprised of 400+ units 

3.1.4.1 

2 45 
points 

Subjective 
(Technical) 

Soundness of firm’s APPROACH to 
provide key management functions: 
- Property Management 
- Financial Accounting (cost-control 

experience, reporting, etc.) 
- Physical (Maintenance, Quality 

Controls, etc.) 
-  Capital Funds 

3.1.4.2 

3 10 
points 

Subjective 
(Technical) 

Demonstrated COMPETENCE applying 
regulatory and compliance standards for 
public housing (HUD) and tax credit 
(LIHTC) 

3.1.4.3 
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4 20 
points 

Subjective 
(Technical) 

Approach to Scope of Work and 
benchmarks listed under Appendix A 

3.1.4.4 
 

5 5 
points 

Objective The PROPOSED COSTS submitted by the 
proposer according to Section 3.2. 

3.2 

 100 
points 

 Total Possible Points  

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

 

 
4.2 Evaluation Method 

 
4.2.1 Initial Evaluation for Responsiveness.  Each proposal received will first be 

evaluated for responsiveness (i.e., meets the minimum of the requirements). 
   
4.2.2 Evaluation Packet. An evaluation packet will be prepared for each evaluator, 

including the following documents: 
 
4.2.2.1 Instructions to Evaluators; 

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

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

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

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

 
 

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

  
    [Table No. 7]  

Points Awarded Range 

Classification* Rating % 10 20 30 100** 

Acceptable Excellent 95%/+ 10 19-20 29-30 95-100 

Acceptable Very Good 90%/+ 9 18 27-28 90-94 

Potentially Acceptable Good  80%/+ 8 16-17 24-26 80-89 

Potentially Acceptable Average 70%/+ 7 14-15 21-23 70-79 

Unacceptable Poor <70% 0-6 0-13 0-20 0-69 

*Pursuant to Section 7.2.N.3 of HUD Procurement Handbook 7460.8 REV 2. 
**Total available points to be awarded, including cost points, minus preference 
points. 

 

 
4.2.5 Potential "Competitive Range" or “Best and Finals” Negotiations. The 

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

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

 
4.2.6.1 Minimum Evaluation Results. To be considered to receive an 

award a proposer must receive a total calculated average of at 
least 70 points (of the 100 total possible points detailed within 
Section 4.1 herein). 

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

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

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

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

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

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

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

5.0 CONTRACT AWARD. 
 

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

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

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

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

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

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

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

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

5.2.2  Assignment of Personnel. HANO shall retain the right to demand and 
receive a change in personnel assigned to the work if HANO believes that 
such change is in the best interest of HANO and the completion of the 
contracted work. 

 
5.2.3 Unauthorized Sub-ccontracting Prohibited. The Contractor shall not assign 

any right, nor delegate any duty for the work proposed pursuant to this RFP 
(including, but not limited to, selling or transferring the contract) without the 
prior written consent of HANO. Any purported assignment of interest or 
delegation of duty, without the prior written consent of HANO shall be void 
and may result in the cancellation of the contract with the Agency, or may 
result in the full or partial forfeiture of funds paid to the Contractor as a result 
of the proposed contract; either as determined by HANO. 

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

period of two (2) years with an option to extend for two (2) years.    
 

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

 
5.4.1 Workers Compensation Insurance. An original certificate evidencing the 

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

 
5.4.2 General Liability Insurance. An original certificate evidencing General 

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

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

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

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

automobile insurance coverage in a combined single limit of $500,000.  For 
every vehicle utilized during the term of this program, when not owned by 
the entity, each vehicle must have evidence of automobile insurance coverage 
with limits of no less than $100,000/$300,000 and medical pay of $5,000. 

 
5.4.5 City/County/State Business License. If applicable, a copy of the proposer’s 

business license allowing that entity to provide such services within the City 
of New Orleans, Orleans Parish, and/or the State of Louisiana. 

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

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

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

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

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

the contract, including contract signature by the successful proposers, shall be provided 
to the Agency within 10 workdays of notification by the Agency. 
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“NO BID” RESPONSE FORM 
 
If you do not wish to bid/submit a proposal on this solicitation, please provide written notification of your 
decision.  Your responses assist with planning future solicitations. Please indicate below in the appropriate 
area the reason(s) for your decision and return this page.  Responses do not prohibit you from receiving future 
opportunities unless you request to be removed from future communications.  This form may be returned to 
the address listed below, emailed to procurement@hano.org, or faxed to 504-286-8224.   
 
Check all that apply: 

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

o Too busy at this time 

o Job too small 

o Job too large 

o Territory too large to cover 

o Cannot meet delivery requirements 

o I cannot meet the Terms and Conditions of the solicitation because: 

o I do not provide products/services of this nature. 

o Insufficient time to respond to solicitation 

o Unable to meet bond/insurance requirements 

o Specifications too restrictive. Please explain: 
____________________________________________________________________________________
____________________________________________________________________________________ 

o Specifications unclear. Please explain: 
____________________________________________________________________________________
____________________________________________________________________________________  

o Other:_______________________________________________________________ 
 

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

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

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

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

Procurement & Contracts Department 
4100 Touro St. 

New Orleans, LA 70122  
Email: procurement@hano.org Fax: 504-286-8224 

  

mailto:procurement@hano.org
mailto:procurement@hano.org
mailto:procurement@hano.org
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Scope of Work (SOW) 
 
DISCLOSURE: For purposes of this scope of work, the term “OWNER” refers to HANO for 
all public housing properties. 

