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1.0 Guidelines for Request for Proposals 
 
1.1 Introduction and Project Description 
 

WHEDA was created in 1972 by the state legislature to provide and promote an adequate supply 
of housing for persons and families of low and moderate income throughout Wisconsin.  
WHEDA’s mission has expanded to include financing for economic development (primarily loan 
guarantees) and agribusinesses. Chapter 234, of the Wisconsin Statutes, gives WHEDA 
authority to accomplish its mission. 
 
WHEDA is not a state agency, but rather a “public body corporate and politic.”  Its operating 
budget is not included in the state budget and is not subject to legislative appropriation.  As of 
March 31, 2004, WHEDA had 174 employees, an operating budget of $17.5 million, and an 
annual capital budget of $727,000.  Revenues to finance its operating and capital budgets are 
derived primarily from interest earnings on loans, investments of assets, and administrative fees.  
 
The majority of WHEDA’s programs are funded from proceeds of the sale of federally tax-exempt 
and taxable bonds.  Other proceeds include general fund monies that are available after setting 
aside required reserves, and funds made available by the state legislature for certain agricultural 
and economic development programs that are administered by WHEDA. 
 
A twelve member Board of Directors governs WHEDA. WHEDA’s Executive Director acts as its 
CEO. 

 
 The purpose of this Request for Proposal (the “RFP”) by the Wisconsin Housing and Economic 

Development Authority (the "Authority") is to contract for Exterior Wall Infiltration Remediation.             
                           

  
1.2 Schedule for the Selection of Contractor 
   
 The Authority has established the following schedule for selection of contractor: 
  
 Advertisement   August 9th, 2007, August 16th 2007, September 8th 2007 and September 16th 2007 
 RFP Release  August 6th, 2007 
 Proposals Due   September 28th, 2007 (by 3:00p.m., central time) 
 Evaluations Completed and Contract Announcements Made no later then October 26th, 2007 
 
 Written Proposals in response to this RFP must be received no later than 3:00 p.m., central time,    

September 28th, 2007, at the following address: 
 
                                   
  Tina Bohling 
  201 West Washington Avenue, Suite 700 
  P.O. Box 1728 
  Madison, WI  53701-1728 
  (608) 266-7688 
   
 The above schedule is subject to change upon written notice from the Authority.  Schedule changes 

and/or other RFP revisions, including date, time and place changes, if any will be sent by written 
addendum to all firms to which the Authority has provided these materials.  Proposals may not be 
submitted by facsimile.  Proposals delivered after the date and time due will not be considered and 
will be returned unopened.  Proposers may verify times and dates by telephone or facsimile, but no 
earlier than thirty-six (36) hours before the scheduled dates and times set forth above. 
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1.3 Contract Term 
 
 The contract(s) shall be for up to (3) year(s) from the date of the execution of the contract between 

the selected contract recipient(s) and the Authority.  A no-cost to continue extension of the contract 
end date may be granted on a case-by-case basis. 

 
1.4 Prime Contractor 
 
 The use of subcontractors is only allowed if you have been given prior written approval by the 

Authority.  If subcontractors are planned to be used, this must be clearly explained and priced 
separately in the proposal.  However, the prime contractor will be responsible for contract 
performance whether or not subcontractors are used. 

 
1.5 Right to Reject Proposals and Negotiate Contract Terms 
 
 The Authority reserves the right to reject any and all proposals and to negotiate the terms of the 

contract(s), including the contract amount(s), with the selected applicant prior to entering into a 
contract.  If contract negotiations cannot be concluded successfully with any selected applicant(s), the 
Authority may negotiate a contract with the next ranked applicant. 

 
 The contents of the applicant's proposal and this Request for Proposal, and any amendments 

thereto, shall become contractual obligations if acquisition action ensues.  Failure of a successful 
applicant to accept these obligations in contractual agreement may result in cancellation of the 
award. 

