HOUSING AUTHORITY OF THE CITY OF PITTSBURGH

REQUEST FOR PROPOSALS
LOCKBOX PRINTING AND MAILING SERVICE

REPH 180_26.00
AINL' L ITT AJUTIVUTUY

Due:
November 2, 2009
10:00 a.m.

To: Kim Detrick
Contract Manager
201 Kirkpatrick St.
Pittsburgh, PA 15219




SECTION1
INTRODUCTION

The HACP is a municipal corporation, formed under the U.S. Housing Act of 1937, codified at
42 U.S.C. Section 1401 et seq. as amended and the Housing Authority Law of Commonwealth of
Pennsyivania codified at 35 P.C. 1542, et. seq. as amended. As such, the HACP is charged with
providing “affordable decent, safe and sanitary housing for low-income persons.”

The HACP has approximately 350 employees and services over 10,000 residents. The Authority
itself maintains approximately 5208 units of rental housing; and, through its Section 8 program,
funds the rental of more than approximately 5247 other units of privately owned housing.

Major operational departments include Property Management, Maintenance, Occupancy, Section
8, and Modernization & Development. Major administrative departments include Legal,
Finance, Management Information Systems, and Human Resources. Our public and community
relations departments are Community Affairs and Resident Self-Sufficiency. All departments
work together to achieve the goals of the Authority that are set by the Board of Commissioners.
Day to day decision-making rests with the Executive Director, who reports to the Board of
Commissioners on a rggular basis.

The Authority serves low income and very low-income residents within the City of Pittsburgh
and is committed to providing quality services to our customers. The Authority wishes to award
a Lockbox Printing and Mailing Service for one (1) year with the option to renew for two (2)
additional one (1) year terms in the form of the Sample Contract (Attachment A) through this

solicitation process.

Any questions regarding this Request for Proposals should be in writing and directed to:
Kim Detrick
Contract Manager
Housing Authority of the City of Pittsburgh
201 Kirkpatrick Street
Pittsburgh, PA 15219
412.456.5248 phone
412.456.5007 fax
Kim.Detrick@hacp.org

A complete proposal package may be obtained from:

Housing Authority City of Pittsburgh
Debbie Norkevicus

201 Kirkpatrick Street

Pittsburgh, PA 15219

(412) 456-5248

FAX (412) 456-5007
Debbie.Norkevicus@HACP.org




Following are the Key Dates associated with this Request for Proposals:

November 2, 2009
10:00 a.m.

Deadline for Submission of Proposals

Kim Detrick — Contract Manager
Procurement Department

Housing Authority of the City of Pittsburgh
201 Kirkpatrick Street

Pittsburgh, PA 15219

.
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Francine Rice-Smith

Housing Authority City of Pittsburgh
201 Kirkpatrick Street

2" Floor

Pittsburgh, PA 15219

Deadline for the submission of written

questions.



SECTION II
SCOPE OF SERVICES

The selected firm will be responsible for the timely mailing of rent invoices to the Authority’s
residents. The approximate monthly volume is 4500 pieces of mail.

The scope of services is specificaily described below:
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The Housing Authority will provide a print-ready file in Adobe Acrobat (.pdf) format.
This file will contain the billing information.

Printing of monthly rental statements (Duplex Bills).

Utilization of perforated paper 8.5x11 for detachable return statement stub.
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Insertion of rental statement and #9 Business Reply envelope in #10 envelope.

Printing of addressee envelop with return address.

CASS Certify/Barcode

Sorting for 1* class presort postal discounts.

Printing of Business Reply envelope in compliance with the United States Postal Service
BRM regulations and formats.

Provide all paper and envelopes.

The Housing Authority will handle postage separate from the resulting contract. The
successful proposer will be given advance payment for postage once invoices for
payment are received.

Mailing of all rent invoices to the Authority’s residents.

Invoices should be mailed to residents by the agreed upon monthly date (changes

monthly).

The Professional Services Contract that is anticipated for use to obtain these services is included
herein as Attachment A.



SECTION III
GENERAL REQUIREMENTS

An Offeror may be an individual or a business corporation partnership, firm, joint venture or
other legal entity duly orgdmzeu under the laws of the Commonwealth of Pennsylvania and
authorized to do business in the City of Pittsburgh, financially sound and able to provide the

services being procured by HACP.

If an Offeror has been debarred, suspended or otherwise lawfully precluded from participating in
any public procurement activity, such firm shall disclose that information in its offer, which may
be sufficient oround for disaualification. If the selected firm fails to disclose such information
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and HACP dlscovers it thereafter, then HACP could terminate the contract.

Each Offeror must be in good standing with HACP, and any Federal, State or Municipality that
has or has had a contracting relationship with the firm. Therefore, if a Federal, State or
Municipal entity has terminated any contract with an Offeror for deficiencies or defaults, that
Offeror is not eligible to submit a Response to this Solicitation.

If Offeror is not in good standing with HACP, and/or any Federal, State or Municipality this
must be disclosed.

Offeror must have and maintain all necessary insurance to cover malpractice liability and
workers’ compensation and submit proof of it with their proposal submission.



SECTION IV
CONTENT OF RESPONSE DOCUMENTS

Offerors submitting Proposals should fully read and comprehend the Instructions to Offerors
Non-Construction and General Conditions — Non Construction provided in Attachment B.
Proposals received without all of the required information may be rejected. Offerors must
submit one original plus three (3) paper copies of their technical proposal and one (1) electronic
copy in .PDF format on a CD, and one (1) original paper, one (1) paper copy and (1) electronic
copy in .PDF format of the fee proposal. Proposals must include, in the same order as below and
using the forms attached hereto, the following information, exhibits and schedules:

A.

General Information
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2. Type of Organization, Corporation, Partnership, Joint Venture or Sole
Proprietorship. Names of shareholders, partners, principals and any other persons
exercising control over the Firm.

3. Description of the Offeror’s capacity including staff resources

4. Organizational Certifications:

(a) Copies of Certificate of Incorporation, Partnership Agreement, Joint Venture

or other organizational document.
(b) A corporate resolution signed by the Secretary of the Corporation and
notarized, certifying the name of the individual(s) authorized to sign the offer,

the contract and any amendments thereto.

Previous Related Experience

1. Describe why Offeror feels its organization is qualified to provide the requested
services. Provide information about Offeror’s past experience of same or similar
services. Such listing shall include at least the following information.

2. Name of the contracting entity.

3. Name, title and a telephone number of a contract person for each identified
contracting entity to permit reference checks to be performed. The identified
party must be one who has first-hand knowledge regarding the operation of the
contracted facility or project and who was involved in managing the contract
between the Offeror and the contracting entity.

Proposed Staffing and Sub-consultants Responsibilities and Qualifications
Provide the following information relative to the proposed staffing and sub-consultants

for this contact:

1. -Provide background information regarding each identified Staff member that
accurately describes his or her employment history and relevant experience
providing services similar to those described in this Request for Proposals.

2. Description of the Scope of Services for at least three (3) projects in which the
Staff and/or sub-consultant has provided services similar to those described in this



F.

Request for Proposals. Please include the individual’s role in each project and all
relevant aspects of each project.

Methodology

Project Approach: Provide a brief narrative of the Offeror's approach to the services
described in this Request for Proposals. Availability: Describe the availability of the Staff
proposed and the turnaround time for each request to be made by the Authority.

Certifications and Representations of Offerors
Each Offeror must complete the Certifications and Representations of Offerors provided in
Attachment C.

Minority and Women Business Participation Plan
HACP MBE and WBE Goals. 1t is the pollcy of HACP to ensure that Minority Business
Enterprises (MBEs) and Women-owned Businesses (WBEs) are provided maximum
opportunity to participate in contracts administered by HACP. In accordance with Executive
Order 11625, HACP has established a minimum threshold of seventeen percent (17%) of the
total dollar amount for MBE utilization in this contract. HACP has established a six percent
(6%) minimum threshold for participation of WBEs, and, HACP strongly encourages and
affirmatively promotes the use of MBEs and WBEs in all HACP contracts. For these
purposes, an MBE is defined as "any legal entity other than a joint venture, organized to

engage in commercial transactions, that is at least fifty-one percent (51%) owned and
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defined as a member of a socially or economically disadvantaged minority group, which
includes African-Americans, Hispanic-Americans, Native-Americans, and Asian-Americans.
A WBE/MBE is defined as "any legal entity other than a joint venture, organized to engage
in commercial transactions, that is at least fifty-one percent (51%) owned and controlled by a
female. If you have any questions regarding the HACP MBE/WBE goals please contract
Jerry Okoko, Director of Development and Modernization, by e-mail at
Jerry.Okoko@HACP.org or by contacting him at Development and Modernization
Department, Housing Authority of the City of Pittsburgh, 100 Ross Street, 2" Floor,
Pittsburgh PA 15219, telephone (412) 456-5020 ext. 6013. Proposals must demonstrate how
the Offeror intends to meet or exceed these goals. Also, complete the table provided in

Attachment D and include with your proposal.

Section 3 Participation

Section 3 of the Housing and Urban Development Act of 1968, as amended (12 U.S.C. 1701,
et seq.) (the “Act”) requires the Housing Authority of the City of Pittsburgh to ensure that
employment and other economic and business opportunities generated by financial assistance
from the Department of Housing and Urban Development (“HUD”), to the greatest extent
feasible, are directed to public housing residents and other low income persons, particularly
recipients of government housing assistance, and business concerns that provide economic
opportunities to low and very low income persons.



To comply with the Act HACP requires its contractors to provide equal employment
opportunity to all employees and applicants for employment without regard to race, color,
religion, sex, national origin, disability, veteran’s or marital status, or economic status and to
take affirmative action to ensure that both job applicants and existing employees are given
fair and equal treatment.

The goal of this policy is to obtain a reasonable level of success in the recruitment,
employment, and utilization of HACP residents and other eligible persons and/or businesses
by contractors working on contracts partially or wholly funded with HUD monies. HACP
shall examine and consider a contractor’s potential for success in providing employment and
business opportunities to those covered under Section 3 prior to acting on any proposed
contract award. In response to any RFP, RFQ or IFB HACP will require submission of the

Section 3 Onnortunities Plan and roster of current emnlovees. and certification that the bidder

Dwwuivil J PPVYATHIINUYD 121G Qi 2U0IVE Vi VWLLI VALY VIV VWD, GEi VL VAIVRLVIL WG WiV Vivuw

will comply with the requirements of Section 3.

Below are the HACP Section 3 Guidelines as listed in the HACP Program Manual:

RESIDENT HIRING REQUIREMENTS / RESIDENT HIRING SCALE

TOTAL LABOR DOLLARS RESIDENT LAROR AS A % OF

USE TOTAL CONTRACT TOTAL LABOR
AMOUNT FOR SERVICE CONTRACTS A. DOLLARS

Labor dollars $25,000 but less than $100,000 10% of the labor dollars

$100,000, but less than $200,000 9% of the labor dollars

At least $200,000, but iess than $300,000 8% of the labor doiiars

least $300,000, but less than $400,000 7% of the labor dollars

At least $400,000, but less than $500,000 6% of the labor dollars

At least $500,000, but less than $1 million 5% of the labor dollars

At least $1 million, but less than $2 million 4% of the labor dollars

At least $2 million, but less than $4 million 3% of the labor dollars

At least $4 million, but less than $7 million 2% of the labor dollars

$7 million or more Y to 1 % of the labor dollars

**4 copy of HACP'’s Section 3 Program Manual is available for download at www. HACP.org

A copy of HUD’s Section 3 requirement is provided in Attachment E. If you have any
questions regarding the Section 3 Requirements or would like to discuss goals and planning for
Section 3 Requirements please contract Roxanne Thomas, Employment Services Coordinator, by
e-mail at Roxanne.Thomas@HACP.org or by contacting her at Housing Authority of the City of
Pittsburgh, 2305 Bedford Avenue, Pittsburgh PA 15219, telephone (412) 395-3974. Proposals
must demonstrate how the Offeror intends to meet or exceed the Authority’s Section 3
requirements. Proposals submitted without a Section 3 plan may be deemed nonresponsive.




H. Fee Proposal
In a separate sealed envelope, provide the Offeror’s fee proposal. The fee proposal should

include a detailed cost breakdown. (Attachment G)

I. Firm Demographics
Provide demographic description of all employees of your firm using the table provided in

Attachment F

J. TIN/W-9 Form
Complete a W-9 Request for Tax Payer Identification Number and Certification, as provided in

Attachment H.



SECTION V
EVALUATION CRITERIA

The Evaluation Committee will evaluate and will score each proposal that is submitted as a
complete response. It is noted that the proposed Fee will be evaluated separately. Responses
may receive a maximum score of one hundred (100) points subdivided as follows:

Experience of Proposed Staff and Firm: Maximum 20 points
Demonstrated successful experience and capability of the proposed staff and sub-consultants
proposed for this project in providing the services described in this Request for Proposals.