 
The successful property management firm(s) (“Firm” or “Firms”) shall provide all the 
necessary personnel, supervision, equipment, tools, supplies, materials, transportation, and 
any other item(s), resource(s), or service(s) needed to perform the following, which 
includes, but is not necessarily limited to: 

 
1. Administrative / General Office Procedures 

1.1 Administrative Oversight 

1.1.1 Provide adequate administrative oversight to ensure all contractual 

obligations are achieved. 

1.1.2 Provide management-level personnel who shall supervise the Property 

Management site-level personnel and serve as the point of contact for the 

OWNER’S representatives. 

1.2 Technology 

1.2.1 Ensure assigned personnel will limit the use of technology for professional 

purposes only. 

1.2.2 Properly maintain all equipment consisting of computers, copier, 

telephones, fax machines, prints/scanners, email, internet, etc. 

1.3 Hours of Operation 

1.3.1 Ensure that OWNER’s sites: 

1.3.1.1 Comply with the official business hours of 8 A.M. to 5 P.M., 

Monday thru Friday; 

1.3.1.2 Have holiday schedules that conform to the schedule administered 

by OWNER; Exception: HANO Asset Management will need to 

receive requests, to approve 72 hours in advance for staff to work 

on a scheduled HANO holiday. Staff should not be paid overtime, 

however given the option to use the day as a floater during the 

same payroll week; and, 

1.3.1.3 Are equipped to handle after-hours maintenance and management 

operations, when necessary. 

1.4 After-Hours Coverage 
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1.4.1 Answer office phones 24 hours a day, 365 days a year. 

1.5 File Retention 

1.5.1 Ensure all files are maintained and properly stored for at least seven (7) years; 

from the date of the last transaction (eviction, removal from wait list, etc.). 

1.6 Confidentiality 

1.6.1 Ensure confidentiality, by securing and properly storing information, 

along with providing limited access to certain files and information. 

1.7 Bulletin Boards 

Create and maintain information centers and/or bulletin boards with accurate 
information consisting of, but not limited to: Sample Lease Agreements, House 
Rules, Grievance Policy, Income Limits, Admission & Continued Occupancy 
Policy (ACOP), Tenant Selection Plan,  Office Hours, Schedule of Maintenance 
Charges, Utility Allowance, Event Calendar, Local Resources, Emergency 
Contact Information, Fair Housing Posters/Logos, Equal Employment 
Opportunity Poster, Language Requirement, etc. 

1.8 Key Control 

1.8.1 Implement comprehensive key control procedures with verifiable 

inventory control. 

1.9 Accessibility 

1.9.1 Ensure compliance with all applicable Civil Rights, including Executive 

order 11063, Section 504 of the Rehabilitation Act of 1973, the Fair 

Housing Amendment Act and Title II of the ADA. 

1.10 Annual Inventory 

1.10.1 Perform and document an annual inventory of tangible assets. 

1.11 Financial Record Keeping 

1.11.1 Retain financial records for the property which includes but is not limited 

to records involving documentation of rent receipts, operating expenses, 

accounting for deposits and disbursements, work orders and invoices for 

goods and services. 

1.12 Lease Enforcement 

1.12.1 Fully execute all terms of OWNER’s lease agreements, which includes, but 

is not limited to timely rent payments, community service requirements, 
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reporting income/family changes, annual/interim reviews, housekeeping 

standards, etc. 

1.12.2 Ensure assigned personnel are educated and trained on OWNER’s lease 

agreements and other required forms/documents. 

2. Management Operations / Leasing 

2.1 Personnel 

2.1.1 Provide competent personnel to assume key management and 

maintenance functions, at the sites. The OWNER must receive the 

qualifications of the prospective site managers and maintenance 

supervisors or maintenance managers prior to being assigned to the site. 

2.1.1.1 The site manager occupying management of communities with all 

public housing units must have site management knowledge, 

including experience managing subsidized properties and 

property management certification such as CPM, ARM, and//or 

PHM preferred. The person managing maintenance operations 

must have experience in property maintenance, including 

supervisory position and hold appropriate licenses. 

2.1.1.2 The site manager occupying management of mixed-income 

communities, including public housing, tax credit, project and 

tenant  and project  base vouchers (PBV), and market units must 

have site management knowledge, including experience at multi-

financial layered financing properties and property management 

certification such as TCS, HCCP, HCVS, CPM, ARM, and//or 

PHM preferred. The person managing maintenance operations 

must have experience in property maintenance, including 

supervisory position and hold appropriate licenses. 

2.2 Rent Collection 

2.2.1 Collect and enforce the collection of rent and other charges due from tenants 

in accordance with the terms of their lease. The Manager will be responsible 

for collection of rents and charges owed by residents, as well as any and 

all requests necessary for Housing Choice Voucher and/or LIHTC subsidy 

funding. 

2.2.1.1 Place deposits (consisting of rent and other charges), in the 

Operating Account. 

2.2.2 Firm shall have the right to institute legal proceedings with legal counsel 
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for the collection of such rentals and charges and for the dispossession 

of tenants and others from Property. 

2.2.2.1 The property manager is required to meet applicable Tenant 

Accounts Receivable regulatory and policy performance 

standards, in each month. Failure to comply to each performance 

standard separately, may result in Owner fee retention. 

2.3 Utility Allowances 

2.3.1 Ensure assigned employees are trained in making the necessary annual 

utility adjustments (in the tenant management system) and can explain 

utility allowance/adjustments to tenants. 

2.3.2 Note: OWNER’s residents either pay for their utility costs in their rent 

(project paid utilities) or submit payments directly to select utility firm. 

Resident-paid utilities receive reduced rent based on an Allowance for 

Utilities that is established by the OWNER. 