 
1.6 News Releases 
 
 News releases pertaining to this proposal or any part of this proposal shall not be made without prior 

approval of the Authority. 
 
1.7 Recordkeeping and Record Retention 
 
 The applicant shall establish and maintain adequate records of all expenditures incurred under the 

contract.  The Authority shall have the right to audit, review, examine, copy and transcribe any 
pertinent records or documents relating to any contract resulting from the RFP held by the applicant.  
The applicant will retain all documents applicable to the contract for a period of not less than three (3) 
years after final payment is made. 

 
1.8 Affirmative Action 
 
 Successful applicants who are awarded contracts of twenty-five thousand dollars ($25,000.00) or 

more shall have included in their contracts the following clause: 
 
 "A written affirmative action plan acceptable under Wisconsin Statutes and Administrative Codes is 

required as a condition for the successful performance of the contract.  Excluded from this 
requirement are contractors whose annual work force amounts to less than ten employees.  The 
affirmative action plan shall be submitted to the Authority within fifteen (15) working days after the 
award of the contract." 

 
1.8 Supplier Diversity 
 
 It is the policy of the Wisconsin Housing and Economic Development Authority to encourage 

utilization of Minority Business Enterprises (MBE) for the completion of work on this RFP.  
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 Prime MBE firms are encouraged to submit proposals for completion of work on this RFP.  
 
  
 
 Any work subcontracted to a MBE firm shall be meaningful participation.   
 
 According to Wisconsin State Statute 560.036 (2), WHEDA will utilize minority vendors 

certified by the State of Wisconsin Department of Commerce.  For further information on 
MBE firms certified by Department of Commerce, call 608-267-9550.  A listing of MBE firms 
certified by the Wisconsin Department of Commerce can also be obtained online at 
http://www.doa.state.wi.us/deo/mbe/minority_search.asp 

 
All MBE firms must be certified prior to submittal of the proposal.  It is the responsibility of the 
Prime consultant to ensure the MBE firm providing services for this RFP have obtained 
certification and that certification is maintained throughout the contracting period. A copy of 
the letter of certification for any MBE firm identified in the consultants proposal shall be 
attached to the proposal. 

 
 The MBE participation achieved will be determined by the ratio of the dollar value of the work 

contracted to MBE firm to the total value of the contract awarded. 
 
 
 
1.9 Non-Discrimination Against Employees or Applicants for Employment 
 

In connection with the performance of work under this contract, the contractor agrees not to 
discriminate against any employee or applicant for employment because of age, race, religion, color, 
handicap, sex, marital status, physical condition, arrest or conviction record, developmental disability 
as defined in s.51.01(5), Wis. Stats., sexual orientation or national origin.  This provision shall include, 
but not be limited to the following:  employment, upgrading, demotion or transfer, recruitment or 
recruitment advertising, layoff or termination, rates of pay or other forms of compensation, and 
selection for training, including apprenticeship.  Except with respect to sexual orientation, the 
contractor further agrees to take affirmative action to ensure equal employment opportunities.  The 
contractor agrees to post in conspicuous places, available for employees and applicants for 
employment, notices setting forth the provisions of the nondiscrimination clause. 

 
1.10 Termination of Contract 
 
 The Authority reserves the right to cancel any subsequent contract in whole or in part if performance 

and/or delivery is not made in accordance with the terms specified. 
 
 No suspension or termination will affect any expenditures or legally binding commitments made prior 

to receiving notice of suspension or termination.  Upon suspension or termination, the disposition of 
unexpended funds will be subject to the Authority’s discretion. 

 
 The Authority may suspend or terminate in whole or in part with or without cause which shall include, 

but are not limited to the following: 
 
 a. Failure or unwillingness of the contractor to comply with their approved proposal, with the 

applicable State Statutes, or with such directives as may become generally acceptable at the 
time. 

 
 b. Submission by the contractor to the Authority or reports which are inconsistent with the detailed 

specification. 
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 c. Improper use of funds by the contractor. 
 