Capacity: Maximum 20 points
Demonstrated ability of the Offeror to provide the resources (staffing, equipment, office facilities
and other) necessary for the timely and efficient implementation of HACP’s goals and objectives
as described in this solicitation.

Proposed Fee: Maximum 25 points
Proposed hourly rates and level of service are reasonable and appropriate in relation to the
services requested.

Methodology: Maximum 20 points

The Offeror’s proposed methodology is reasonable and logical and will ensure that HACP
requirements will be met and indicates that the Offeror has a clear understanding of the scope of
services required.

MBE/WBE Participation Maximum 5 points
Demonstrated experience and commitment of the Offeror to assist the HACP in meeting its
requirement and goals related to Minority/Women Business Participants.

Section 3 Maximum 10 points
Demonstrated commitment to assist the HACP in meeting its requirements and goals related to
Section 3.

Deductions
Points may be deducted for failure to submit all required documents or for submitting irrelevant
or redundant material.

10



SECTION VI
PROCUREMENT AND AWARD PROCESS

Pursuant to 24 C.F.R. Section 85.36 (d)(3), Network Engineering and Support are being procured
as described in Section II of this solicitation. The following instructions are intended to aid
Offerors in the preparation of their Proposals:

A. Pre-Submission Conference

A pre-submission conference will be conducted on October 23, 2009 at 10:00 a.m.,
at 201 Kirkpatrick Street, 2" Floor, Pittsburgh, PA 15219. Nothing discussed or
expressed at the Pre-Submission Conference will change, alter, amend or otherwise
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(addendum) is issued. Verbal responses by HACP's representatives shall not
constitute an amendment or change to this Solicitation.

Material issues raised and addressed at the Pre-Submission Conference shall be
answered solely through an addendum to this Solicitation. Likewise, ambiguities and
defects of this Solicitation raised at the Pre-Submission Conference shall be corrected
by a written amendment only, which, if issued, shall form an integral part hereof.
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All prospective respondents are strongly cncouraged to attend the Pre-Submission
Conference. Failure to attend will not excuse the legal contractual duty imposed by
this Solicitation and the subsequent contract on each respondent to familiarize itself

with the request for proposals.

Each firm shall submit in writing to the Contract Manager to request additional

information as follows:

1. Describe any items, information, reports or the like, if any, that the Proposer will
require from the HACP in order to comply with the scope of Services.

2. Identify any revisions to the Sample Contract that the Proposer will require in
order to provide the services identified herein. Proposers are required to submit
requests for revisions to the Contract, if any, to the HACP in writing at the time of
proposal submission.

B. Amendments to Solicitation
Any and all amendments to this Solicitation shall be sent by certified mail, return
receipt requested, electronic mail, and/or by fax, to all potential Offerors who attend
the Pre-Submission Conferences and/or receive the solicitation materials.

Notwithstanding any information that may be contained in the Solicitation and

amendments thereto, Offerors are responsible for obtaining all information required
thus enabling them to submit Responses.

11



C.

Submission of Proposals and/or Amendments to Proposals; Deadlines
Responses may be hand-delivered or sent by certified or registered mail, return
receipt requested, to the following address:

Kim Detrick

Contract Manager

Housing Authority of the City of Pittsburgh

201 Kirkpatrick Street
Pittsburgh, PA 15219

Proposals must be received at the above address no later than November 2, 2009 at
10:00 a.m., regardless of the selected delivery mechanism.
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document its timeliness. Any Proposal received after the specified deadline shall b
automatically rejected and will be returned unopened except as identified in the
Instructions to Offerors attached hereto.

Any amendments to a response must be received before the specified response due

date and time established for the delivery of the original Proposal except as identified
in the Instructions to Offerors attached hereto.

Evaluation and Award Process

HACP staff wiil review each Proposal to determine if it was compiete and if it was
responsive to this Request for Proposals. HACP may allow an Offeror to correct
minor deficiencies in its Proposal that do not materially affect the Proposal.

All Proposals determined to be complete and responsive will be provided to an HACP
Evaluation Committee. HACP’s Evaluation Committee will evaluate the Proposals

utilizing the criteria established in Section V of this Request for Proposals.

HACP reserves the right to interview Offerors in the competitive range, request
additional information from selected Offerors and/or negotiate terms and conditions
with selected Offerors.

HACP will perform a responsibility determination of the highest ranked Offeror
which may include reference and financial background checks.

HACP will award a contract to the highest-ranked Offeror determined to be
responsive and responsible and whose offer is in the best interest of HACP.

HACEP shall not be responsible for and will not reimburse any Offeror for any cost(s)
associated with preparing a proposal.

A Proposal submitted by an Offeror does not constitute a contract, nor does it confer
any rights on the Offeror to the award of a contract. A letter or other notice of Award

12



or of the intent to Award shall not constitute a contract. A contract is not created until
all required signatures are affixed to the contract.

Prior to contract execution of any professional service contracts which have a
potential amount of $25,000.00 or greater, the selected firm may be required to
appear before and present a Minority and Woman Owned Business participation plan
to the City of Pittsburgh Equal Employment Opportunity Review Commission for
approval. Any HACP contract which has a potential amount of $50,000.00 or more is
subject to approval by the HACP Board of Directors.

13



HOUSING AUTHORITY OF THE CITY OF PITTSBURGH

Request for Proposals
For
LOCKBOX PRINTING AND MAILING SERVICE

ATTACHMENT A
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PROFESSIONAL SERVICE CONTRACT
FOR
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AUTHORITY OF THE CITY OF PITTSBURGH, a body corporate and politic created under the
provisions of the Housing Authorities Law, as amended, having its principal office at 200 Ross

Street, Pittsburgh, Pennsylvania 15219 ("Authority"), and a Pennsylvania
corporation, having its principal office at , Pittsburgh, PA
152__("Contractor").
PREAMBLE
Authority requires and Contractor desires
to provide to Authority, all upon the terms and

subject to the conditions hereinafter set forth.

AGREEMENT B ‘
un g a‘\"
g fortl it A
tract le.nd covenants that Contractor will devote

ei ot-elrfst efforts, knowledge and skill to the performance
of the I services as may be mutually agreed upon by Authority and

It is understood that the Contractor’s Services shall be rendered at such times and places
as directed by Authority.

In consideration of the mutual covenants
intending to be legally bound hereby, agr

Authority may at any time make changes to the Services to be performed. If any such
change causes an increase or decrease in the rates or the time required for performance of the
Services, Authority shall make an equitable adjustment in the rates and the time required for
performance of the Services, and shall modify this Agreement accordingly.

2. Contractor Conflicts. Contractor agrees that neither Contractor nor its
employees shall, directly or indirectly, engage in any activity, which would detract from
Contractor’s ability or its employees' ability to apply their best efforts, knowledge and skill to the
performance of the Services. Contractor is charged with the responsibility to promptly disciose
to Authority any situations that may create possible conflicts of interest so that appropriate action
can be taken to address such situations. No member, official, or employee of Authority, during




his or her tenure or for one year thereafter, shall have any interest in this Agreement or the
proceeds thereof.

Contractor may not participate in the award or administration of a contract supported by
Federal funds if a conflict of interest, real or apparent, would be involved.

In the event Contractor is or becomes aware of a conflict of interest and fails to disciose
the conflict to Authority; the Authority may immediately terminate this Agreement pursuant to
paragraph 7(ii)(b) hereof.

3. Compensation. In full compensation for the Services to be rendered by

Contractor to Authority hereunder, Authority agrees to pay Contractor for the Services in accord

h the + f £ £
with the Fee Schedule set forth on Exhibit B; however, the compensation of fees for services

and any reimbursable expenses shall not exceed $ . No work or expenses for
which an additional cost or fee will be charged by Contractor shall be furnished without the prior
written consent of Authority. Contractor will be paid only if a placement is made.

Contractor shall submit invoices to Authority, which invoices shall include an itemization

of the hours expended by Contractor and Contractor's employees and the nature of the Se
nerformed and shall be nrpnarpd in a form rpaqnnahlv satisfactorv to Anfhnntv
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Contractor shall use its reasonable business effort bm-/mces wi
rendering Services.

All invoices shoA],d‘be ma‘

H lb'wlness efforts to process and pay such invoice within

Term. The commencement date for performing the Services shall be
through with the option to extend for an additional two (2)
one (1) year periods, unless sooner terminated as provided herein.

S. Contractor’s Obligations. Contractor shall comply with the following:

(a) If requested, Contractor will submit monthly written narrative progress
reports to the Authority. Contractor shall retain all records in connection with this Agreement or
the Services provided herein for a period of three years after all payments required herein are
made and all other pending matters are closed.

16



(b)  This Agreement is subject to and incorporates herein the provisions of the
U. S. Department of Housing and Urban Development regulations and the sections of the Code
of Federal Regulations that are applicable to said program.

(©) The rules and regulations of the Office of Management and Budget
(OMB) Circular A-133 apply. If the Contractor is a non-profit organization incorporated or
registered to do business in Pennsylvania under the laws of the Commonwealth of Pennsyivania,
Contractor shall provide a copy of its annual Audit or Review, whichever is required to the
Pennsylvania Bureau of Charitable Organizations.

(d)  If Contractor is a Subrecipient or pass-through entity, Contractor must
comply with applicable regulations pertaining to this Agreement.

6. Insurance. Contractor will obtain and maintain (a) workers' compensation
insurance and (b) liability insurance with a limit of not less than $100,000.00 per occurrence
with insurers reasonably acceptable to Authority. Authority will be named as an additional
insured on each of such liability policies. Contractor will deliver to Authority certificates
evidencing such policies prior to the commencement of the Services, and will deliver evidence of
the renewal or replacement of such policies at least 30 days prior to the expiration thereof. Each

of such nolicies will contain a waiver of the insurer's richts of subrogation acainst Authority.

such policies will contain a waiver of the insurer's rights of subrogation against Authornt
7 T inati
. ermination.
1

1) The Authority may termyj t t onvenie 0
days' prior written notice to the Conty m
reem Mﬂly tMe

l ‘ (lls greement by Contractor;

actor or Contractor's employees engaging in conduct
he Authority or to itself/themselves, including but not limited to acts of
fraud, commission of a felony or a crime of moral turpitude, or alcohol or
substance abuse;

l

(c) Contractor's refusal to substantially perform the Services;

(d) Contractor becomes insolvent or makes a general assignment for
the benefit of creditors; or

(e Contractor files a petition in bankruptcy or such petition is filed
against Contractor.

Authority shall be liable only for payment for Services rendered prior to the effective date

of termination. If this Agreement is terminated pursuant to subparagraphs (a) or (c) Authority
may take over the Services and prosecute the same to completion by contract or otherwise, and

17



Contractor shall be liable for any additional costs incurred by Authority. Authority may
withhold any payments to Contractor, for the purpose of set-off or partial payment, as the case
may be, of amounts owed to Authority by Contractor.

8. Acceptance of the Services. Authority has the right to review and/or require
correction of any Services provided by Contractor. Contractor shall make any required
corrections to any Service within 10 days at no additionai charge. The payment of any invoice
by Authority does not indicate acceptance of Services provided. Further, the Authority reserves
the right at any time to reject or disapprove any Service provided. If Contractor fails to make the
necessary corrections within a reasonable time after notice to do so from the Authority, or if the
submission of any corrected Service remains unacceptable, the Authority may immediately
terminate this Agreement pursuant to paragraph 7(ii)(a) hereof or reduce the hourly rate to reflect
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9. Confidential Information. Contractor agrees that Contractor will not knowingly
reveal to a third party or use for Contractor's own benefit, either during or after the term of this
Agreement, without the prior written consent of Authority, any confidential information
pertaining to the business and affairs of Authority, its officers, employees and directors obtained
while working with Authority except for information clearly established to be in the public

AvvIiNe.

10.  Representation and Warranties of Contractor. Contractor hereby
and warrants to Authority that Coniractor is not a party to or otherwis iiect to o
any contract, agreement or understanding which would th e adver
Contractor's ability to perform the Services o“ch d by C S

execution and delivery of this Agreem‘n v I k
11, Indpmnlﬁr- C and it ess

S es (collec aims”) arising
hcto ormance of the Services on behalf

paying any and all required Federal, state or local taxes arising from the
performance of the Services. Contractor agrees to remove any employee from the performance
of the Services at the request of Authority.

13.  Copyright. No material produced in whole or in part under this Agreement shall
be subject to copyright in the United States or in any other country. Authority shall have
unrestricted authority to publish, disclose, distribute, and otherwise use, in whole or in part, any
reports, data, or other materials and documentation prepared by Contractor under this
Agreement.