2.4 General Management Functions 

2.4.1 Perform the following property management tasks in accordance with 

HANO’s Admissions and Continued Occupancy Policy. (see attachment 

Appendix B): 

2.4.1.1 Operating program functions utilizing approved Property 

Management & Accounting Software. 

2.4.1.1.1 Ensure how assigned personnel are trained and prepared 

to do the following tasks, which includes, but is not 

limited to: Move-ins Annual/Interim Reviews, 

Posting Payments/Charges, Inspections, etc.). 

2.4.1.1.2 Note: OWNER provides the required tenant software for 

firm(s) to process all management functions for public 

housing units. OWNER will allow alternative use of 

other software for the management of non-public 

housing units. 

2.4.1.1.3 Note: OWNER will transition to another software in the 

near future, the awardee(s) are expected to transition 

when the software comes online. 

2.4.1.2 Move- Inspection 

2.4.1.2.1 Complete all required forms and data–entry tasks to 
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ensure all new Move-Ins are conducted correctly, 

including assigning personnel to escort all new tenants 

to the unit to conduct a Move-Inspection in accordance 

with PH and HCV protocol. 

2.4.1.3 Lease Execution 

2.4.1.3.1 Complete all required forms, calculations, 

verifications, electronic submissions and data-entry 

tasks for executing a lease, accurately. Personnel shall 

also ensure tenants understand critical tenant duties 

and responsibilities, along providing them with copies 

of all documents. Compliance reviews for public 

housing programming should be processed according to 

HUD regulatory requirements. Compliance reviews for 

Low Income Housing Tax Credit (LIHTC) should be 

processed according to regulatory requirements 

2.4.1.4 Resident Charges 

2.4.1.4.1 Conduct the necessary inspections to ensure 

appropriate changes are billed to residents 

appropriately and within a timely manner. 

2.4.1.5 Tenant Reviews 

2.4.1.5.1 Conduct annual and interim reviews to determine 

tenants’ eligibility for admission and continued 

occupancy, based on applicable regulatory entity and 

requirements Firms are required to ensure their 

personnel competence in completing all required forms, 

calculations, data entry and verifications in accordance 

to OWNER’s policy and federal regulations. Typical 

information included in reviews includes income, 

family composition, age, relationship of household 

members, eligibility for deductions/preferences, 

citizenship/immigrants’ status and tenant history. 

2.4.1.6 Lease Renewal 

2.4.1.6.1 Review annually, all residents’ tenancy as a part of 

their annual reexamination, based on applicable 

regulatory entity and requirements. Conduct general 

compliance reviews to ensure occupants complied 
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with their lease agreements. Residents who have not 

complied with their tenant responsibility(ies) shall be 

forwarded to OWNER for administrative review for 

eviction. 

2.4.1.7 Termination of the Lease 

2.4.1.7.1 Enforce the termination of a lease. 

2.4.1.8 Move-Out Process 

2.4.1.8.1 Conduct all move-outs in a professional and organized 

manner regardless of the basis (voluntary and/or 

duress). 

2.4.1.9 Monitoring Unit Turnover 

2.4.1.9.1 Ensure vacant units are prepared and occupied within 30 

days. 

2.4.10.1 Formal Resident Grievances 

2.4.10.1.1 Ensure formal resident grievances are conducted as 
required by OWNER. 

2.4.11.2 Communications 

2.4.11.2.1 Ensure there is frequent communication with tenants 
utilizing appropriate and reasonable methods to ensure 
information is distributed, in a timely manner. 

2.5 Wait List 

2.5.1 Interact with OWNER to retrieve files from a centralized and/or site 

base wait list maintained on site. 

2.5.2 Independently manage a site-based wait list, if applicable to the site. Note: 

OWNER maintains a centralized and site-based wait list processes for its 

portfolio. The implementation of a wait list system varies by property. 

3. Maintenance and Operations 

3.1 Staffing 

3.1.1 Ensure enough personnel resources and training are available to ensure the 

proper care of the property and the units. 

3.1.2 General maintenance duties (i.e., supervision, routine, skilled trade, 

seasonal, inspections, etc.) will be completed at each site. 
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3.2 Maintenance Plan and Standards 

3.2.1 Maintain and have available a current Operation & Maintenance Plan. 

3.2.2 Maintain the Property in first-class condition at all times in accordance 

with the criteria developed by OWNER (that will be amended from time 

to time), and as required to address any terms in the lease. 

3.2.2.1 The condition of the property shall also be maintained so that it 

complies with any governmental or insurance requirement, the 

requirements of any restrictive covenants, security instruments 

and declarations, and financing documents, and similar 

requirements affecting the Property. 

3.2.3 Promptly remedy any and all identified violation(s). 

3.2.4 Complete preventive, seasonal and planned maintenance tasks, 

including but limited to unit interior, common areas, grounds, building 

systems, playground equipment, community gardens, etc. 

3.2.4.1 The Site Manager will be expected to take a proactive approach 

to maintenance and perform all needed preventative maintenance 

work at the site. The Manager will submit to the Owner within 

60 days of assuming management of site a preventive 

maintenance plan specifying building components and 

equipment that will be subject to preventive maintenance and the 

preventive maintenance schedule for each item. 

3.3 Site Inspections 

3.3.1 Conduct daily inspections at each site to ensure timely identification of 

property/exterior unit damages, vandalism, accidents, curb appeal, 

fire/safety problems etc. 

3.4 Work Order 

3.4.1 Capture all maintenance work (including routine, nonroutine and 

emergency, but excluding general cleaning and porter services) on a work 

order. 