1.11 Evaluation Criteria/Project Scope 
 
 All proposals submitted and accepted will be reviewed by an evaluation committee and scored 

against the criteria stated below.  The committee may review references, may request oral 
presentation, or may conduct an on-site visit of top scoring applicants and use the results in assigning 
final scores to top scoring proposals.  The evaluation committee's scoring will be tabulated and 
proposals ranked based on the numerical scores received. 

 
Completeness of RFP  40%  15%  Completeness Thoroughness of Bid 
     15%  Ability to Meet Contract Needs  
      (i.e. Availability, Schedule) 
     10% Insurance, Bonding 
 
Cost   20%  10%  Thoroughness and Cost Breakdowns 
     10%  Low Bid 
 
References  35%  15%  Relevant Experience/Similar Work 
     15%  Relationship with past/present customers 
     5%  Time in Industry 
 
MBE/WBE  5%  5%  Minority Involvement 
 
    
 
1.12 Notification of Award(s) 
 
 Each applicant will receive written notice stating to whom the Authority intends to award the contract. 
1.13 Waiver of Informalities 
 
 The Authority reserves the right to accept or reject any or all responses to this RFP, waive minor 

informalities and to accept only the most qualified offer in the judgment of the Authority.  The 
determination of whether an RFP condition is substantive or an informality shall reside solely with the 
Authority. 

 
1.14 Contract Award 
 
 The contract will be awarded based on the Authority's evaluation of the proposal determined by the 

Authority to be the most advantageous to the Authority after consideration of the Evaluation Criteria 
and other requirements set forth in this RFP. 

 
1.15 Confidentiality 
 

During the course of preparing your response, you may learn trade secrets or otherwise have access 
to Authority proprietary and/or confidential information.  This information is not to be shared with 
others unless specific written permission is obtained.  Direct all inquires of this nature to the Project 
Manager.  In addition, each Proposer needs to complete Attachment 2, if applicable. 
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2.0  Preparing and Submitting the Proposal 
  
2.1 Proposal Organization and Format 
  
 a. Proposals will be formatted and tabbed in the exact form and numeric sequence as described 

in the Proposal Requirements set forth in Section 3.0 of this RFP.  Additional information, if 
provided, should be added at the end of the Proposal under its own tab(s). 

 
 b. Proposals will be typewritten on one side only using 8-1/2" x 11" paper.  
 

c. Responses to all items will be complete. 
 
d. Electronic submission may be acceptable with prior approval of the Authority. 

  
2.2 Submitting the Proposal 
  
 a. Submit five (5), left-side bound originals, and one (1) unbound copy, in a form suitable for 

photocopying, of all Proposal material.  Applicant's name, address, proposal title and proposal 
due date should be on the outside of the package. 

  
 b. By submitting a Proposal, Proposers accept in all respects the conditions of this RFP including, 

but not limited to, the following: 
 
  (1) All Proposals will become the property of the Authority and will not be returned. 
 
  (2) Late proposal submittals will not be reviewed and evaluated. 
 
  (3) Any restriction as to the use of Proposal materials must be clearly indicated as 

proprietary.  A requested limitation or prohibition of use or release must be clearly 
identified in writing on a cover sheet.  Blanket claims of proprietary submittal will not 
be honored.  If a Contract is executed by the Proposer as a result of the submission 
of this proprietary information, the Authority shall have the right to use or disclose 
such proprietary information to the extent provided in the Contract. 

 
  (4) All materials submitted by applicants will be subject to the open records law of the 

State of Wisconsin after the notice of intent to award or not to award is announced.  
This information will be available for public inspection at the Authority.  No 
application submitted to the Authority can be marked as confidential, and any 
material so marked, by being included in the application will be considered public 
record, except as provided in the above section.  Final scores for all applications will 
be subject to open records. 

 
  (5) The Authority reserves the right to reject any proposal submittals on the basis of 

being unresponsive to the RFP requirements or for failure to fully disclose requested 
information. 