14. Inspections; Work Product. Pursuant to 24 CFR 85.36(i)(10) and (11), access
shall be given by Contractor to Authority, the United States Department of Housing and Urban

18



Development, the Comptroller General of the United States, or any of their duly authorized
representatives, to any books, documents, papers, and records of Contractor which are directly
pertinent to this Agreement for the purpose of making an audit, examination, excerpts, and
transcriptions. All required records shall be retained for three years after Authority makes final
payment and all other pending matters on which Contractor performed Services are closed.

All work product produced by Contractor, including Contractor's employees, in
accordance with this Agreement shall become the sole property of Authority in perpetuity.
"Work product" shall include all records and other documents resulting from the Services
performed under this Agreement. It is understood that Authority may reproduce any such work
product without modifications and distribute such work product without incurring obligations for
additional compensation to Contractor.

15.  Return of Authority Property. Promptly after termination of this Agreement,
Contractor shall return and shall cause its employees to return to Authority all property of the
Authority then in Contractor's possession, including without limitation papers, documents,
records, files, computer disks and confidential information, and shall neither make nor retain
copies of the same. Authority's obligation to make final payment to Contractor following
termination, including without limitation accrued but unpaid fees under paragraph 3 hereof, shall
be contingent upon Contractor's compliance with this paragraph.
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16. Third Party Solicitation. Contractor warrants that Contractor has not %

any Company, Ilrm or person to bOllLll Or securec lIllb Agfeerrlel’ll di'lu ﬂdb not palu or a.
pay any company, firm or person any fee, commission, percentage, broke fee, gift y
other consideration, contingent upon or resulting from the aw arceggililin s JERis Agree

17.  Release. Prior to final pa g & pr settlemn
termination of this Agreementassl as a ¢ T tra halless e

deliver to Authgg i eto AFal!!glms
against Aut ment, oth such claims, if

any, as ma nts set forth therein.

(a) All claims by the Contractor shall be made in writing and submitted to the
Contracting Officer for a written decision. A claim by the Authority against the
contractor shall be subject to a written decision by the Contracting Officer.

(b)  The Contracting Officer shall, within 30 days after receipt of the request, decide the
claim or notify the Contractor of the date by which the decision will be made.

©) The Contracting Officer’s decision shail be final uniess the Contractor

1) Appeals in writing to a higher level in the Authority in accordance with the
Authority’s policy and procedures;
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2) Refers the appeal to an independent mediator or arbitrator; or

3) Files suit in a court of competent jurisdiction. Such appeal must be made within
30 days after receipt of Contracting Officer’s decision.

(d)  The Contractor shall proceed diligently with performance of this contract, pendmg

pﬂ')] "A(‘f\‘!lf‘f\ﬂ f\‘F anyu ranmiact ‘Ff\f' ?'Qllﬂ‘r f‘]ﬁlm QY\“PQI nr Qf‘flf\f\ l]ﬂAQ" nr Y'Ql 1‘ o tn
111141 1voVvivuivViIL VL WIJ lv\iuvob AVL 1Wilvily Witiilll, uyyvuu Vi GAWIiIV1L uilvivL VL 1v1uuu w

the contract, and comply with any decision of the Contracting Officer.

19.  Notices. All notices or other communications to either party by the other shall be
deemed given when made in writing and deposited with the United States Postal Service
addressed as follows:

If to the Authority:  Housing Authority of the City of Pittsburgh

Pittsburgh, PA 15219
Afin:

And a copy of the notice or other communaul'ent to:

20. Compliance with Law. Contractor shall comply with all Federal, State and
Local laws, regulations ordinances and codes relating to the operation and activities of Authority
and all Services performed pursuant to this Agreement, including, but not limited to completing
the following items which shall be attached as exhibits:

(a) Non-Debarment Certificate (Exhibit C)
(b) Certification re: Lobbying (Exhibit D)
(c) Disclosure of lobbying activity (Exhibit E)

(d) Conflict of Interest (Exhibit F)
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21.  Transfer by Contractor. Contractor shall not transfer all or any part of its rights
or obligations herein to any person or legal entity.

22.  Miscellaneous. The invalidity or unenforceability of any provision hereof shall
in no way affect the validity or enforceability of any other provision. This Agreement embodies
the entire Agreement between the parties hereto and supersedes any and all prior or
comemporanec)ua, oral or written Uuuerstanuings, negﬁumions, or communications on behalf of
such parties. This Agreement may be executed in several counterparts, each of which shall be
deemed original, but all of which together shall constitute one and the same instrument. The
waiver by either party of any breach or violation of any provision of this Agreement shall not
operate or be construed as a waiver of any subsequent breach or violation hereof. This
Agreement is executed in and shall be governed by and construed in accordance with the laws of
the Commonwealth of Pennsylvania. This Agreement may only be amended by written

agreement of both parties hereto. This Agreement shall inure to the benefit of the Authorlty, its
successors and assigns.

[REMAINDER OF PAGE INTENTIONALLY LEFT BLANK]
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SIGNATURE PAGE TO
PROFESSIONAL SERVICES CONTRACT

HOUSING AUTHORITY OF THE CITY
OF PITTSBURGH

Date:

Contracting Officer

(COMPANY NAME)
ol

]
B B

Date:

Witness
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The s

EXHIBIT A
SCOPE OF SERVICES

elected firm will be responsible for the timely mailing of rent invoices to the Authority’s

residents. The approximate monthly volume is 4500 pieces of mail.

The scope of services is specifically described below:

>

VV VVVVVVVY

\ A4

The Housing Authority will provide a print-ready file in Adobe Acrobat (.pdf) format.
This file will contain the billing information.

Printing of monthly rental statements (Duplex Bills).

Utilization of perforated paper 8.5x11 for detachable return statement stub.

Folding of rental statement.

Insertion of rental statement and #9 Business Reply envelope in #10 envelope.

Di";“";“" I\‘P OAA"AGK‘QQ Dﬂ"ﬂlf\h “I;f“\ ratinirn ol‘r‘rnc“
rINAng 1 aGArosse? Ciiveiop wiul IClurn aGGress.

CASS Certify/Barcode

Sorting for 1** class presort postal discounts.

Printing of Business Reply envelope in compliance with the United States Postal Service
BRM regulations and formats.

Provide all paper and envelopes.

The Housing Authority will handle postage separate from the resulting conizaetliThe
successful proposer will be given advance payment for postage on for
payment are received.

3iay AF A1l wnad ST

1v1a111115 of all rent invoices to the Authorit '
Invoices should be malle resi b monthl (changes
monthly).
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FEE SHEET

Authority shall compensate Contractor based on the following fee structure:

File conversion database setup fee - $ per mailing

Laser print 8.5 X 11 sheets, two-sided black ink (duplex bills) - $ , per thousand sheets
Fold 8.5 X 11 sheets and insert two pieces into a #10 window envelope $ per  thousand
sheets

Sort for 1* class presort postal discounts $ per thousand sheets

Provide 8.5 X 11 perforated paper $ per thousand sheets

Provide #9 business reply envelopes black ink, printed on one side - § per thousand pieces
Provide #10 window envelops, black ink, printed on one side - § per thousandpieces

Contract shaii not exceed $

24



EXHIBIT C - CERTIFICATION OF PROPOSER

REGARDING DEBARMENT SUSPENSION AND OTHER RESPONSIBILITY MATTERS

(Proposer) certifies to the best of its knowledge
and belief, that it and its principals:

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

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

3. Are not presently indicted for or otherwise criminally or civilly charged by a gov ental
entity (Federal, State or Local) with commission of any of the offenst in

paragraph (2) of this certification: and
4. Have not within a three year period Min‘d or more saction
If the Pro Me"-ble t t ft : ts i C e Pro

VS

CERTIFIES

ESS AND ACCURACY OF THE CONTENTS OF
UBMITTED ON OR WITH THIS CERTIFICATION AND
DS THAT THE PROVISIONS OF 31 U.S.C. SECTIONS 3801 ET SEO.

APPLICABLE THERETO.

Signature and Title of Authorized Official
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EXHIBIT D - CERTIFICATION REGARDING LOBBYING

I ,
Hereby Certify on ~ (Name and Title of Authorized Official)
Behalf of that
(Subcontractor)
(1) No Federal appropriated funds have been paid or will be paid, by or on behalf of the

undersigned, to any person for influencing or attempting to influence an officer or employee
of an agency. A Member of Congress, and officer or employee of Congress, or an employee
of a Member of Congress in connection with the awarding of any Federal contract, the
making of any Federal grant, the making of any Federal loan, the entering into of any
cooperative agreement, and the extension, continuation, renewal, amendment, or
modification of any Federal contract, grant, loan or cooperative agreement.

(2) If any funds other than Federal appropriated funds have been paid or will be
person for influencing or attempting to influence an officer or employee
Member of Congress, an officer or employee of Congress, ember of

under51gned shall complete and sub
Lobbying”, in accordance

(3) The undersign
ts fi
n ants
acc

n is WMMaterial representation of fact upon which reliance was placed when

ﬂ n was made or entered into. Submission of this certification is a prerequisite

aking or entering into this transaction imposed by Section 1352, Title 31, U.S. Code.

Any person who fails to file the required certification shall be subject to a civil penalty of
not less than $10,000 and not more than $100,000 for each such failure.

Signature and Title of Authorized Official

26



Authorized for Local Reproduction Standard Form LLL (1/96)

INSTRUCTIONS FOR COMPLETION OF SF-LLL DISCLOSURE OF LOBBY ACTIVITIES

This disclosure form shall be completed by the reporting entity, whether subawardee or prime Federal recipient, at the initiation or receipt of a
covered Federal action, or a material change to a previous filing, pursuant to title 31 U.S.C. section 1352. The filing of a form is required for
each payment or agreement to make payment of any lobby entity for influencing or attempting to influence an officer or employee of any agency,
a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with a covered Federal
action. Use the SF-LLL-A Continuation Sheet for additional information in the space on the form is inadequate. Complete all items that apply
for both the initial filing and material change reports. Refer to the implementing guidance published by the Office of Management and Budget
for additional information.

1.

13,

14,

15.

16.

Identify the type of covered Federal action for which lobby activity is and/or has been secured to influence the outcome of a covered Federal
action,

Identify the status of the covered Federal action.

Identify the appropriate classification of this report. If this is a follow up report caused by a material change to the information previously
reponcd enter the year and quarter in which the change occurred. Enter the date of the last previously submitted report by this reporting entity for

io coarad Dadacal aneioo

this covered Federal action.

Enter the full name, address, city, state and zip code of the reporting entity. Include Congressional District if known. Check the appropriate
classification of the reporting entity that designates if it is, or expects to be a prime or a subaward recipient. Identify the tier of the subawardee,
e.g., the first subawardee of the prime is in the 1™ tier. Subawards include but are not limited to subcontracts, subgrants and contract awards under
grants.

—
If the organization filing the report in item 4 checks “Subawardee” then enter the full name, address, city, state and zi ederal
recipient. Include Congressional District, if known.
Enter the name of the Federal agency making the award or loan commitment. Include at le rganizational | W ame, if
known. For example, Department of Transportation, United States Coam

nter the full C

Enter the Federal program name or descnpnon for th ederal Domestic

Assi (CFOA) ber for gram jon agr

' item Ll (RFP)
number, InvitatiQEEREERsE i1 B ) ant or i i e Wposal control
ber assign. 1

t by the Federal

y, enter the Federal amount of the award/loan

. l ' of ‘bymg entity engaged by the reporting entity identified in item 4 to influence the
vi perform 3 i t @ i

/o
\

covered
mitment

nter the amount of compensation paid or reasonably expected to be paid by the reporting entity (item 4) to the lobbying entity (item 10). Indicate
whether the payment has been made (actual or will be made 9planned). Check all boxes that apply. If this is a material change report, enter the
cumulative amount of payment made or planned to be made.

Check the appropriate box (es). Check all boxes that apply. If payment is made through an in-kind contribution, specify the nature and value of
the in-kind payment.

Check the appropriate box (es). Check all boxes that apply. If other, specify nature.

Provide a specific and detailed description of the services that the lobbyist has performed, or will be expected to perform, and the date (s) of any
services rendered. Include all preparatory and related activity, not just time spent in actual contact with Federal Official (s) or employee (s)
contacted of the officer (s) employee (s) or Member (s) of Congress that were contacted.

Check whether or not a SF-LLL-A Continuation Sheet (s) is attached.

The certifying individual shall sign and date the form, print his/her name, title, and telephone number.

Public reporting burden for this collection of information is estimated to average 30 minutes per response. Including time for reviewing instructions,
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. Send comments
regarding the burden estimate or any other respect of this collection of information, including suggestions for reducing this burden, to the Office of
Management and Budget. Paperwork Reduction Project (0348-004-5), Washington, D.C. 20503.
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Housing Authority of the City of Pittsburgh

Lockbox Printing and Mailing Service
RFP#150-36-09

EXHIBIT E - DISCLOSURE OF LOBBYING ACTIVITIES

Complete this form to disclose lobbying activities pursuant to 31 U.S.C. 1352

Public Reporting Burden for this collection of information is estimated to average 30 minutes per response,
including the time for reviewing instructions, researching existing data sources, gathering and maintaining

Y VRS ™i__

A ko

the date needed and completing and reviewing the collection of information. Please do not return your
completed form to the Office of Management and Budget sent it to the address provided by the sponsoring

agency.