3.4.1.1 Emergency: 

Emergency work orders are defined as orders that address an 
immediate threat to life, health, safety to property or to the resident 
or are related to fire safety. The Owner’s standard for completion 
of an emergency work order is for all orders to be completed or 
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abated within 24 hours. 

3.4.1.2 Non-Emergency: 

Non-emergency work orders are orders that address conditions 
that do not pose an immediate threat to life, health, safety to 
property or to the resident and not related to fire safety. The 
Owner’s standard for the completion of non-emergency work 
orders is within three (3) days. 

3.4.2 The property manager is required to meet applicable Work Order 

completion time in accordance to regulatory and policy performance 

standards. Failure to comply to each performance standard separately, 

may result in Owner fee retention. Personnel will record, close and bill 

repairs supported by a work-order, within the time period established by 

OWNER. 

3.5 Annual Home Inspections 

3.5.1 Implement a comprehensive schedule that allows annual inspections to be 

conducted for each unit in accordance to HUD’s NSPIRE protocol. This 

should include a proposed schedule outlining what personnel will manage 

and implement the schedule to ensure 100% of the units will be inspected, 

within the time period authorized by OWNER. 

3.5.1.1 Inspections: 

The Owner’s annual standard for inspections is for all 
housekeeping and mock NSPIRE inspections to be conducted 
each year. Further, all units must be inspected the property 
manager within 12 months of the previous inspection. 

3.6 Cleaning and Preparing Vacant Units (Make-Ready) 

3.6.1 Implement high standards to ensure vacant units are properly cleaned and 

prepared for the next occupant. All units shall be prepared in accordance 

with OWNER’s and HUD’s NSPIRE standards, within the time period 

authorized by OWNER. 

3.6.2 The property managers are required to meet applicable regulatory and 

policy performance standards in the following areas, in a given month: 

Vacancy Rate and Vacant Unit Turn-Around time. Failure to comply to each 

performance standard separately may result in Owner fee retention. 

3.6.3 Prepare vacant units which shall include but not limited to pre-

inspections/move- out inspection, general cleaning, repairing, replacing, 
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pest control, final inspections, etc. 

3.6.4 Note: OWNER values the leasing of clean and functioning units. It is 

imperative that firms implement high standards to ensure vacant units are 

properly cleaned and prepared for the next occupant. 

3.7 Inventory and Material Management 

3.7.1 Maintain adequate levels of inventory that address property maintenance 

demands, at each site. 

3.7.2 Ensure all property and maintenance inventory is secured. 

3.8 Maintenance Contracts 

3.8.1 Maintain on-going maintenance contracts (landscaping, fire/security 

alarm monitoring, pest control, trash, etc.) and small job contracts 

(painting, carpet cleaning, security building monitoring, pest control, etc.), 

that are executed for no longer for twelve (12) months. 

3.8.1  Ensure general and small job contracts are procured correctly and timely 
in accordance with OWNER’s policies and applicable federal regulations 
(including, but not limited to 2 CFR Part 200). This includes vendor 
registration, specifications, documents indicating comparison of quotes, 
executive contracts, quality inspections/controls of firms, etc. 

4. Reporting / Notices 

4.1 Provide reports and/or statistical analysis that demonstrates the OWNER’s 

sites are functioning and performing at optimal levels, as requested by OWNER. 

4.1.1 Note: OWNER shall establish a standard reporting schedule, along with 

special request submitted from time to time. 

4.2 Ensure the following reports will be submitted accurately and timely: 

4.2.1 Vacancy (list of vacant units, # of days units were vacant, loss revenue, etc.) 

4.2.2 Admission/Move-in (list of new tenants and unit assignment) 

4.2.3 Move-Out (List of voluntary and involuntary move-outs, reason, etc.) 

4.2.4 Tenant Receivables (tenant charges collected for rent, repairs, fees, etc.) 

4.2.5 Loss of Revenue (uncollected tenant charges for rent, repairs, fees, etc.) 

4.2.6 Quality Control Reviews (# of units/systems inspected, # of deficiencies 

identified, # of work orders created, # of work orders closed) 
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4.2.7 Maintenance Quality Reviews (# of work orders received, type of work 

orders received, average time (days) work order was open, etc.) 

4.2.8 Site Report (information about other key policy, compliance and 

regulatory actions) 

4.2.9 Community Service Reports – indicating completed hours and eligible 

tenants. 

4.2.10 Unit/System Inspections – indicating the results of completed unit and 

system reports conducted, along with itemized deficiencies and corrective 

measures. 

4.2.11 Any other reports requested by the OWNER. 

4.3 The completion of most management functions shall include data-entry of critical 

information in OWNER’s tenant software for electronic submission. It is 

imperative that this information be entered accurately and timely for reporting 

purposes. 

4.4 Notify OWNER upon the receipt of all formal and informal communications 

received from any and all stakeholders (funders, investors, elected officials, etc.) 

regarding compliance, regulatory matters and tenant concerns. 

4.4.1 Note: OWNER will review correspondences and collaborate with 

firm(s) on corrective actions and/or written responses. 

5. Financial Management 

5.1 Taxes/Assessment Fees 

5.1.1 Pay all taxes and other governmental assessments on the Property and 

furnish the OWNER with copies of all assessment notices and tax bills 

promptly after receipt. Promptly notify OWNER of any notices or 

correspondence actually received regarding taxes or assessments with 

respect to the Property. 

5.1.2 When requested by OWNER, file applications for abatement of taxes and 

assessments. 

5.1.2.1 Note: It is OWNER’s responsibility to diligently prosecute such 

applications at its’ sole expense and is otherwise solely responsible 

and liable for any taxes or assessments. 