 
  (6) The Authority is not liable for any costs incurred by Proposers, including, without 

limitation, costs related to the preparation of Proposals, the Oral Interview and the 
Contract execution process. 

 
  (7) Top-scoring applicants may be required to make oral presentations to clarify and 

verify the written proposals.  If oral presentations are held subsequent to the receipt 
of the proposal, they will be held to clarify the proposal.  The Authority will schedule 



a time and location for each oral presentation.  Should an applicant refuse to honor 
the request for oral presentation, this may result in the rejection of the proposal.  
Since oral presentations may not be held, applicants are cautioned to provide 
complete information within their applications. 

   
The Authority, in its sole discretion, retains the right to waive any minor irregularity in any Proposer's 
response to these or other RFP requirements should it be judged to be in the best interest of the 
Authority. 

 
3.0 Proposal Requirements 
 
 Proposals must be submitted to the Authority on or before September 6th, 2007, at 3:00 p.m., central 

time, unless a different, later time is announced by the Authority by addendum. 
 
3.1 Cover Page 
  

A form for completing the Cover Page has been included in this RFP (see Attachment 1). 
 
3.2 Table of Contents 

 
The Proposal Table of Contents will conform with the titles and numeric sequence of this Section 3.0. 

 
3.3 Compliance with Travel and Expense Guide and Code of Ethics for Paid Consultants 
 
 In this section of the proposal, state your willingness to adhere at all times to the Authority's Travel 

and Expense Guidelines and Code of Ethics for Paid Consultants (see Attachments 3 and 4).  
Additionally, you must state your willingness to adhere to any amendments of these policies and to 
submit any disclosures requested in the above policies upon acceptance of the proposal. 

 
 
 
 
3.4 Description of Firm 
 
 In this section of the proposal, state the type of firm, the location of the office, and the number of 

employees located in Wisconsin.  
 
 In addition, the Authority requires the following: 
 
 a. Provide an employee profile showing the number of male, female, minority, and employees 

with disabilities by category, i.e. senior management, professional, technical and clerical.   
 
 b. Enclose a statement of the firm's affirmative action policy.   
 
 c. Describe the firm's degree of achievement of the affirmative action goals in the past twelve 

months. 
  
3.5  Applicant References 
 
 Applicants must include in the proposal a list of organizations, including points of contact (name, 

address and telephone number) which can be used as references.  A minimum of three references is 
required.  All references should be current and, prior to submittal of proposal, the applicant must 
inform the named references that their names are being so listed.  Selected references may be 
contacted to determine the quality of work performed and personnel assigned to the project.  The 
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result of the reference checks may be provided to reviewers to be used in scoring the written 
proposal.   

  
3.6 Staff Qualifications 
 
 Provide resumes or position descriptions describing the educational and work experiences for each 

of the key staff who would be assigned to the plan.  Describe the role and responsibilities for each 
person who will participate in this project.  Be very specific in describing their organizational chart for 
the project which includes all staff to be assigned to this program and which clearly shows 
supervision. 

 
3.7 Approach to the Project  
 
 

Both a narrative project description and a detailed project work plan should be submitted.  The 
narrative should provide an overview of the vendor's approach to this project.  The detailed work 
should be prepared in outline form and should contain, at a minimum, the following information: 

 
a. The sequence of tasks to be performed. 

  
b. A time schedule for performing the proposed work. 

 
c. A list of all persons who will be involved in carrying out the tasks identified in the work plan, 

describing each in terms of their involvement in specific tasks and qualifications. 
 
3.8 Fixed-Cost Proposal 

 
Cost of proposed project and any other anticipated expenses.  Provide a fixed-cost proposal to carry 
out the project as defined in section 1.1 and Addenda A and B, including personnel, travel, and 
support costs.  The lowest cost will not necessarily result in a contract award. 

 
3.9 Additional Services 

  
 Description and costs of any additional services which could be provided. 