1. Type of Federal Action: 2. Status of Federal Action:

_____a.contract ____a. bid/offer/application
___b.grant ____b. initial award
____c.cooperative agreement | ___ c. post-award
__d.loan

e. loan guarantee
f. loan insurance

3. Report Type:

____a.initial filing

____b. material change
For Material Change Only
year quarter
date of last report

4. Name and Address of Reporting Entity: 5.

Prime Subawardee Tier ,if known:

If reporting entity in No. 4 if Subawardee,
enter name and address of Prime.

Congressional District, if known:

8. Federal Action Number, if known:

10a. Name and
(If individ

I. Information o ough this form is authorized by Sec
319, Pub L. 101-121, 103 Stat. 750, as amended by Sec. 10: Pub.
L. 104-65, Stat 700 (31 U.S.C. 1352). This disclosure of
lobbying activities is a material representation of fact upon
which reliance was placed by the above when this transaction
was made entered into. This disclosure is required pursuant to
31 U.SA.C. 1352. This information will be reported to the
Congress semiannually and will be available for public
inspection. Any person who fails to file the required disclosure
shall be subject to a civil penalty of not less than $10,000 and
not more than $100,000 for each such failure.

Signature
Print Name
Title:
Telephone No.:
Date:

Federal Use Only

Authorized for Local Reproduction

Standard Form LLL (1/96)
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Housing Authority of the City of Pittsburgh Lockbox Printing and Mailing Service

RFP#150-36-09
EXHIBIT F - CONFLICTS OF INTEREST

("Contractor") certifies that:

Date:

No employee, officer, or agent of the Housing Authority of the City of Pittsburgh
("HACP") participated in the selection, or in the award or administration of the
Contractor's Agreement with HACP, which would involve a conflict of interest,
real or apparent. A conflict would arise when (i) a HACP employee, officer or
agent, (ii) any member of his or her immediate family, (iii) his or her parents (iv)
his or her business associates or (v) an organization that employs, or is about to
employ, any of the foregoing, receives a payment from the Contractor or any
affiliate thereof, or has a financial or other interest in the Contractor or the

Contractor's Agreement with HACP.

Contractor shall not enter into any contract, subcontract or agreement with any
officer, agent or emp;oyee of HACP durins his or her tenure nor for one y€ar
thereafter shall any officer, agent or employee of HACP have any interest, direct or

indirect, in the Contract Agreement, including the proceeds thereof.

CONTRACTOR
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Housing Authority of the City of Pitisburgh Lockbox Printing and Mailing Service
RFP#150-36-09

HOUSING AUTHORITY OF THE CITY OF PITTSBURGH

Request for Proposals

ATTACHMENT B

Instructions to Bidders
And
General Conditions Non-Construction

30



Instructions to Offerors
Non-Construction

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

RN

~ 03291 -

1. Preparation of Offers

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

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

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

2. Submission of Offers

(a) Ofters and modifications thereof shall be submitted in sealed
envelopes or packages (1) addressed to the office specified in the

soiiciiation, and (2) showing the iime speciiied jor receipt, ihe soliciia-
tion number, and the name and address of the offeror.

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

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

3. Amendments to Solicitations

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

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

4. Explanation to Prospective Offerors

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

5. Rasponsibility of Prospective Contractor

(a) The HA shaii award a contract oniy to a lesponsmm plprBbllVU
contractor who is able to perform successtfully under the terms and
condttions of the proposed contract. To be determined responsible,
a prospective contractor must -
(1) Have adequate financial resources to perform the contract, or
the ability to obtain them;

(2) Have a satisfactory performance record;

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

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

(5) Nothavebeen suspended, debarred, or otherwise determined

to he inglinihle for award of contracte bv the Danartmant of
l-lv TWE SAITIAING W1 WWVIRTawie " Miw vvrm“"w"‘ i

Housing and Urban Development or any other agency of the
U.S. Government. Current lists of ineligible contractors are
avallable for inspection at the HA/HUD.

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

vy
awaru.

6. Late Submissions, Modifications, and Withdrawal of Offers

(a) Any otfer recaived at the place designated in the solicitation after

the exact time specified for receiot will not be considered unless it is
received before award is made and it-

(1) Was sent by registered or certified mail not later than the fifth

calendar day before the date specified for receipt of offers

(e.g., an offer submitted in | response toa sollcvtatlon tequinng

IUWIPI UI UIIGI& Uy UlU ‘Ul" Ul UIU !“U"lll must IMVU uﬁun

mailed by the 15th);

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

(3) Was sent by U.S. Postal Service Express Mail Next Day

Qandrna . Dact Nfina ta Adrvasenn natlntarthan E-NN A Mm o
NI VWS T VoL WIIHIVE LV AUMITO0TE, IV 1G0T Jiall V.V Pnll'o al

the place of mailing two working days prior to the date specified
for receipt of proposals. The term “working days” excludes
weekends and U.S. Federal holidays; or

(4) Is the only offer recsived.

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

(c) A modification resulting from the HA's request for “best and final"

offer recelved after the time and date specified in the request will not
be considered unless received before award andthe late receipt is due
solely to mishandling by the HA after receipt at the HA.

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

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

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

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

(h) If this solicitation is a request for proposals, proposals may be
withdrawn by written notice, or if authorized by this solicitation, by

telsgram ({including mailgram) or facsimile machine transmission

received at any time before award. Proposals may be withdrawn in
person by a offeror or its authorized representative if the identity of the
person requesting withdrawal is established and the person signs a
receipt for the offer before award. If this solicitation is an invitation for
bids, bids may be withdrawn at any time prior to bid opening.

7. Contract Award
(a) The HA will award a contract resulting from this solicitation to the

responsible offeror whose offer conforming to the solicitation will be

most advantageous tothe HA, cost or price and otherfactors, specified
elsewhere in this solicitation, considered.

(b) The HA may

(1) reject any or all offers if such action s in the HA's interest,

{2) accept other than the lowest offer,

(3) walive informalities and minor irregularities in offers received,
and (4) award more than one contraci for aii or part of the
requirements stated.

{c) !f this solicitation is a request for proposals, the HA may award a

eV s Sham b i 6 lmitial ~88, smad s b
comract on the basis of initial offers recsived, without discussions.

Therefore, @ach initial offer should contain the offeror's bestterms from
a cost or price and technical standpoint.

(d) A written award or acceptance of offer mailed or otherwise
fumished to the successful offeror within the time for acceptance
specified in the offer shall result in a binding contract without further
action by either party. If this solicitation is a request for proposals,

before the offer's specified expiration time, the HA may accept an offer,

whether or not there are negotiations after its receipt, uniess awritten
notice of withdrawal is received before award. Negotiations conducted
after receipt of an offer do not constitute a rejection or counteroffer by
the HA.

(e) Neither financial data submitted with an offer, nor representations

conceming facilities or financing, will form a part of the resulting
contract.

8. Service of Protest

Any protest against the award of a contract pursuant to this solicitation
shall be served onthe HA by obtaining written and dated acknowledg-
ment of receipt from the HA at the address shown on the cover of this

sclichiation. The dstermination of the HA with regard o such protesi

or to proceed to award notwithstanding such protest shall be final
unless appealed by the protestor.

9. Offer Submission

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

the offsror, on the facs of thes snvsiops.

It is very important that the offer be properly identified on the face
of the envelope as set forth above in order to insure that the date and
time of receipt Is stamped on the face of the offer envelope. Recelving
procedures are: date and time stamp those envelopes identified as
proposals anddeliver them immediately to the appropriate contracting
official, and only date stamp those envelopes which do not contain

identification of the contants and daliver tham 1o the annranriate

Lo i ™ e . e ohed MA L

procuring activity only through the routine mail delivery procedure.
{Describe bid or proposal preparation instructions hers:]

Previous edition is obsolete
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General Conditions for Non-Construction

Contracts
Section | — (With or without Maintenance Work)

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

Office of Labor Relations
NDMR Annrnual Nla 2877 _ 0 lR'] {avn 19221 1201'1\

e — o LA\ AT AT L

Public Reporting Burden for this collection of information is estimated to average 0.08 hours per response, including the time for reviewing instructions,
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. Send
comments regarding this burden estimate or any other aspect of this collection of information, including suggestions for reducing this burden, to the
Reports Management Officer, Office of Information Policies and Systems, U.S. Department of Housing and Urban Development, Washington, D.C.
20410-3600; and to the Office of Management and Budget, Paperwork Reduction Project (2577-0157), Washington, D.C. 20503. Do not send this

completed form to either of these addressees.

Applicability. This form HUD-56370-C has 2 Sections. These
Sections must be inserted into non-construction contracts as
described below:

1) Non-construction contracts (without maintenance)
greater than $100,000 - use Section I;

2) Maintenance contracts (including nonroutine
maintenance as defined at 24 CFR 968.105) greater than

$2,000 but not more than $100,000 - use Section II; and .

3) Maintenance contracts (including nonroutine
maintenance), greater than $100,000 - use Sections |
and Il

Section 1 - Clauses for All Non-Construction Contracts greater

than $100,000

1. Definitions

The following definitions are applicable to this contract:

{a\l "Authaorihg ar Hansina Autharity (LAY maane th
\Gd; AUuICTy OF mOuUSHIg AuuiGiny (rvy) 1icans

Housing Authority.
(b) "Contract" means the contract entered into between the
Authority and the Contractor. It includes the contract form,

tha Oarificntinne and Danracsantatinne thasa ~an ot
UIT USIunvauviis ainid nopiesciiauvinid, uiedc vwiiuaut

clauses, and the scope of work. It includes all formal
changes to any of those documents by addendum, Change
Order, or other modification.

{cj "Contractor” means the person or c i
the contract with the Authority to perform all of the work
required under the contract.

"Day" means calendar days, unless otherwise stated.

{e) "HUD" means the Secretary of Housing and Urban
development, his delegates, successors, and assigns, and
the officers and employees of the United States
Department of Housing and Urban Development acting for
and on behalf of the Secretary.

2. Changes

(a) The HA may at any time, by written order, and without
notice to the sureties, if any, make changes within the
general scope of this contract in the services to be
performed or supplies to be delivered.

(b) If any such change causes an increase or decrease in the

hourly rate, the not-to-exceed amount of the contract, or 4

the time required for performance of any part of the work
under this contract, whether or not changed by the order,
or otherwise affects the conditions of this contract, the HA
shall make an equitable adjustment in the not-to-exceed
amount, the hourly rate, the delivery schedule, or other
affected terms, and shall modify the contract accordingly.
(c) The Contractor must assert its right to an equitable
adjustment under this clause within 30 days from the date
of receipt of the written order. However, if the HA decides
that the facts justify it, the HA may receive and act upon a

(d)

(e

proposal submitted before final payment of the contract.
Failure to agree to any adjustment shall be a dispute under
clause Disputes, herein. However, nothing in this clause
shall excuse the Contractor from proceeding with the
contract as changed.

No services for which an additional cost or fee will be
charged by the Contractor shall be furnished without the
prior written consent of the HA.

Termination for Convenience and Defauit

(a)

(b)

©

(@

(e)

The HA may terminate this contract in whole, or from time
to time in part, for the HA's convenience or the failure of
the Contractor to fulfill the contract obligations (default).

The HA chall terminate by rlaln:annn to the Contrantar a

UG My MTBVOyg W oiv wUnuQull @

written Notice of Termination specufymg the nature, extent,
and effective date of the termination. Upon receipt of the
notice, the Contractor shall: (i) immediately discontinue all
services affected (unless the notice directs otherwise); and
(ii) deliver to the HA all information, reports, papers, and
other materials accumulated or generated in performing
this contract, whether completed or in process.

If the termination is for the convenience of the HA, the HA
shall be liable only for payment for services rendered
before the effective date of the termination.

If the termination is due to the failure of the Contractor to
fulfill its obligations under the contract (default), the HA
may (i) require the Contractor to deliver to it, in the manner
and to the extent directed by the HA, any work as
described in subparagraph (a)(ii) above, and compensation
be determined in accordance with the Changes clause,
paragraph 2, above; (ii} take over the work and prosecute
the same to completion by contract or otherwise, and the
Contractor shall be liable for any additional cost incurred by
the HA, (iii) withhold any payments to the Contractor, for
the purpose of off-set or partial payment, as the case may
be, of amounts owed to the HA by the Contractor.

If, after termination for failure to fulfill contract obligations
(default), it is determined that the Contractor had not failed,
the termination shall be deemed to have been effected for
the convenience of the HA, and the Contractor shall been
titled to payment as described in paragraph (b) above.