5.2 Records and Reports 

5.2.1 Account for and report the operations of the Property in accordance with 
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Generally Accepted Accounting Principles (GAAP) set for certified public 

accounting. 

5.3 Budgets 

5.3.1 Provide OWNER with a budget within at least ninety (90) days prior to the 

end of each Fiscal Year End. 

5.3.2 Submit to OWNER for its review and written approval: 

5.3.2.1 An operating budget for the Property ("Operating Budget") setting 

forth in reasonable detail and on a monthly basis the estimated 

income and operating expenses of the Property for the 

following calendar year, including real estate taxes and Manager's 

compensation; and, 

5.3.2.2 A capital improvement budget for the Property ("Capital Budget", 

and together with the Operating Budget, each a "Budget", and 

collectively the "Budgets") setting forth in reasonable detail a 

description of each capital improvement to the Property which 

Firm proposes for the following calendar year and the estimated 

cost of each such improvement. 

5.3.3 Present in a format requested by OWNER, an Operating Budget and 

Capital Budget. 

5.3.3.1 Note: In the event OWNER, in its reasonable judgment, 

disapproves of any proposed Operating Budget or Capital Budget 

submitted by Firm, OWNER shall give Firm written notice, in 

which event the Firm shall promptly make all revisions thereto 

which OWNER shall direct, and shall resubmit such budget so 

revised to OWNER for its review and approval. Until such time 

as a new Budget is approved, Firm shall operate the Property in 

accordance with the prior Budget approved by OWNER. 

5.3.4 Firm and OWNER may propose changes to an approved Budget from time 

to time. 

5.3.4.1 Note: Any change in the Capital Budget or increases or decreases 

shall be approved by the OWNER in advance. Firm will pay all 

property bills as they come due and make periodic requests for 

reimbursements in accordance with the Budgets. OWNER 

reserves the right to modify and/or update any Budget 

periodically throughout the applicable fiscal or calendar year. 
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5.4 Accounting Records 

5.4.1 Maintain accurate books and records of all funds received and 

disbursed in connection with the management of the Property (together 

with sufficient supporting documentation), separately, and take the 

necessary steps to ensure they are not commingled with records or funds of 

other properties managed by the Firm. Said books and records shall be open 

for inspection and audit by OWNER’s agents at all reasonable times. 

5.4.2 Preserve such books and records for at least seven (7) years after the close 

of the Fiscal year to which they relate, understanding that some files (e.g., 

tenant files with outstanding grievances, G/Ls, P & Ls, etc.) are 

maintained indefinitely as directed by OWNER. The cost of any audit shall 

be at the expense of OWNER. Any adjustment in amount due and owing 

by either OWNER or Firm as a result of any such audit shall be paid within 

fifteen (15) business days following receipt of such audit. 

5.4.3 Utilize best efforts to exercise control over accounting and financial 

transactions so as to protect OWNER’s assets from theft or fraudulent 

activity on the part of Firm’s employees. Losses arising from such 

instances will be borne by the Firm unless covered by insurance that 

protects OWNER. 

5.5 Monthly Reports 

5.5.1 Provide OWNER with the requested reports on or before the tenth (10th) 

day of each month. 

5.5.2 Provide the following reports to OWNER to disclose as a minimum, all 

income (both received and accrued), expenses, and cash flow for the 

preceding month (accrual basis): 

5.5.2.1 Summary operating statement and detail operating statement 

prepared in a format showing budget comparison and variance 

from same; 

5.5.2.2 Statement of disbursements, itemizing each disbursement made 

during the monthly period by check number, amount and payee 

Summary schedule of aged accounts receivable itemizing all 

outstanding monies at the close of the monthly accounting 

period and listing all monies collected for the month; 

5.5.2.3 Descriptive summary of the operation of the Property during the 

prior month, highlighting all significant occurrences and 
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anticipated problems and explanations for all material variances 

and expense items (actual compared to budget) for current month 

and year to date comparisons; 

5.5.2.4 Report disclosing any contract or agreement with, or the 

payment of money to, any entity affiliated with or related to Firm 

in any way; 

5.5.2.5 Summary and detail balance sheet; 

5.5.2.6 Accounts payable report; and, 

5.5.2.7 Bank account reconciliation. 

5.6 Quarterly Reports 

5.6.1 Provide OWNER with the requested reports on or before the tenth (10th) day 

after the end of each calendar quarter for Tax Credit Properties. Deliver to 

OWNER a current rent roll with a summary operating statement for the 

prior three (3) months, on a form required by OWNER. 

5.7 Annual Report 

5.7.1 Provide OWNER with requested reports within thirty (30) days after the 

end of each calendar year. 

5.7.2  Respond to independent auditor requests for supporting documentation as 

part of annual audits. 

5.7.3 Deliver to OWNER the following reports in a format approved by OWNER: 

5.7.3.1 A schedule of accounts payable, enumerating vendors’ invoices 

received and to be paid in the new calendar year; 

5.7.3.2 An accrued expense schedule, enumerating all items of expenses 

incurred in the calendar year; 

5.7.3.3 A rent roll scheduling the names of the residents, square 

footage, current annual rent and lease term, which rent roll 

shall be updated periodically when appropriate for Tax Credit 

properties; and, 

5.7.3.4 An annual income statement and balance sheet certified by an 

independent certified public accountant acceptable to OWNER. 

The accountant's fee shall be OWNER's expense. 

6. Establishment of Operating Account 
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6.1 Maintain all rent and other revenues and funds which are received by the 

Firm for OWNER, in its capacity as the exclusive manager of the Property(ies). 