 
3.10 Previous and Pending Claims 

 
 Submit a list of 1) pending criminal or civil suits, arbitrations or other legal actions or dispute in 

process against any entity or person comprising the proposer, if any, including any failure to complete 
a contract awarded to any Proposer entity, and 2) previous criminal or civil suits, arbitrations or other 
legal actions or disputes against any Proposer entity or person for claims commenced or concluded 
in the past five (5) years, if any.  For each item on the list, briefly state the name and address of the 
party making claim(s) against the Proposer entity; the case or other identification number and the 
body hearing the action or dispute, if any; the general nature of the action or dispute; the amount in 
controversy; and the present status of the matter. 

 
3.11 Mandatory Requirements 

 
The proposal requirements stated in this request for proposal are mandatory and are not simply 
desirable.  It should be further understood that failure by an applicant to respond to a specific 
requirement will be the basis for elimination from consideration during the Authority's comparative 
evaluation. 

 
4.0 Specifications and Drawings 
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4.1 Scope of Work 
 
Attachment 5: 
 
Table of Contents 
Section 00 31 19 – Existing Conditions 
Section 00 42 10 – Proposal Form 
Section 00 43 10 – Proposal Form Supplements 
Section 01 23 10 – Alternates 
Section 04 01 00 – Masonry Restoration & Cleaning 
Section 07 01 50 – Maintenance of Membrane Roofing 
Section 07 01 90.71 – Joint Sealant Rehabilitation 
Section 07 62 00 – Sheet Metal Flashing and Trim 
Section 07 92 13 – Elastomeric Joint Sealants 
 
Drawings: 
Title Sheet T-1 
Existing Site Plan A-0 
North Elevation A-1 
West Elevation A-2 
South Elevation A-3 
East Elevation A-4 
Details A-5 
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Attachment 1 
 

COVER PAGE 
 
 
1. Name of Applicant Organization:        
 
 Address:            
                       
 
 
2. Employer Identification Number: ______________________________________ 
 
 
3. Name and Telephone No. of Person Who Prepared Application:     
 
 Telephone No.:      
 
4. Name of Fiscal Agent:           
 
 Telephone No.:      
 
5. Total Amount of Funds Being Requested: 
 
 
 
 
 
 
6. Name, title, address, and telephone number of official authorized to commit the organization to submittal of the 

application and to an ensuing contract, if any: 
 
  Name: __________________________________________________________________ 
 
  Title: ___________________________________________________________________ 
 
  Address: _________________________________________________________________ 
    ____________________________________________________________ 
 
  Telephone No.: ___________________________________________________________ 
 
  Date: ____________________, 20___. 
 
  Signature: ________________________________________________________________ 
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Attachment 2 
 

DESIGNATION OF CONFIDENTIAL AND PROPRIETARY INFORMATION 
 

The material submitted in response to the Request for Proposal for        
includes proprietary and confidential information which qualifies as a trade secret, as provided in s. 19.36(5), Wis. Stats., or is 
otherwise material that can be kept confidential under the Wisconsin Open Records Law.  As such, we ask that certain 
pages, as indicated below, of this bid/proposal response be treated as confidential material and not be released without 
written approval. 
 
Prices always become public information after the Requests for Proposal(s) are awarded, and therefore, cannot be 
kept confidential. 
 
Other information cannot be kept confidential unless it is a trade secret.  Trade secret is defined in s. 134.90(1)(c), Wis. 
Stats., as follows:  “Trade secret” means information, including a formula, pattern, compilation, program, device, method, 
technique or process to which all of the following apply: 
 
1. The information derives independent economic value, actual or potential, from not being generally known to and not 

being readily ascertainable by proper means by, other persons who can obtain economic value from its disclosure or 
use. 