Any disputes with regard to this clause are expressly made
subject to the terms of clause titied Disputes herein.

Examination and Retention of Contractor's Records

@

The HA, HUD, or Comptroller General of the United States,
or any of their duly authorized representatives shall, until 3
years after final payment under this contract, have access
to and the right to examine any of the Contractor's directly
pertinent books, documents, papers, or other records
involving transactions related to this contract for the
purpose of making audit, examination, excerpts, and

transcrintions
wanscenplions,
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(b) The Contractor agrees to include in first-tier subcontracts
under this contract a clause substantially the same as
paragraph (a) above. "Subcontract," as used in this clause,
excludes purchase orders not exceeding $10,000.

(c) The periods of access and examination in paragraphs (a)
and (b) above for records relating to:

(i) appeals under the clause titled Disputes;

{ii\ litinatinn ar sattlamant Af nlaime aricina fram tha
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performance of this contract; or,

(iii) costs and expenses of this contract to which the HA,
HUD, or Comptroller General or any of their duly
authorized representatives has taken exception shall
continue until disposition of such appeals, litigation, claims,
or exceptions.

Rights in Data (Ownership and Proprietary Interest)

The HA shall have exclusive ownership of, all proprietary
interest in, and the right to full and exclusive possession of all
information, materials and documents discovered or produced
by Contractor pursuant to the terms of this Contract, including
but not limited to reports, memoranda or letters concerning the
research and reporting tasks of this Contract.

Energy Efficiency

The contractor shall comply with all mandatory standards and
policies relating to energy efficiency which are contained in the
energy conservation plan issued in compliance with the Energy
Policy and Conservation Act (Pub.L. 94-163) for the State in

which the work under this contract is performed.
Disputes

(a) Al disputes arising under or relating to this contract xcegt
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Labor Standards Provisions, including any claims for
damages for the alleged breach there of which are not
disposed of by agreement, shall be resolved under this
viauste.

(b) All claims by the Contractor shall be made in writing and
submitted to the HA. A claim by the HA against the
Contractor shall be subject to a written decision by the HA.

(c) The HA shall, with reasonable promptness, but in no event
in no more than 60 days, render a decision concerning any
claim hereunder. Unless the Contractor, within 30 days
after receipt of the HA's decision, shall notify the HA in
writing that it takes exception to such decision, the decision
shall be final and conclusive.

(d) Provided the Contractor has (i) given the notice within the
time stated in paragraph (c) above, and (ii) excepted its
claim relating to such decision from the final release, and
(iii) brought suit against the HA not later than one year after
receipt of final payment, or if final payment has not been
made, not later than one year after the Contractor has had
a reasonable time to respond to a written request by the
HA that it submit a final voucher and release, whichever is
earlier, then the HA's decision shall not be final or
conclusive, but the dispute shall be determined on the
merits by a court of competent jurisdiction.

(e) The Contractor shall proceed diligently with performance of
this contract, pending final resolution of any request for
relief, claim, appeal, or action arising under the contract,
and comply with any decision of the HA.

Contract Termination; Debarment

10.

12.

A breach of these Contract clauses may be grounds for
termination of the Contract and for debarment or denial of
participation in HUD programs as a Contractor and a
subcontractor as provided in 24 CFR Part 24.

Assignment of Contract

The Contractor shall not assign or transfer any interest in this
contract; except that claims for monies due or to become due
from the HA under the contract may be assigned to a bank,
trust company, or other financial institution. If the Contractor is a
partnership, this contract shall inure to the benefit of the
surviving or remaining member(s) of such partnership approved
by the HA.

Certificate and Release

Prior to final payment under this contract, or prior to settlement
upon termination of this contract, and as a condition precedent
thereto, the Contractor shall execute and deliver to the HA a
certificate and release, in a form acceptable to the HA, of all
claims against the HA by the Contractor under and by virtue of
this contract, other than such claims, if any, as may be
specifically excepted by the Contractor in stated amounts set
forth therein.

(a) The Contractor warrants that to the best of its knowledge
and belief and except as otherwise disclosed, it does not
have any organizational conflict of interest which is defined
as a situation in which the nature of work under this
contract and a contractor's organizational, financial,
contractual or other interests are such that:

----- Afblhan Aanbeand mamvs s -t

(i) Awalu vl lllc wwinlaut llldy Ivbl-lll lll an unair
competitive advantage; or

(ii) The Contractor's objectivity in performing the contract
work may be impaired.

The Contractor agrees that if after award it discovers an

organizational conflict of interest with respect to this

contract or any task/delivery order under the contract, he or
she shall make an immediate and full disclosure in writing
to the Contracting Officer which shall include a description
of the action which the Contractor has taken or intends to
take to eliminate or neutralize the conflict. The HA may,
however, terminate the contract or task/delivery order for
the convenience of the HA if it would be in the best interest
of the HA.

(c) Inthe event the Contractor was aware of an organizational
conflict of interest before the award of this contract and
intentionally did not disclose the conflict to the Contracting
Officer, the HA may terminate the contract for default.

(d) The terms of this clause shall be included in all
subcontracts and consulting agreements wherein the work
to be performed is similar to the service provided by the
prime Contractor. The Contractor shall include in such
subcontracts and consulting agreements any necessary
provisions to eliminate or neutralize conflicts of interest.

_
5
~

Inspection and Acceptance

(a) The HA has the right to review, require correction, if
necessary, and accept the work products produced by the
Contractor. Such review(s) shall be carried out within 30
days so as to not impede the work of the Contractor. Any
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13.

14.

15.

product of work shall be deemed accepted as submitted if
the HA does not issue written comments and/or required
corrections within 30 days from the date of receipt of such
product from the Contractor.

(b) The Contractor shall make any required corrections
promptly at no additional charge and return a revised copy
of the product to the HA within 7 days of notification or a
later date if extended by the HA.
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promptness to make necessary corrections shall be a
default. If the Contractor's submission of corrected work
remains unacceptable, the HA may terminate this contract
(or the task order invoived) or reduce the contract price or
cost to reflect the reduced value of services received.

Interest of Members of Congress

No member of or delegate to the Congress of the United States
of America or Resident Commissioner shall be admitted to any
share or part of this contract or to any benefit to arise there
from, but this provision shall not be construed to extend to this
contract if made with a corporation for its general benefit.

Interest of Members, Officers, or Employees and Former
Members, Officers, or Employees

No member, officer, or employee of the HA, no member of the
governing body of the locality in which the project is situated, no
member of the governing body in which the HA was activated,
and no other pubic official of such locality or localities who
exercises any functions or responsibilities with respect to the
project, shall, during his or her tenure, or for one year
thereafter, have any interest, direct or indirect, in this contract or
the proceeds thereof.

Limitation on Payments to Influence Certain Federal
Transactions

(a) Definitions. As used in this clause:

"Agency", as defined in 5 U.S.C. 552(f), includes Federal
execuiive departments and agencies as weii as independent
regulatory commissions and Government corporations, as
defined in 31 U.S.C. 9101(1).

"Covered Federal Action" means any of the following
Federal actions:

(i) The awarding of any Federal contract;

(i) The making of any Federal grant;

(i) The making of any Federal loan;

(iv) The entering into of any cooperative agreement; and,

(v) The extension, continuation, renewal, amendment, or

modification of any Federal contract, grant, loan, or
cooperative agreement.
Covered Federal action does not include receiving from an
agency a commitment providing for the United States to insure
or guarantee a loan.

"Indian tribe" and "tribal organization” have the meaning
provided in section 4 of the Indian Self-Determination and
Education Assistance Act (25 U.S.C. 450B). Alaskan Natives
are included under the definitions of Indian tribes in that Act.

"Influencing or attempting to influence" means making, with
the intent to influence, any communication to or appearance
before an officer or employee of any agency, a Member of
Congress, an officer or employee of Congress, or an employee
of a Member of Congress in connection with any covered
Federal action.

"LLocal government" means a unit of government in a State
and, if chartered, established, or otherwise recognized by a
State for the performance of a governmental duty, including a
local public authority, a special district, an intrastate district, a
council of governments, a sponsor group representative
organization, and any other instrumentality of a local
government.

"Officer or employee of an agency" includes the following

individuals who are emploved by an agency:

(i) Anindividual who is appointed to a position in the
Government under title 5, U.S.C., including a position
under a temporary appointment;

(i) A member of the uniformed services as defined in
section 202, title 18, U.S.C.;

(ii) A special Government employee as defined in section
202, title 18, U.S.C.; and,

(iv) Anindividual who is a member of a Federal advisory
committee, as defined by the Federal Advisory
Committee Act, title 5, appendix 2.

“Person" means an individual, corporation, company,
association, authority, firm, partnership, society, State, and local
government, regardless of whether such entity is operated for
profit or not for profit. This term excludes an Indian tribe, tribal
organization, or other Indian organization with respect to
expenditures specifically permitted by other Federal law.

"Recipient” includes all contractors, subcontractors at any
tier, and subgrantees at any tier of the recipient of funds
received in connection with a Federal contract, grant, loan, or
cooperative agreement. The term excludes an Indian tribe, tribal
organization, or any other Indian organization with respect to
expenditures specifically permitted by other Federal law.

"Regularly employed means, with respect to an officer or
employee of a person requesting or receiving a Federal
contract, grant, loan, or cooperative agreement, an officer or
employee who is employed by such person for at least 130
working days within one year immediately preceding the date of
the submission that initiates agency consideration of such
person for receipt of such contract, grant, loan, or cooperative
agreement. An officer or employee who is employed by such
person for less than 130 working days within one year
immediateiy preceding the date of submission that initiates
agency consideration of such person shall be considered to be
regularly employed as soon as he or she is employed by such
person for 130 working days.

“State" means a State of the United States, the District of
Columbia, the Commonwealth of Puerto Rico, a territory or
possession of the United States, an agency or instrumentality of
a State, and a multi-State, regional, or interstate entity having
governmental duties and powers.

(b) Prohibition.

(i) Section 1352 of title 31, U.S.C. provides in part that no
appropriated funds may be expended by the recipient
of a Federal contract, grant, loan, or cooperative
agreement to pay any person for influencing or
attempting to influence an officer or employee of any
agency, a Member of Congress, an officer or
employee of Congress, or an employee of a Member
of Congress in connection with any of the following
covered Federal actions: the awarding of any Federal
contract, the making of any Federal grant, the making
of any Federal loan, the entering into of any
cooperative agreement, and the extension,
continuation, renewal, amendment, or modification of
any Federal contract, grant, loan, or cooperative
agreement.

(i) The prohibition does not apply as follows:
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(1) Agency and legislative liaison by Own
Employees.

(a) The prohibition on the use of appropriated
funds, in paragraph (i) of this section, does not
apply in the case of a payment of reasonable
compensation made to an officer or employee of
a person requesting or receiving a Federal
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the payment is for agency and legislative
activities not directly related to a covered Federal
action.

(b) For purposes of paragraph (b)(i)(1)(a) of
this clause, providing any information specifically
requested by an agency or Congress is permitted
at any time.

(c) The following agency and legislative liaison
activities are permitted at any time only where
they are not related to a specific solicitation for
any covered Federal action:

(1) Discussing with an agency
(including individual demonstrations) the qualities
and characteristics of the person's products or
services, conditions or terms of sale, and service
capabilities; and,

(2) Technical discussions and other
activities regarding the application or adaptation
of the person s products or services for an
agency's use.

(d) The following agency and legislative liaison
activities are permitted where they are prior to
formal solicitation of any covered Federal action:

{1) Providing any information not
specifically requested but necessary for an
agency to make an informed decision about
initiation of a covered Federal action;

{(2) Technical discussions fega-‘uing the
preparation of an unsolicited proposal prior to its
official submission; and

3) Capability presentations by persons
seeking awards from an agency pursuant to the
provisions of the Smali Business Act, as
amended by Public Law 95-507 and other
subsequent amendments.

(e) Only those activities expressly authorized
by subdivision (b)(ii)(1)(a) of this clause are
permitted under this clause.

(2) Professional and technical services.

(a) The prohibition on the use of appropriated
funds, in subparagraph (b)(i) of this clause,
does not apply in the case of-

(i) A payment of reasonable compensation

made to an officer or employee of a

person requesting or receiving a

covered Federal action or an extension,

continuation, renewal, amendment, or
modification of a covered Federal
action, if payment is for professional or
technical services rendered directly in
the preparation, submission, or
negotiation of any bid, proposal, or
application for that Federal action or for
meeting requirements imposed by or
pursuant to law as a condition for
receiving that Federal action.

(i) Any reasonable payment to a person,

other than an officer or employee of a

(©

()

(e

person requesting or receiving a
covered Federal action or an extension,
continuation, renewal, amendment, or
modification of a covered Federal action
if the payment is for professional or
technical services rendered directly in
the preparation, submission, or
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application for that Federal action or for
meeting requirements imposed by or
pursuant to law as a condition for
receiving that Federal action. Persons
other than officers or employees of a
person requesting or receiving a
covered Federal action include
consultants and trade associations.