6.2 All rent and other revenues will be held in trust and deposited by the Firm in 

a bank account or accounts as designed by OWNER (the "Operating Account") 

and maintained by Firm for the benefit of and in the name of OWNER. All 

such funds shall be and remain the properties of OWNER and shall be 

disbursed by Firm for the purposes authorized under the Agreement. In no 

event shall checks be drawn thereon to the order or for the benefit of any person 

except by law and by agreement. Firm shall not commingle OWNER's funds 

with the funds of any other person and shall implement a cash control system 

reasonably acceptable to OWNER. 

6.2.1 Funds may be drawn from the Operating Account only upon such 

authorized signatures as OWNER may direct from time to time. 

6.2.2 Note: From time to time, OWNER will provide additional funds to the 

Operating Account as deemed reasonably necessary by Firm and 

OWNER. 

7. Disbursements by Firm 

7.1 Pay disbursements from the Operating Account, and not from the Firm’s own 

funds. 

7.2 Promptly notify the OWNER if the funds in the Operating Account are 

insufficient to make the payments described above and indicate what efforts 

will be taken to promptly correct the deficit. 

8. Procurements 

8.1 Designate one person to be responsible as the Procurement Liaison, who will 

coordinate, gather, and submit copies of all required documents (including but 

not limited to bids, scopes of work, and independent cost estimates) to 

OWNER’s asset management representative for review and approval for 

amounts over $10,000. 

8.2 Execute and renew services, on OWNER’s behalf. These services include but are 

not limited to: (a) contracts for electricity, gas, telephone, water, cleaning, pest 

control, landscaping, office supplies, garbage and trash removal and other 

services in the ordinary course of business, and (b) purchase all supplies and 

equipment which are necessary to maintain and operate the Property in a first-

class condition. 

8.3 All procurements shall be made in accordance with the applicable procurement 
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policy, federal regulations (including but not limited to 2 CFR Part 200), and 

state law if state law applies. 

8.4 Note: All contracts made pursuant to this section shall be terminable by 

OWNER without cause on no more than thirty (30) day notice unless 

otherwise approved in advance by OWNER. All expenses shall be charged to 

OWNER at no more than cost and shall not at any time exceed fair market value 

as determined by either approval of OWNER or substantiated by quotes from 

arms'-length vendors. 

8.5 The relevant contractual information from all procured contracts shall be 

into the contract administration database utilized by OWNER. Personnel at the 

property sites will be expected to utilize this software. 

9. Capital Projects 

9.1 Upon request by OWNER, supervision of OWNER Construction 

9.1.1 Assist OWNER in honoring its obligations to make alterations, 

improvements, or capital improvements to the Property. 

9.1.2 Respond to written requests from OWNER regarding: 

9.1.2.1 Coordinate, when appropriate, with OWNER, tenants, architects, 

engineers and firms, to prepare and finalize construction plans; 

9.1.2.2 Hire, in OWNER's name, appropriate and acceptable contracts, 

which contracts shall be in OWNER's name; 

9.1.2.3 Make periodic, random project inspections; 

9.1.2.4 Approve: 

9.1.2.4.1 The construction schedule 

9.1.2.4.2 The quality of workmanship 

9.1.2.4.3 Requisitions for progress payments 

9.1.2.4.4 All change orders 

9.1.3 Represent OWNER during the final inspection of the completed job; 

9.2 Capital Planning 

9.2.1 Conduct annual capital assessments that identifies major improvements 

and/or upgrades at the site, forward their recommendations to OWNER. 

10. Risk Management 
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10.1 Notice of Claims 

10.1.1 Promptly notify and inform OWNER, and its insurance carrier of any 

actual or potential personal injury, or property damage occurring to, or 

on the Property which becomes known to the Firm. 

10.2 Bonding/Insurance 

10.2.1 Maintain bonds or employee dishonesty insurance in an amount 

reasonably acceptable to OWNER, for all of the firm’s employees who 

handle, or are responsible for OWNER’s money or property. 

10.2.2 Maintain general liability, workers compensation, crime and 

director/officer insurance. 

10.3 Notices 

10.3.1 Notify OWNER of any fire, accident, or other casualty, condemnation 

proceedings, rezoning or other governmental order, lawsuit or threatened 

lawsuit involving the property, violations relative to the leasing, use, 

repair and maintenance of the Property under any governmental law, 

ordinance, rule or regulation, and of any material defects in the Property, 

promptly after any such matters are discovered by the firm and/or are 

brought to Manager's attention. 

10.4 Emergency Procedures Plan / Manual 

10.4.1 Maintain an emergency plan with procedures that safeguards all persons 

(employees, residents & visitors) and property. The plan shall provide 

specific directives on saving lives, securing the property, prevent 

emergencies, preparing/reacting for an emergency, evacuation, 

fire/safety drills to include Active Shooter Training, restoring the property 

after an emergency, etc. 

10.4.2 Maintain written plans for mold & moisture prevention, prevention of 

exposure to lead or asbestos containing materials, and handling reporting 

and remediation of said items when discovered. 

10.5 Permitting / Certification 

10.5.1 Ensure all permits and certifications are current and/or updated timely to 

comply with all applicable Federal, State, local requirements. 

10.5.2 At a minimum, monitor; fire alarm control panels, fire permits, occupancy, 

gas tests, etc. 
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11. Resident Relations / Community Safety 

11.1 Tenant Complaints 

11.1.1 Respond promptly to complaints and requests from 

tenants of the Property (within 3 business days) and 

provide to OWNER any material complaints made by 

a tenant. Asset Managers should be informed within 24 

hours with a resolution in writing. 