 
2. The information is the subject of efforts to maintain its secrecy that are reasonable under the circumstances. 
 
We request that the following pages not be released: 
 
 Section Page #  Topic 
       
        
       
        
 
IN THE EVENT THE DESIGNATION OF CONFIDENTIALITY OF THIS INFORMATION IS CHALLENGED, THE 
UNDERSIGNED HEREBY AGREES TO PROVIDE LEGAL COUNSEL OR OTHER NECESSARY ASSISTANCE TO 
DEFEND THE DESIGNATION OF CONFIDENTIALITY. 
 
Failure to include this form in the Request for Proposal response may mean that all information provided as part of the 
Request for Proposal response will be open to examination and copying.  The Authority considers other markings of 
confidentiality in the Request for Proposal document to be insufficient.  The undersigned agrees to hold the Authority 
harmless for any damages arising out of the release of any materials unless they are specifically identified above. 
 
Company Name:         Date:  , 20  
Authorized Representative:      
Title:      
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Attachment 3 
 

CODE OF ETHICS FOR PAID CONSULTANTS OF THE 
WISCONSIN HOUSING AND ECONOMIC DEVELOPMENT AUTHORITY 

 
October 27, 1999 

 
I. Declaration of policy.  In keeping with the tenets of a free and open government, a code of ethics to guide 
Consultants will help them avoid material conflicts of interest while ensuring that the Authority gives all persons equal 
opportunity to act as a Consultant.  A code of ethics will also guide the Authority in selecting and working with 
Consultants, recognizing private pecuniary interests, and not depriving Consultants of their rights to enter into other 
contracts or employment which do not conflict with the Consultant’s Position with the Authority.   
 
II. Definitions.  In this code: 
 
 A. Anything of Value:  any money or property, favor, service, payment, advance, forbearance, loan or 
promise of future employment, but does not include compensation and expenses paid by the Authority, or hospitality 
extended for a purpose unrelated to Authority business. 
 
 B. Authority:  the Wisconsin Housing and Economic Development Authority or any successor. 
 
 C. Consultant:  (a) any person or Organization which is engaged to provide professional or technical advice, 
assistance or opinions for compensation; or (b) any person who is not an employee of the Authority but who is engaged to 
provide professional or technical advice, assistance or opinions for compensation, whether such compensation is given 
directly to the person or to any Organization which employs the person.   
 
 D. Department:  means the Legislature, the University of Wisconsin System any authority or public 
corporation created and regulated by an act of the Legislature and any office, department, independent agency or 
legislative service agency created under Chapter 13, 14, or 15 of the Wisconsin Statutes, and vocational, technical and 
adult education district or any constitutional office including a judicial office.   
 
 E. Immediate Family:  any person’s parents, siblings, spouse, children and grandchildren. 
 
 F. Organization:  any corporation, partnership, proprietorship, firm, enterprise, franchise, association, trust or 
other legal entity other than an individual. 
 
 G. Position:  the position of a Consultant in relation to the Authority which results from the Consultant’s 
contract with the Authority. 
 
III. Standards of Conduct 
 
 A. Except as provided for by contract with the Authority, no Consultant may use or attempt to use his/her 
position to obtain gain or Anything of Value for anyone.  No Consultant may use or attempt to use his/her position to 
influence or gain, for anyone, unlawful benefits, advantages or privileges.  This section is not intended to preclude, upon 
prior written approval, the listing of the Authority as a reference, or the inclusion of the Authority in a list of he Consultant’s 
representative clients 
 
 B. No Consultant may solicit or accept, directly or indirectly, Anything of Value if it could reasonably be 
expected to influence an official’s action or inaction or could reasonably be considered a reward for any action or inaction. 
 
 C. No Consultant may intentionally use or disclose confidential information which could result in the receipt 
of Anything of Value for the Consultant, a member of his/her Immediate Family, or an Organization with which he/she is 
associated. 

 D. No Consultant may represent a person or Organization for compensation before the Authority, except as 
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permitted by the Authority after receiving full disclosure of the nature of the Consultant’s relationship with the person or 
Organization. 
 