(b) For purposes of subdivision (b)(ii)(2)(a) of
clause, "professional and technical services"
shall be limited to advice and analysis
directly applying any professional or
technical discipline.

(c) Requirements imposed by or pursuant to law
as a condition for receiving a covered
Federal award include those required by law
or regulation, or reasonably expected to be
required by law or regulation, and any other
requirements in the actual award
documents.

(d) Only those services expressly authorized by
subdivisions (b)(ii)(2)(a)(i) and (ii) of this
section are permitted under this clause.

(i) Selling activities by independent sales
representatives.

The prohibition on the use of appropriated funds, in

subparagraph (b)(i) of this clause, does not apply to the

following sefiing activities before an agency by independent
sales representatives, provided such activities are prior to
formal solicitation by an agency and are specifically limited
to the merits of the matter:

{ij Discussing with an agency (including individual
demonstration) the qualities and characteristics of the
person's products or services, conditions or terms of
sale, and service capabilities; and

(i) Technical discussions and other activities regarding
the application or adaptation of the person's products
or services for an agency's use.

Agreement. In accepting any contract, grant, cooperative

agreement, or loan resulting from this solicitation, the

person submitting the offer agrees not to make any
payment prohibited by this clause.

Penalties. Any person who makes an expenditure

prohibited under paragraph (b) of this clause shall be

subject to civil penalties as provided for by 31 U.S.C. 1352.

An imposition of a civil penalty does not prevent the

Government from seeking any other remedy that may be

applicable.

Cost Allowability. Nothing in this clause is to be interpreted

to make allowable or reasonable any costs which would be

unallowable or unreasonable in accordance with Part 31 of
the Federal Acquisition Regulation (FAR), or OMB

Circulars dealing with cost allowability for recipients of

assistance agreements. Conversely, costs made

specifically unaliowable by the requirements in this clause
will not be made allowable under any of the provisions of

FAR Part 31 or the relevant OMB Circulars.
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16. Equal Employment Opportunity

During the performance of this contract, the Contractor agrees
as follows:

@)

(©

(d)

(e)

®

@

(h)

®

The Contractor shall not discriminate against any employee
or applicant for employment because of race, color,

religion, sex, or national origin.
The Contractor shall take affirmative action to ensure that
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applicants are employed, and that employees are treated
during employment without regard to their race, color,
religion, sex, or national arigin. Such action shall inciude,
but not be limited to (1) employment; (2) upgrading; (3)
demotion; (4) transfer; (5) recruitment or recruitment
advertising; (6) layoff or termination; (7) rates of pay or
other forms of compensation; and (8) selection for training,
including apprenticeship.

The Contractor shall post in conspicuous places available
to employees and applicants for employment the notices to
be provided by the Contracting Officer that explain this
clause.

The Contractor shall, in all solicitations or advertisements
for employees placed by or on behalf of the Contractor,
state that alii quaiified applicants wili receive consideration
for employment without regard to race, color, religion, sex,
or national origin.

The Contractor shall send, to each labor union or
representative of workers with which it has a collective

haraaining aagreement or other contract or understanding
vargaining agreCment or oner contract or unGersiancing,

the notice to be provided by the Contracting Officer
advising the labor union or workers' representative of the
Contractor's commitments under this clause, and post

conies of the notice in consnicuous places available to
CCRICS 7 NS NOUCE N CONSRICUCUS DiacCes avanal:e

employees and applicants for employment.
The Contractor shall comply with Executive Order 11246,
as amended, and the rules, regulations, and orders of the

Secretary of Laber,

The Contractor shall furnish all information and reports
required by Executive Order 11246, as amended and by
rules, regulations, and orders of the Secretary of Labor, or

nursuant thereto. The Contractor shall nermit access to its
pursuani tnerels. 1ne Lontracior snasn permit access e s

books, records, and accounts by the Secretary of Labor for
purposes of investigation to ascertain compliance with such
rules, regulations, and orders.

In the event of a determination that the Contractor is not in
compliance with this clause or any rule, regulation, or order
of the Secretary of Labor, this contract may be canceled,
terminated, or suspended in whole or in part, and the
Contractor may be declared ineligible for further
Government contracts, or federally assisted construction
contracts under the procedures authorized in Executive
Order 11246, as amended. In addition, sanctions may be
imposed and remedies invoked against the Contractor as
provided in Executive Order 11246, as amended, the rules,
regulations, and orders of the Secretary of Labor, or as
otherwise provided by law.

The Contractor shall include the terms and conditions of
this clause in every subcontract or purchase order uniess
exempted by the rules, regulations, or orders of the
Secretary of Labor issued under Executive Order 11246, as
amended, so that these terms and conditions will be
binding upon each subcontractor or vendor. The
Contractor shall take such action with respect to any
subcontiractor or purchase order as the Secretary of
Housing and Urban Development or the Secretary of Labor
may direct as a means of enforcing such provisions,
including sanctions for noncompliance; provided that if the

Contractor becomes involved in, or is threatened with,
litigation with a subcontractor or vendor as a result of such
direction, the Contractor may request the United States to
enter into the litigation to protect the interests of the United
States.

17. Dissemination or Disclosure of Information

No information or material shall be disseminated or disclosed to
the general public, the news media, or any person or
organization without prior express written approval by the HA.

18. Contractor's Status

It is understood that the Contractor is an independent contractor
and is not to be considered an employee of the HA, or assume
any right, privilege or duties of an employee, and shall save
harmless the HA and its employees from claims suits, actions
and costs of every description resulting from the Contractor's
activities on behalf of the HA in connection with this Agreement.

19. Other Contractors

HA may undertake or award other contracts for additional work
at or near the site(s) of the work under this contract. The
contractor shall fully cooperate with the other contractors and
with HA and HUD employees and shall carefully adapt

scheduling and nerforming the work under this contract to
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accommodate the additional work, heeding any direction that
may be provided by the Contracting Officer. The contractor shall

not commit or permit any act that will interfere with the
mrfnrmnnm of work b hv any other contractor or HA employee

wasiey s A

20. Liens

The Contractor is prohibited from placing a lien on HA's

property. This prohibition shall apply to aII subcontractors.

21. Training and Employment Opportunities for Residents in
the Project Area (Section 3, HUD Act of 1968; 24 CFR 135)

LR ATER (el W 27 IIRe,

(a) The work to be performed under this contract is subject to the
requirements of section 3 of the Housing and Urban
Development Act of 1968, as amended, 12 U.S.C. 1701u
(section 3). The purpose of section 3 is to ensure that
employment and other economic opportunities generated by
HUD assistance or HUD-assisted projects covered by section 3,
shall, to the greatest extent feasible, be directed to low- and very
low-income persons, particularly persons who are recipients of
HUD assistance for housing.

(b) The parties to this contract agree to comply with HUD's
regulations in 24 CFR Part 135, which implement section 3. As
evidenced by their execution of this contract, the parties to this
contract certify that they are under no contractual or other
impediment that would prevent them from complying with the
Part 135 regulations.

(c) The contractor agrees to send to each labor organization or
representative of workers with which the contractor has a
collective bargaining agreement or other understanding, if any, a
notice advising the labor organization or workers' representative
of the contractor's commitments under this section 3 clause, and
will post coples of the notice in consplcuous plaoes at the work
site where both employees and appiicants for training and
employment positions can see the notice. The notice shall
describe the section 3 preference, shall set forth minimum
number and job titles subject to hire, availability of
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apprenticeship and training positions, the qualifications for each;
and the name and location of the person(s) taking applications
for each of the positions; and the anticipated date the work shall
begin.

(d) The contractor agrees to include this section 3 clause in every
subcontract subject to compliance with regulations in 24 CFR
Part 135, and agrees to take appropriate action, as provided in

an annlicable nrovision of the subcontract or in this section 2
an appicanie provision OF tne sudcontract or in this seclien &

clause, upon a finding that the subcontractor is in violation of the
regulations in 24 CFR Part 135. The contractor will not
subcontract with any subcontractor where the contractor has
notice or knowledge that the subcontractor has been found in
violation of the regulations in 24 CFR Part 135.

(e) The contractor will certify that any vacant employment positions,
including training positions, that are filled (1) after the contractor
is selected but before the contract is executed, and (2) with
persons other than those to whom the regulations of 24 CFR
Part 135 require employment opportunities to be directed, were
not filled to circumvent the contractor's obligations under 24 CFR
Part 135.

(f) Noncompliance with HUD's regulations in 24 CFR Part 135 may
result in sanctions, termination of this contract for default, and
debarment or suspension from future HUD assisted contracts.

22. Procurement of Recovered Materials

(a) In accordance with Section 6002 of the Solid Waste Disposal Act,

as amanded hv tha Raenurce Conservation and Racovans Act
as amenGel BY NG RESCUIrCe LOonseivauon ant neCovery A,

the Contractor shall procure items designated in guidelines of the
Environmental Protection Agency (EPA) at 40 CFR Part 247 that
contain the highest percentage of recovered materials

nracticahla cangistant with maintainina a aatiefastans laval of
praciicatie, ConSISIeNnt wWith Mailitaining a SausiaCicry ive: OF

competition. The Contractor shall procure items designated in
the EPA guidelines that contain the highest percentage of
recovered materials practicable unless the Contractor

determines that such items: (1) are not reascnably availabl

reasonable period of time; (2) fail to meet reasonable
performance standards, which shall be determined on the basis
of the guldelines of the National Institute of Standards and

T, b
Technology, if applicable to the item; or (3) are only available at

an unreasonable price.

(b) Paragraph (a) of this clause shall apply to items purchased under
this contract where: (1) the Contractor purchases in excess of
$10,000 of the item under this contract; or (2) during the
preceding Federal fiscal year, the Contractor: (i) purchased any
amount of the items for use under a contract that was funded
with Federal appropriations and was with a Federal agency or a
State agency or agency of a political subdivision of a State; and
(i) purchased a total of in excess of $10,000 of the item both
under and outside that contract.

in a
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Housing Authority of the City of Pitisburgh Lockbox Printing and Mailing Service
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Certifications and
Representations

of Offerors
Non-Construction Contract

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

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

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

1. Contingent Fee Representation and Agreement

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

71N T Thaao I P A T A matniemad nemvs smmna e A
\1)1 J ay, | ] lldb not Clll})lUyCU vl lcuuucu any peisvin ul

company to solicit or obtain this contract; and

(2)[ 1 has,[ ]has not paid or agreed to pay to any person
or company employed or retained to solicit or obtain this
contract any commission, percentage, brokerage, or other
fee contingent upon or resulting from the award of this
contract.

(b) If the answer to either (a)(1) or (a) (2) above is affirmative,

the bidder/offeror shall make an immediate and full written
the Digaer/olieror 11 Mmake an immmeaqale vritien

disclosure to the PHA Contracting Officer.

(c) Any misrepresentation by the bidder/offeror shall give the
PHA the rioht to (I\ terminate the resultant contract: (’7\ at itg

PHA the right to (1) terminate resultant contract; (2) at its
discretion, to deduct from contract payments the amount of any
commission, percentage, brokerage, or other contingent fee; or
(3) take other remedy pursuant to the contract.

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

recentation
tation

ATSTaR

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

that it:

(a) [ lis,[ 1isnotasmall business concern. “Small business
concern,” as used in this provision, means a concern, includ-
ing its affiliates, that is independently owned and operated,
not dominant in the field of operation in which it is bidding,
and qualified as a small business under the criteria and size
standards in 13 CFR 121.

() [ 1lis,[ ]isnotawomen-owned small business concern.
“Women-owned,” as used in this provision, means a small
business that is at least 51 percent owned by a woman or
women who are U.S. citizens and who also control and
operate the business.

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

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

[ ] Black Americans [ ] Asian Pacific Americans

[ 1 Hispanic Americans [ ] Asian Indian Americans

{ 1 Native Americans [ ] Hasidic Jewish Americans

3. Certificate of Independent Price Determination
hiddar/nffarnr rartifiac that_

o
ne viager/otieror certifies that

(1) The prices in this bid/offer have been arrived at indepen-
dently, without, for the purpose of restricting competi-
tion, any consultation, communication, or agreement

with any other hidder/offeror or comnetitor relatine to (i)

CIGGCI/VIICI0N OF COMPOIROl ICiaulig Wil

those prices, (ii) the intention to submit a bid/offer, or
(iii) the methods or factors used to calculate the prices
offered;

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

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

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

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

(2) (i) Has been authorized, in writing, to act as agent for the
following principals in certifying that those principals
have not participated, and will not participate in any
action contrary to subparagraphs (a)(1) through (a)(3)
above (insert full name of person(s) in the bidder/offeror’s
organization responsible for determining the prices of-
fered in this bid or proposal, and the title of his or her
position in the bidder/offeror’s organization);

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

Previous edition is obsolete
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(iii) As an agent, has not personally participated, and will
not participate in any action contrary to subparagraphs
(2)(1) through (2)(3) above.

e/ Ha0Ls 82y 4o

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

~Me
‘0- Ul gdlllballulldl \/Ullllil.la

(a) The Contractor warrants that to the best of its knowledge and
belief and except as otherwise disclosed, it does not have any
organizational conflict of interest which is defined as a
situation in which the nature of work under a proposed
contract and a prospective contractor’s organizational, fi-
nancial, contractual or other interest are such that:

1Y Awwnrd aftha ~an
i) AWaAra o1 uic con

tive advantage;

Nt P
1avtiima

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

(iii) That the Contractor has disciosed ail reievant infor-
mation and requested the HA to make a determination
with respect to this Contract.