11.2 Community Meetings 

11.2.1 Property manager will engage residents once monthly in 

scheduled community meeting to cultivate a sense of 

community and fostering resident engagement by 

continuously sharing agency and property 

announcements, program updates, lease education, and 

policy changes, as well as encouraging the exchange of 

ideas via discussions. 

11.2.1.1 Property managers shall collaborate with HANO 

law enforcement services for effective safety and 

law enforcement presence, as needed. 

11.3 Safety Prevention / Intervention 

11.3.1 Provide preventive and intervention strategies to deter 

criminal activity. As a minimum, these strategies should 

be related to the usage of lighting, signage, access control, 

security equipment, environmental design/landscaping, 

resident programs/meetings, etc. 

11.3.2 Property managers will engage open/consistent 

communication with assigned officers; coordinate the 

recording of reports received from law enforcement, and 

lease enforcement for violators engaged in criminal 

activity, inform residents about Community Activities & 

Programs, House Rules, Housekeeping, Know Your 

Lease, Rent, Resident Services, See Something Say 

Something, Annual Recertifications, etc. 

11.4 Transitional Plan 

11.4.1 Assume full managerial control of site(s) that is new to 

their portfolio. This includes, but is not limited to 
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personnel, tenant files, keys, insurance, inventory, 

transferring of utility/contractual obligations, signage, 

etc. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

END OF SCOPE OF WORK 
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http://www.hud.gov/offices/hsg/mfh/rhiip/eivbrochure.pdf
http://www.ncr.org/ppg/forms/eiv%20rules%20of%20behavior.pdf
http://www.ncr.org/ppg/forms/eiv%20rules%20of%20behavior.pdf
http://www.ncr.org/ppg/forms/eiv%20rules%20of%20behavior.pdf
http://www.ncr.org/ppg/forms/eiv%20rules%20of%20behavior.pdf
http://www.ncr.org/ppg/forms/EIV%20Access%20Managed.pdf


http://www.ncr.org/ppg/guide/11-businessadmin/security_awareness.htm


























































































































































https://www.victimsofcrime.org/our-programs/stalking-resource-center


















https://www.law.cornell.edu/uscode/text/42/416#i_1
https://www.law.cornell.edu/uscode/text/42/601
https://www.law.cornell.edu/uscode/text/42/601






















































    REQUEST FOR PROPOSALS (RFP) No. 24-913-40: On-Call Third Party Property Management 

             

 

HOUSING AUTHORITY OF NEW ORLEANS, LA 

 
 
 
 
 
 
 

RFP Attachment A 
(Form of Proposal) 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

  



    REQUEST FOR PROPOSALS (RFP) No. 24-913-40: On-Call Third Party Property Management 

             

 

HOUSING AUTHORITY OF NEW ORLEANS, LA 

 
FORM OF PROPOSAL 

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

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

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

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

 
SECTION 3 STATEMENT 

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

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

 
_____________________   __________       ______________________  _____________________ 
Signature            Date                   Printed Name                        Company 
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RFP Attachment B 
(HUD-5369-C) 
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(Profile of Firm Form) 
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PROFILE OF FIRM FORM 

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

 
(1) Prime ____  Sub-contractor _____   (This form must be completed by and for each). 
 

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

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

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

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

NAME TITLE % OF 
OWNERSHIP 

   

   

   

   

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

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

NAME TITLE 

  

  

  

  

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

and enter where provided the correct percentage (%) of ownership of each: 
 Caucasian    Public-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 (if known): ___________________________________________________________ 
      Certified by (Agency):____________________________________________________________________ 
_________________________   __________       _________________________  _________________________ 
Signature            Date                   Printed Name                           Company 
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 PROFILE OF FIRM FORM  
(Attachment C) 

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

 

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

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

by  the  Federal  Government,  any state government, the State  of  _______, or any local government agency  
within  or without the  State of  _________?   Yes        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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SUPPLEMENTAL CONDITIONS 
 
The following supplements and/or modifies the “General Conditions for Non-Construction Contracts 
Sections I,” form HUD-5370-C: 
 
Contract Period 
 
The contract shall be for an initial period of two (2) years, with an option to extend for two (2) additional 
years.  
 
Contract Type 
 
The contract resulting from this RFP shall be a fixed price contract.  Consultant services shall be paid at 
fixed rates, in accordance with the contractor’s Cost Proposal, pending HUD Funding.  
 
Invoicing 
 
Invoices shall be submitted monthly to the Department of Finance with a copy to the Modernization 
and Development Department.  The invoice shall provide an invoice number, service dates, purchase 
order number, Task Order number, and a description of services provided and the name/title of 
employee who rendered the services. Invoices shall be submitted on the contractor’s own invoice form. 
 
Payments 
 
All vendors should submit invoices to the Finance Department on or before the days listed below.  All 
vendor invoices are due on the 1st or 15th of the month.  Invoice payments are as follows: 
 

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

• Example:  An invoice received on August 27th will be processed commencing September 1st 
and paid on October 1st. 

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

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

Request for Taxpayer Number and Certification (W-9) 
The respondent(s) shall provide a copy of its Request for Taxpayer Number and Certification (W-9) at 
the time and date specified by the Authority. 
 
Public Access to Procurement Information/Confidentiality 
 
All information submitted in response to a solicitation issued by the Housing Authority of New Orleans 
(HANO) shall remain confidential until after final approval by HANO’s Board of Commissioners 
and/or the United States Department of Housing and Urban Development (HUD).  HANO’s policy 
regarding public access is in strict accordance with the guidelines set forth in its Procurement Policy, 
Section 5.3.4, HUD Handbook 7460.8 REV 2, Section 1.6, Public Access to Procurement Information and 
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Section 7.2 (J) Confidentiality.  Furthermore, pursuant to Louisiana Revised Statute 40:526(8), HANO 
shall not disclose information submitted to HANO in confidence in response t this RFP, and not 
otherwise required by law to be submitted, where such information should reasonably be considered 
confidential. 
 