 E. No Consultant may represent, in connection with any proceeding, application, contract, claim, or charge 
which was under the Consultant’s responsibility or he/she was personally and substantially involved with in the twelve 
months prior to ceasing to be a Consultant, for compensation, any person or Organization before the Authority within 
twelve months after leaving the Department. 
 
 F. All Consultants contracts shall provide that if the Consultant or former Consultant has failed to adhere to 
the provisions of this code of ethics, and if the Authority determines such failure to adhere to the code of ethics involves a 
material conflict of interest, the contract may be declared to be void by the Authority and any amounts paid under the 
contact may be recovered by the Authority.   
 
IV. Disclosure 
 
 A. Consultants shall include within each proposal a written statement that discloses and provides relevant 
information on each of the following matters which are known to the Consultant or could reasonably be expected to be 
known to the Consultant: 
 
  1. A member or an employee of the Authority, or his/her Immediate Family, or a Consultant owns or 
controls directly or indirectly any equity in, or is associated with, the Consultant; 
 
  2. The Consultant currently employs, or has offered to employ, any person who is or has been a 
member or management level employee of the Authority within the twelve month period preceding the date of the 
proposal;  
 
  3. The Consultant, or any of its employees, provides services for compensation to, or anticipates 
providing services for compensation during the term of the contract to, a member or employee of the Authority, any 
Organization with which a member or employee of the Authority is associated, a person or Organization indebted to the 
Authority, or a person who or Organization which has, within the twelve month period preceding the proposal, received a 
loan or grant from the Authority; and 
  
  4. The names of those professionals within a Consultant’s Organization who have responsibility for 
and direct contact with the Authority regarding its bonds or notes, who in addition to, own notes or bonds which have 
been issued by the Authority. 
 
 B. If none of the above matters exist, the Consultant shall state so in writing.  
 
 C. Unless otherwise exempted pursuant to sub. E, all contracts shall incorporate this Code of Ethics and 
shall provide that if a Consultant has failed to disclose any matters described above, and if the Authority determines such 
failure to disclose involves a material conflict of interest, the Consultant’s contract may be declared to be void by the 
Authority and any amounts paid under the contract may be recovered by the Authority.  All contracts shall also require a 
Consultant to advise the Authority of any changes in the information provided in sub. A which occur during the contract 
period.   
 
 D. No disclosure under sub. A or section III, D, is required if (a) state or federal law prohibits the disclosure, 
or (b) it is improper under administrative rules or recognized professional code of the Department which is responsible for 
regulating or licensing the occupational group of which the Consultant is a member. 
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V. Action Upon Conflict 
 

A. Any Consultant who, in the discharge of Consultant duties, is involved in any matter that could result in a 
material conflict of interest on the Consultant’s part shall: 

 
1. Prepare a written statement describing such matter and the nature of the possible conflict of 

interest; 
 
  2. Deliver a copy of the statement to the Authority’s Executive Director; and 
 

3. Take no further action with regard to such matter except in accordance with advice from the 
Authority’s Executive Director. 

 
 B. A Consultant who disagrees with the advice of the Executive Director given under  

sub. A. 1. may bring the matter for review before the members of the Authority.  
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Attachment 4 
 

WISCONSIN HOUSING AND ECONOMIC DEVELOPMENT AUTHORITY 
TRAVEL POLICY FOR CONSULTANTS 

 
(Based on Wisconsin Uniform Travel Schedule Amounts) 

 
October 1, 2004 

 
The Wisconsin Housing and Economic Development Authority (the "Authority") is required by law,  
§ 234.02(3m)(b), Wisconsin Statutes, to adhere to the State of Wisconsin Uniform Travel Schedule.  All consultants to the 
Authority must keep their expenditures, while on travel status, within those guidelines.  This document provides basic details 
concerning travel policies and sets out administrative procedures to implement them.   
 