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

be in the best interest of HA.

(c) In the event the Contractor was aware of an organizational
conflict of interest before the award of this Contract and
intentionally did not disclose the conflict to the HA, the HA
may terminate the Contract for default.

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

5. Authorized Negotiators (RFPs only)

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

6. Conflict of Interest
In the absence of any actual or apparent conflict, the offeror, by

submission of a proposal, hereby warrants that to the best of its
knowledge and belief, no actual or apparent conflict of interest
exists with regard to my possible performance of this procure-
ment, as described in the clause in this solicitation titled “Orga-

nizational Conflict of Interest.”

u
certifies that the information contained in
nd representations is accurate, complete,

a
The offeror hereby
these certifications
and current.

0

Signature & Date:

Typed or Printed Name:

Title:

Previous edition is obsolete
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SECTION 3
All section 3 covered contracts shall include the following clause (referred to as the section 3 clause)

A. The work to be performed under this contract is subject to the requirements of section 3 of the
Housing and Urban Development Act of 1968, as amended, 12 U.S.C. 1701u (section 3). The
purpose of section 3 is to ensure that employment and other economic opportunities generated by
HUD assistance or HUD-assisted projects covered by section 3, shall to the greatest extent
feasible, be direct to low and very low-income person, particularly persons who are recipients of

HUD assistance for housing.

B. The parties to this contract agree to comply with HUD’s regulations in 24 CFR part 135, which
implement section 3. As evidenced by their execution of this contract, the parties to this contract

certify that they are under no contractual or other impediment that would prevent them from

complying w1th the part 135 regulation.

C. The contractor agrees to send each labor organization or representative of workers with which the

. .« . . . . .
oantrantar hac o onllantive hargaining agrasmant ar ather nnderctanding if anv a natice adviging
LVULIU VUL 11ad a VULIVVLIY Y Udl galillilg agiVuiiiviie Vi VUiVl wiiUvisialibing, 11 aily, a nUuvey auvioiig

the labor organization or workers’ representative of the contractor’s commitments under this
section 3 clause, and will post copies of the notice in conspicuous places at the work site where
both employees and applicants for training and employment positions can see the notice. The
notice shall describe the section 3 ‘pft‘:lcrci‘lce, shall set forth minimum number and _]UD titles
subject to hire, availability of apprenticeship and training positions, the qualifications for each;
and the name and location of the person(s) taking applications for each of the positions; and the

anticipated date the work shali begin.

D. The contractor agrees to include this section 3 clause in every subcontract subject to compliance
with reguiations in 24 CFR part 135, and agrees to take appropriaie action, as provided in an
applicable provision of the subcontract or in this section 3 clause, upon a finding the
subcontractor is in violation of the regulations in 2 CFR part 135. The contractor will not
subcontract with any subcontractor where the contractor has notice or knowledge that the

subcontractor has been found in violation of the regulations in 24 CFR part 135.

E. The contractor will certify that any vacant employment positions, that are filled (1) after the
contractor is selected but before the contract is executed, and (2) with persons other that those to
whom regulations of 24 CFR part 135 require employment opportunities to be directed, were not
filled to circumvent the contractor’s obligations under 24 CFR part 135.

F. Noncompliance with HUD’s regulations in 24 CFR part 135 may result in sanctions, termination
or this contract for default, and debarment or suspension from future HUD assisted contracts.

G. With respect to work performed in connection with section 3 covered Indian Housing Assistance,
section 7(b) of the Indian Self-Determination and Education Assistance Act (25 U.S.C. 450e) also
applies to the work to be performed under this contract. Section 7(b) requires that to the greatest
extent feasible (I) preference and opportunities for training and employment shall be given to
Indians, and Indian-owned Economic Enterprises. Parties to this contract that are subject to the
provisions of section 3 and section 7(b) agree to comply with section 3 to the maximum extent
feasible, but not in derogation of compliance with section 7(b).
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Lockbox Printing and Mailing Service

RFP#150-36-09

Housing Authority of the City of Pittsburgh

Firm Demographics

lsam.lou!w uedIdWY JO # |ej0)

Female

ublaio4
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Male
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Partner

Associate

Professional
Secretarial
Clerical
Other

Total

Explain all other American Minority:

Be certain that the numbers in this table are accurate and add up correctly.
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Housing Authority of the City of Pittsburgh

LOCKBOX PRINTING AND MAILING SERVICE

Lockbox Printing and Mailing Service

RFP#150-36-09

FEE SHEET

PRICE IS TO BE LISTED PER THE FOLLOWING:

Fixed Fee

File conversion
database setup fee
(per mailing)

Laser print 8.5 X 11
sheets, two-sided
hlank ink fAiinlay

viawvinn 111N \u u}u\u\

bills)(per thousand
sheets)

Fold 8.5 X 11 sheets
and insert two pieces
into a #10 window
envelope (per
thousand sheets)
Sort for 1% class
presort postal
discounts (per
thousand sheets)
Provide 8.5 X 11
perforated paper (per
thousand sheets)
Provide #9 business
reply envelopes black
ink, printed on one
side (per thousand
sheets)

Provide #10 window
envelops, black ink,
printed on one side

(per thousand sheets)

Name (Printed):

Initial Term

$

Ve o Y § SN
(One Year)

Extension Year 1

Extension Year 2

Title:

Address:

Phone:

Signature:
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W-9
Form

(Rev. October 2007)

Department of the Treasury
Intemal Revenue Service

Request for Taxpayer
Ildentification Number and Certification

wws 33352 s St RISt

Give form to the
requester. Do not
send to the IRS.

Name (as shown on your income tax return)

Business name, if different from above

Check appropriate box: D Individual/Sole proprietor

[0 other (see instructions) »

D Corporation
Limited liability company. Enter the tax classification (D=disregarded entity, C=corporation, P=partnership) » __.__.. payee

D Partnership

Address (number, street, and apt. or suite no.)

Print or type

Requester's name and address (optional)

City, state, and ZIP code

List account number(s) here (optional)

See Specific Instructions on page 2.

XY Taxpayer identification Number (TiN]

Enter your TIN in the appropriate box. The TIN provided must match the name given on Line 1 to avoid
backup withholding. For individuals, this is your social security number (SSN). However, for a resident ! :
alien, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other entities, it is

=

your employer identification number (EIN) if you do not have a number, see ‘How to get a TIN on page 3. or
Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose

number to enter.

Social security number

Employer identification number

'
'
'

Part Il Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me), and
2. | am not subiect to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal

...... /IDCY $amd ) omn mmt b ol

idhabanl i nm m vaniilt Af A Sniliirn ta ramart all intarast A AhdAdandae Ar (A s 1IDO laa

Revenue Service o) uiaw s aiii auu]c\.,l. w uabr\u’p WItNNGIGING as a resuint 01 & 1anuie WO epait an interest or Giviaenas, G (T i€ ino nas

notified me that | am no longer subject to backup withholding, and

3. lam a U.S. citizen or other U.S. person (defined befow).

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup
withholding because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply.
For mortgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement
arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the Certification, but you must

provide your correct TIN. See the mstructlons on page 4.

Sign Signature of
Here U.S. person »

Date »

General Instructions

Section references are to the Internal Revenue Code unless
otherwise noted.

Purpose of Form

A person who is required to file an information return with the
IRS must obtain your correct taxpayer identification number (TIN)
to report, for example, income paid to you, real estate
transactions, mortgage interest you paid, acquisition or
abandonment of secured property, cancellation of debt, or
contributions you made to an IRA.

Use Form W-9 only if you are a U.S. person (including a
resident alien), to provide your correct TIN to the person
requesting it (the requester) and, when applicable, to:

1. Certify that the TIN you are giving is correct (or you are
waiting for a number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S.
exempt payee. If applicable, you are also certifying that as a
U.S. person, your ailocabie share of any partnership income from
a U.S. trade or business is not subject to the withholding tax on
foreign partners’ share of effectively connected income.

Note. If a requester gives you a form other than Form W-9 to
request your TIN, you must use the requester’s form if it is
substantially similar to this Form W-9.

Definition of a U.S. person. For federal tax purposes, you are
considered a U.S. person if you are:

® An individual who is a U.S. citizen or U.S. resident alien,

® A partnership, corporation, company, or association created or
organized in the United States or under the laws of the United
States,

® An estate (other than a foreign estate), or

® A domestic trust (as defined in Regulations section
301.7701-7).

Special rules for partnerships. Partnerships that conduct a
trade or business in the United States are generally required to
pay a withholding tax on any foreign partners’ share of income
from such business. Further, in certain cases where a Form W-9
has not been received, a partnership is required to presume that
a partner is a foreign person, and pay the withholding tax.
Therefore, if you are a U.S. person that is a partner in a
partnership conducting a trade or business in the United States,
provide Form W-9 to the partnership to establish your U.S.
status and avoid withholding on your share of partnership
income.

The person who gives Form W-9 to the partnership for
purposes of establishing its U.S. status and avoiding withholding
on its allocable share of net income from the partnership
conducting a trade or business in the United States is in the
following cases:

® The U.S. owner of a disregarded entity and not the entity,

Cat. No. 10231X
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Page 2

® The U.S. grantor or other owner of a grantor trust and not the
trust, and

® The U.S. trust (other than a grantor trust) and not the
beneficiaries of the trust.

Foreign person. If you are a foreign person, do not use Form
W-9. Instead, use the appropriate Form W-8 (see Publication
515, Withholding of Tax on Nonresident Aliens and Foreign
Entities).

Nonresident alien who becomes a resident alien. Generally,
only a nonresident alien individual may use the terms of a tax
treaty to reduce or eliminate U.S. tax on certain types of income.
However, most tax treaties contain a provision known as a
“saving clause.” Exceptions specified in the saving clause may
permit an exemption from tax to continue for certain types of
income even after the payee has otherwise become a U.S.
resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception
contained in the savung clause of a tax treaty to claim an
EXGI‘I‘IpliOI‘I from U.S. tax on certain types of income, you must
attach a statement to Form W-8 that specifies the following five
items:

1. The treaty country. Generally, this must be the same treaty
under which you claimed exemption from tax as a nonresident
alien.

2. The treaty article addressing the income.

3. The article number (or location) in the tax treaty that
contains the saving clause and its exceptions.

4. The type and amount of income that qualifies for the
exemption from tax.

5. Sufficient facts to justify the exemption from tax under the
terms of the treaty article.

Example. Article 20 of the U.S.-China income tax treaty allows
an exemption from tax for schoiarship income received by a
Chinese student temporarily present in the United States. Under
U.S. law, this student will become a resident alien for tax
purposes if his or her stay in the United States exceeds 5

calendar years. However, paragraph 2 of the first Protoco! to the

U.S.-China treaty (dated April 30, 1984) allows the provisions of
Article 20 to continue to apply even after the Chinese student
becomes a resident alien of the United States. A Chinese
student who qualifies for this exception (under paragraph 2 of
the first protocol) and is relying on this exception to claim an
exemption from tax on his or her scholarship or fellowship
income would attach to Form W-9 a statement that includes the
information described above to support that exemption.

If you are a nonresident alien or a foreign entity not subject to
backup withholding, give the requester the appropriate
completed Form W-8.

What is backup withholding? Persons making certain payments
to you must under certain conditions withhold and pay to the
IRS 28% of such payments. This is called “backup withholding.”
Payments that may be subject to backup withholding inciude
interest, tax-exempt interest, dividends, broker and barter
exchange transactions, rents, royalties, nonemployee pay, and
certain payments from fishing boat operators. Real estate
transactions are not subject to backup withholding.

You will not be subject to backup withholding on payments
you receive if you give the requester your correct TIN, make the
proper certifications, and report all your taxable interest and
dividends on your tax return.

Payments you receive will be subject to backup
withholding if:

1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the Part II
instructions on page 3 for details),
T '\:;5 The IRS tells the requester that you furnished an incorrect

4. The IRS tells you that you are subject to backup
withhoiding because you did not report ail your interest and
dividends on your tax return (for reportable interest and
dividends only), or

5. You do not certify to the requester that you are not subject
to backup withholding under 4 above (for reportable interest and
dividend accounts opened after 1983 only).