Indemnification 
 
The successful Respondent(s) will be required to protect, defend, indemnify, keep, save, and hold 
HANO, its officers, officials, employees and agents free and harmless from and against any and all 
liabilities, losses, penalties, damages, settlements, environmental liability, costs, charges, professional 
fees or other expenses or liabilities of every kind, nature and character arising out of or relating to any 
and all claims, liens, demands, obligations, actions, suits, judgments or settlements, proceedings or 
causes of action of every kind, nature and character (collectively, “claims”) in connection with or arising 
directly or indirectly out of the acts or omissions and/or the performance thereof by the successful 
Respondent, its officers, officials, agents, employees, and subcontractors, including, but not limited to, 
the enforcement of the indemnification provision. The successful Respondent(s) will be further required 
to investigate, handle, respond to, provide defense for and defend all suits for any and all claims, at its 
sole expense and agrees to bear all other costs and expenses related thereto, even if the claims are 
considered groundless, false or fraudulent. 
HANO will have the right, at its option and at its expense, to participate in the defense of any suit, 
without relieving the successful Respondent of any of its obligations under this indemnity provision. 
The indemnities to be set forth in the contract resulting from this RFP will survive the expiration or 
termination of that contract. 
 
Rights, Use, and Ownership of Assessment Materials 
 
Assessment materials generated as a result of performing the Scope of Services contained in this 
contract shall be confidential and proprietary, and shall be for the exclusive use and ownership of The 
Housing Authority of New Orleans.  Such materials shall include, but not be limited to data, cost 
estimates, and reports generated that contain descriptive and/or identifying information regarding 
individual properties owned by HANO and/or HANO’s portfolio of properties.  Such materials shall 
not be shared, signed, sold or disclosed to parties other than those named on the contract without the 
express written permission of the Housing Authority of New Orleans’ Contracting Officer.  Any 
violations of this provision shall be considered a breach of, and grounds for immediate termination in 
accordance with the “Termination for Convenience and Default” clause. 
 
Ethics Policy 
 
The selected Respondent shall abide by the applicable provisions of the Housing Authority of New 
Orleans’ Ethics Policy and State of Louisiana Ethics Code. 
 
Third Party Claims on Software 
 
HANO shall be held harmless from any third-party legal claims involving the use by HANO of any 
software product or technique provided by the selected Respondent. 
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Licensing Requirements 
The successful Respondent shall possess all of the required State and Local licenses and certifications 
required to perform work of the type required by this contract in the City of New Orleans.  In addition, 
the Respondent shall comply with all laws, ordinances and regulations applicable to the services 
contemplated herein.  Respondents are presumed to be familiar with all federal, state and local laws, 
ordinances, codes, rules and regulations that may in any way affect the delivery of services. 
 
Contractual Obligations 
 
At any time, should the proposed services require the use of products or services of another company, 
such services shall be disclosed, and HANO will hold the selected respondent(s) responsible for the 
proposed services. 
 
Certification of Legal Entity 
 
Prior to execution of the Contract Agreement, the Respondent shall certify that joint ventures, 
partnerships, team agreements, new corporations or other entities that either exist or will be formally 
structured are, or will be legal and binding under Louisiana law. 
 
Certifications 
 
In submitting the proposal, the Respondent is indicating a willingness to comply with all terms and 
conditions of the RFP, including but not limited to those set forth in the attached HUD Forms and these 
Supplemental Conditions. 
 
Personnel 
 
In submitting their proposals, Respondents are representing that the personnel described in their 
proposals shall be available to perform the services described for the duration of the contract period, 
barring illness, accident or other unforeseeable events of a similar nature in which cases the Respondent 
must be able to provide a qualified replacement.  Such representation shall be valid for a minimum of 
120 calendar days after the proposal due date and time.  Furthermore, all personnel shall be considered 
to be, at all times, the sole employees of the Respondent under its sole direction, and not employees or 
agents of HANO. 
 
Respondent Status 
 
The successful Respondent will be held to be an independent Consultant, and will not be an 
employee of HANO. 
 
Assignment 
 
The successful Respondent shall not enter into any subcontracts, retain consultants, or assign, transfer, 
convey, sublet, or otherwise delegate its obligations under the contract resulting from this RFP, or any 
of its rights, title or interest therein, or its power to execute such contract to any person, company or 
corporation without the prior written consent and approval of the HANO. 
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Advertising 
 
In submitting a proposal, the successful Respondent agrees not to use the results from it as a part of 
any commercial advertising.  HANO does not permit law firms to advertise or promote the fact of their 
relationship with HANO in the course of marketing efforts, unless HANO specifically agrees otherwise. 
 
Media Relations 
 
The Contractor shall not make public comment on HANO matters without express written approval 
from HANO’s Director of Communications.  All media inquiries shall be referred to the Director of 
Communications. 
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ACKNOWLEDGEMENT OF ADDENDA 
(ATTACHMENT G) 

 
 

Respondent has received the following Addenda, receipt of which is hereby acknowledged: 
 
 
Addendum Number:    Date Received:    
 
Addendum Number:    Date Received:    
 
Addendum Number:    Date Received:    
 
Addendum Number:    Date Received:    
 
 
       
(Company Name) 
 
       
(Signature) 
 
       
(Printed or Typed Name) 
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