The Authority will not approve payment for any travel expense which exceeds the maximum Uniform Travel Schedule Amount, 
except in unusual circumstances when accompanied by a receipt and a full explanation of the reasonableness of such 
expense.  An "unusual circumstance" is defined as being outside the control of the consultant.  An expense which exceeds a 
travel maximum is reasonable only when unavoidable additional expenses would be incurred by trying to adhere to the 
specified travel maximum. 
 
Lodging 
 
The maximum lodging rate for in-state travel is $62 per night as of July 1, 2004, excluding sales and/or room taxes.  The 
maximum lodging rate is $72 per night for Milwaukee, Racine, and Waukesha counties.   
 
The choice of lodging will be based on cost, with consideration given to accessibility in conducting business.  Written 
justification is required whenever the maximum room allowance is exceeded. 
 
All lodging expenses must be supported by a copy of the original receipt.  Reimbursement will be made only at the single-room 
rate which must be shown on the receipt. 
 
Meals 
 
The maximum meal reimbursement rates, including tax and tip are (maximum reimbursable tip is 15%): 
 

 In-State Out-of-State  
 

   
Breakfast  $8.00  $10.00 
Lunch  9.00   10.00 
Dinner  17.00    20.00 

 
Reimbursement for meals will be made when it is necessary to be away from Madison or the consultant's permanent domicile 
on Authority business as follows: 
 

 
Departure Time 

 
Return Time 

 
Reimbursable Meals 

Before 6:00 a.m. Before 2:30 p.m. Breakfast 
Before 6:00 a.m. After 7:00 p.m. Breakfast, Lunch, Dinner 
Before 10:30 a.m. After 2:30 p.m. Lunch 
After 2:30 p.m. After 7:00 p.m. Dinner 
After 7:00 p.m. N/A None 

 
 
Original, itemized receipts are required for all meals. Receipts and written justification are required for an unusual cost that 
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exceeds the maximum allowance. 
 
No reimbursement will be made for the cost of alcoholic beverages. 
 
Air Travel 
 
Reimbursement for commercial air travel will generally be limited to the lowest coach fare available at the time reservations for 
air travel are made.   
 
Taxis and Airport Limousine 
 
Reasonable charges for taxis and airport limousines, including tips of up to 15% are reimbursable when other modes of travel 
are not available or practical.  Receipts are required for any one way fare that exceeds $25. 
 
Bus 
 
Bus travel is recommended when traveling within Madison or between Madison and Milwaukee or Chicago.  Receipts are 
required for reimbursement. 
 
Telephone 
 
Reimbursement will be made for business calls. 
 
Personal calls are not reimbursable, except when the consultant’s schedule is altered by a geographical location change. One 
call shall be reimbursed up to $5.00 per call for each such required change.  Such reimbursement shall also be allowed if a 
travel agenda must be extended by more than one hour.   
 
Automobile Travel 
 
Traffic citations, parking tickets and other traffic violation expenses when traveling on the Authority business are the 
consultant's responsibility. 
 
Costs for parking and tolls when on travel status will be reimbursed. 
 
 1. Personal Vehicle 
 
 Reimbursement for the use of a personal automobile for business mileage will be .425¢ per mile. 
 
2. Commercial Rental Vehicles 
 

When commercial transportation is used to arrive at a destination and ground transportation is required at the destination, 
reimbursement for the cost of a rental car will be provided if: 
 
 a. Written justification is provided indicating that such rental was the most time- and cost-efficient means of 

transportation available in the situation.  The primary State vendor is Enterprise Rent-a-Car. 
 
 b. An economy model was rented or the non-availability of this size automobile is documented. 
 
Insurance 
 
The consultant will be responsible for providing the Authority a Certificate of Insurance necessary to perform the contracted 
services. 
All consultants must provide proof of insurance prior to operating their personal vehicle on Authority business. 
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Attachment 5 
 
 

SCOPE OF WORK 
 

SPECIFICATIONS AND DRAWINGS 
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