Certain payees and payments are exempt from backup
withholding. See the instructions below and the separate
instructions for the Requester of Form W-9.

Also see Special rules for partnerships on page 1.

Penalties

Failure to furnish TIN. If you fail to furnish your correct TIN to a
requester, you are subject to a penalty of $50 for each such
failure unless your failure is due to reasonable cause and not to
willful neglect.

Civil penalty for false information with respect to
withhoiding. if you make a faise statement with no reasonabie
basis that results in no backup withholding, you are subject to a
$500 penalty.

Criminal penalty for falsifying information. Willfully falsifying
certifications or affirmations may subject you to criminal
penalties including fines and/or imprisonment.

e ) es and/or

Misuse of TINs. If the requester discloses or uses TINs in
violation of federal law, the requester may be subject to civil and
criminal penalties.

Specific Instructions

Name

If you are an individual, you must generally enter the name
shown on your income tax return. However, if you have changed
your last name, for instance, due to marriage without informing
the Social Security Administration of the name change, enter
your first name, the last name shown on your social security
card, and your new last name.

If the account is in joint names, list first, and then circle, the
name of the person or entity whose number you entered in Part |
of the form.

Sele nronrietor, Enter vour individual name as shown on your
SCie preprieior. naivigdual ntame as snown on youwr

income tax return on the “Name” fine. You may enter your
business, trade, or “doing business as (DBA)” name on the
“Business name” line.

Limited liability company (LLC). Check the “Limited liability
company” box only and enter the appropriate code for the tax
classification (“D” for disregarded entity, “C” for corporation, “P”
for partnership) in the space provided.

For a single-member LLC (including a foreign LLC with a
domestic owner) that is disregarded as an entity separate from
its owner under Regulations section 301.7701-3, enter the
owner’s name on the “Name” line. Enter the LLC’s name on the
“Business name” line.

For an LLC classified as a partnership or a corporation, enter
the LLC's name on the “Name” line and any business, trade, or
DBA name on the “Business name” line.

Other entities. Enter your business name as shown on required
federal tax documents on the “Name” line. This name should
match the name shown on the charter or other legal document
creating the entity. You may enter any business, trade, or DBA
name on the “Business name” line.

Note. You are requested to check the appropriate box for your
status (individual/sole proprietor, corporation, etc.).

Exempt Payee

If you are exempt from backup withholding, enter your name as
described above and check the appropriate box for your status,
then check the “Exempt payee” box in the line following the
business name, sign and date the form.



Form W-9 (Rev. 10-2007)

Page 3

Generally, individuals (including sole proprietors) are not exempt
from backup withholding. Corporations are exempt from backup
withholding for certain payments, such as interest and dividends.
Note. If you are exempt from backup withholding, you should
still complete this form to avoid possible erroneous backup
withholding.

The following payees are exempt from backup withholding:

1. An organization exempt from tax under section 501(a), any
IRA, or a custodial account under section 403(b)(7) if the account
satisfies the requirements of section 401(f)(2),

2. The United States or any of its agencies or
instrumentalities,

3. A state, the District of Columbia, a possession of the United
States, or any of their political subdivisions or instrumentalities,
4. A foreign government or any of its political subdivisions,

agencies, or instrumentalities, or

5. An international organization or any of its agencies or
instrumentalities.

Other payees that may be exempt from backup withholding
include:

6. A corporation,

7. A foreign central bank of issue,

8. A dealer in securities or commodities required to register in
the United States, the District of Columbia, or a possession of
the United States,

9. A futures commission merchant registered with the
Commodity Futures Trading Commission,

10. A real estate investment trust,

11. An entity registered at all times during the tax year under
the Investment Company Act of 1940,

12. A common trust fund operated by a bank under section
584(a),

13. A financial institution,

14. A middleman known in the investment community as a
nominee or custodian, or

15. A trust exempt from tax under section 664 or described in
section 4947.

The chart below shows types of payments that may be
exempt from backup withholding. The chart applies to the
exempt payees listed above, 1 through 15.

THEN the payment is exempt
for...

IF the payment is for ...

All exempt payees except
for 9

Exempt payees 1 through 13.
Also, a person registered under
the Investment Advisers Act of
1940 who regularly acts as a
broker

Interest and dividend payments

Broker transactions

Barter exchange transactions Exempt payees 1 through 5

and patronage dividends

Generally, exempt payees

Payments over $600 required
1 through 7

to be reported ang direct
sales over $5,000

'See Form 1099-MISC, Miscellaneous income, and its instructions.

However, the following payments made to a corporation (including gross
proceeds paid to an attorney under section 6045(f}, even if the attorney is a
corporation) and reportable on Form 1099-MISC are not exempt from
backup withholding: medical and health care payments, attorneys’ fees, and
payments for services paid by a federal executive agency.

Part |. Taxpayer ldentification
Number (TIN)

Enter your TIN in the appropriate box. If you are a resident
alien and you do not have and are not eligible to get an SSN,
your TIN is your IRS individual taxpayer identification number
(ITIN). Enter it in the social security number box. If you do not
have an ITIN, see How to get a TIN below.

If you are a sole proprietor and you have an EIN, you may
enter either your SSN or EIN. However, the IRS prefers that you
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If you are a single-member LLC that is disregarded as an
entity separate from its owner (see Limited liability company
(LLC) on page 2), enter the owner's SSN (or EIN, if the owner
has one). Do not enter the disregarded entity’s EIN. If the LLC is
classified as a corporation or partnership, enter the entity's EIN.

Note. See the chart on page 4 for further clarification of name
and TIN combinations.

How to get a TIN. If you do not have a TIN, apply for one
immediately. To apply for an SSN, get Form SS-5, Application
for a Social Security Card, from your local Social Security
Administration office or get this form online at www.ssa.gov. You
may also get this form by calling 1-800-772-1213. Use Form
W-7, Application for IRS Individual Taxpaver Identification
Number, to apply for an ITIN, or Form SS-4, Application for
Employer Identification Number, to apply for an EIN. You can
apply for an EIN online by accessing the IRS website at
www.irs.gov/businesses and clicking on Employer Identification
Number (EIN) under Starting a Business. You can get Forms W-7
and SS-4 from the IRS by visiting www.irs.gov or by calling
1-800-TAX-FORM (1-800-829-3676).

If you are asked to complete Form W-9 but do not have a TIN,
write “Applied For” in the space for the TIN, sign and date the
form, and give it to the requester. For interest and dividend
payments, and certain payments made with respect to readily
tradable instruments, generally you will have 60 days to get a
TIN and give it to the requester before you are subject to backup
withholding on payments. The 60-day rule does not apply to
other types of payments. You will be subject to backup
withholding on all such payments until you provide your TIN to
the requester.

Note. Entering “Applied For” means that you have already
applied for a TIN or that you intend to apply for one soon.

Caution: A disregarded domestic entity that has a foreign owner
must use the appropriate Form W-8.

Part Il. Certification

To establish to the withholding agent that you are a U.S. person,
or resident alien, sign Form W-9. You may be requested to sign
by the withholding agent even if items 1, 4, and 5 below indicate
otherwise.

For a joint account, only the person whose TIN is shown in
Part | should sign (when required). Exempt payees, see Exempt
Payee on page 2.

Signature requirements. Complete the certification as indicated
in 1 through 5 below.

1. Interest, dividend, and barter exchange accounts
opened before 1984 and broker accounts considered active
during 1983. You must give your correct TIN, but you do not
have to sign the certification.

2. Interest, dividend, broker, and barter exchange
accounts opened after 1983 and broker accounts considered
inactive during 1983. You must sign the certification or backup
withholding will apply. If you are subject to backup withholding
and you are merely providing your correct TIN to the requester,
you must cross out item 2 in the certification before signing the
form.
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3. Real estate transactions. You must sign the certification.

A tha Andifiantinem

You may cross out item 2 of the certification.

4, Other payments. You must give your correct TIN, but you

do not have to sign the certification unless you have been
notified that you have previously given an incorrect TIN. “Other
payments” include payments made in the course of the
requester’s trade or business for rents, royalties, goods (other
than bills for merchandise), medical and health care services
(including payments to corporations), payments to a
nnnpmnlmmp for services, navments to certain fmhmn hoat crew

ec ! e, Pay

members and fi shermen, and gross proceeds paid to attorneys
(including payments to corporations).

5. Mortgage interest paid by you, acquisition or

abandonment of secured property, cancellation of debt,
qualified tuition program payments {under section 529), IRA,
Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give your
correct TIN, but you do not have to sign the certification.

What Name and Number To Give the Requester

For this type of account:

Give name and SSN of:

. Individual
. Two or more individuals (joint

acoount)
accounyy

. Custodian account of a minor

(Uniform Gift to Minors Act)

. a. The usual revocable savings

trust (grantor is also trustee)
h. So-called trust account that ig

not a legal or valid trust under
state law

. Sole proprietorship or disregarded

entity owned by an individual

The individual
The actual owner of the account or,

if combined funds, the flre0

individua! on the account
The minor *
The grantor-trustee '

'
The actual owner

The owner ’

ﬂl}orTﬁis Ebe ;f aécount:

Give name and EIN of:

10.
",
12.

. Disregarded entity not owned by an

individual

. A valid trust, estate, or pension trust
. Corporate or LLC electing

corporate status on Form 8832

. Association, club, religious,

charitable, educational, or other
tax-exempt organization
Partnership or multi-member LLC
A broker or registered nominee
Account with the Department of
Agriculture in the name of a public
entity (such as a state or local
government, school district, or
prison) that receives agricultural
program payments

The owner

Legal entity *
The corporation

The organization
The partnership

The broker or nominee
The public entity

"List first and circle the name of the person whose number you furnish. if only one person
on a joint account has an SSN, that person’s number must be furnished.

2
Circle the minor’s name and furnish the minor's SSN.

*You must show your individual name and you may also enter your business or “DBA"
name on the second name line. You may use either your SSN or EIN (if you have one),

but the IRS encourages you to use your SSN.

* List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN
of the personal representative or trustes unless the legal entity itself is not designated in
the account title.) Aiso see Specral rufes for partnerships on page 1.

Note. If no name is circled when more than one name is listed,

the number will be considered to be that of the first name listed.

Secure Your Tax Records from Identity Theft

ldentity theft occurs when someone uses your personal

information such as your name, social security number (SSN), or
other identifying information, without your permission, to commit
fraud or other crimes. An identity thief may use your SSN to get
a job or may file a tax return using your SSN to receive a refund.

To reduce your risk:
® Protect your SSN,
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® Be careful when choosing a tax preparer.

Call the IRS at 1-800-829-1040 if you think your identity has
been used inappropriately for tax purposes.

Victims of identity theft who are experiencing economic harm
or a system problem, or are seeking help in resolving tax
problems that have not been resolved through normal channels,
may be eligible for Taxpayer Advocate Service (TAS) assistance.
You can reach TAS by calling the TAS toll-free case intake line
at 1-877-777-4778 or TTY/TDD 1-800-829-4059.

Protect yourself from suspicious emails or phishing
schemes. Phishing is the creation and use of email and
websites designed to mimic legitimate business emails and
websites. The most common act is sending an email to a user
falsely claiming to be an established legitimate enterprise in an
attempt to scam the user into surrendering private information
that will be used for identity theft.

The IRS does not initiate contacts with taxpayers via emails.
Also, the IRS does not request personal detailed information
through email or ask taxpayers for the PIN numbers, passwords,

ar similar sanrat annace infarmatinn for thair aradit card kanle Ar
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other financial accounts.

If you receive an unsolicited email claiming to be from the IRS,
forward this message to phishing@irs gov. You may also report
misuse of the IRS name, logo, or other IRS personal propeity to
the Treasury Inspector General for Tax Administration at
1-800-366-4484. You can forward suspicious emails to the
Federal Trade Commission at: spam@uce.gov or contact them at
www.consumer.gov/idtheft or 1-877-IDTHEFT(438-4338).

Visit the IRS website at www.irs.gov to learn more about
identity theft and how to reduce your risk.

Privacy Act Notice

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons who must file information returns with the IRS to report interest,
dividends, and certain other income paid to you, mortgage interest you paid, the acquisition or abandonment of secured property, cancelfation of debt, or
contributions you made to an IRA, or Archer MSA or HSA. The IRS uses the numbers for identification purposes and to help verify the accuracy of your tax return.
The IRS may also provide this information to the Department of Justice for civil and criminal litigation, and to cities, states, the District of Columbia, and U.S.
possessions to carry out their tax laws. We may also disclose this information to other countries under a tax treaty, to federal and state agencies to enforce federal
nontax criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism.

You must provide your TIN whether or not you are required to file a tax return. Payers must generally withhold 28% of taxable interest, dividend, and certain other

payments to a payee who does not give a TIN to a payer. Certain penalties may also apply.



