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Metropolitan Housing Alliance ● Procurement Department ● 100 South Arch St. ● Little Rock, AR 72201 

REQUEST FOR QUALIFICATION (RFQ) 
MHA BOARD OF COMMISSIONERS GENERAL COUNSEL 

METROPOLITAN HOUSING ALLIANCE 

Advertise Date: June 14th and June 21st    

Title:    MHA Board of Commissioners General Counsel 

Issuing Agency  Little Rock Housing Authority D/B/A Metropolitan Housing Alliance 
100 S. Arch Street 
Little Rock, Arkansas 72201 

Period of Contract:  From Date of Award through three years. (Renewable for two one-year terms thereafter) 

Sealed Proposals Will Be Received Until July 14, 2020 until 2:00 P.M. For Furnishing the Services Described 
Herein.            

IF PROPOSALS ARE MAILED, SEND DIRECTLY TO THE ISSUING AGENCY SHOWN ABOVE.  IF 
PROPOSALS ARE HAND DELIVERED, THEN DELIVER TO:   

Metropolitan Housing Alliance, Department of Procurement, Attention: Jada Johnson, 100 S. Arch Street, Little 
Rock, Arkansas 72201.  

In compliance with this request for qualifications and to all the conditions imposed therein and hereby incorporated 
by reference, the undersigned offers and agrees to furnish the goods/services in accordance with the attached signed 
proposal or as mutually agreed upon by subsequent negotiation.  The undersigned further certifies that he/she is 
authorized to sign this document on behalf of the submitting firm. 

___________________________________________ Date: ____________________________________   
Name of Firm 

___________________________________________ By: ______________________________________      
Address  (Signature in Ink) 

___________________________________________ Name: ___________________________________ 
City and State     (Print or Type Name) 

_________________________Zip Code: _______ Title _____________________________________  

FEI/FIN NO. _______________________________ Phone :(_____) ____________________________ 

E-mail: ____________________________________ Fax :(_____)_______________________________ 

NOTE: Changes to this RFQ may be issued in the form of an addendum at any time prior to the due date and 
time for submitting proposals. Firms or individuals who obtain bid packages electronically are required to 
notify Jada Johnson at jjohnson@mhapha.org .  MHA’s purchasing regulations require each Offeror to submit 
a signed copy of the addendum to the above delivery address by the proposal due date and time and include 
with the firm’s response to the solicitation.  

mailto:jjohnson@mhapha.org
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Request for Qualifications (RFQ) MHA Board of Commissioners General Counsel  
The Little Rock Housing Authority D/B/A Metropolitan Housing Alliance “MHA” requests the submission of 
written proposals from servicers to provide the MHA Board of Commissioners with General Counsel. The MHA 
Board of Commissioners intend to award a contract to a qualified lawyer or firm to provide legal services and 
representation of the MHA Board of Commissioners as needed. The proposal will be accepted until 2:00 p.m. (CST) 
Tuesday, July 14, 2020 at 100 S. Arch Street, Little Rock, Arkansas 72201. 

This Request for Proposal contains specific submission requirements, anticipated scope and period of services 
requirements, as well as terms, conditions and other pertinent information for submitting a proposal for this service. 
MHA office hours are Monday through Friday 8:00 a.m. to 5:30 p.m. (CST). Due to COVID-19 public access is 
limited. Please visit the MHA website for updates to the public access. A free copy of the RFQ document can be 
obtained starting Monday, June 15, 2020 by the following: 

1. Visit MHA website at http://lrhousing.org/ ;

2. Email your request to jjohnson@mhapha.org; your subject line must read “RFQ” for MHA Board of
Commissioners General Counsel , “or;

3. During COVID-19 the administrative office is open with limited access to the customer service desk. All
updates and changes public closures can be obtained by visiting the MHA website at http://lrhousing.org/.
MHA staff is working Monday through Friday from 8:00 a.m. to 5:30 p.m. (CST). A copy can be collected
in person at the administrative office located at the address shown below:

Metropolitan Housing Alliance
100 South Arch Street
Little Rock, AR  72201

The following schedule will be applicable for this Request for Qualifications: 

Advertise for Request for Qualifications:       June 14th and June 21st, 2020  

Pre-bid Meeting /Training Session for Section 3 Businesses:    July 2, 2020 at 12:00 noon by Conference Call :              

                    1-800-808-6929 Access Code 6650830

Submittal Due Date:                           July 14, 2020 no later than 2:00 p.m. (CST) 

http://lrhousing.org/
mailto:jjohnson@mhapha.org
http://lrhousing.org/
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PURPOSE OF THE REQUEST FOR QUALIFICATIONS 
 
The City of Little Rock Housing Authority dba Metropolitan Housing Alliance will receive proposals from qualified 
attorney’s for the purpose of performing General Counsel Services for the Metropolitan Housing Alliances’ Board 
of Commissioners.  The Metropolitan Housing Alliance (hereinafter, “MHA”) is a public entity that was formed in 
1941 to provide federally subsidized housing and housing assistance to low- very low income persons and families 
within the City of Little Rock, Arkansas. MHA is led by an Executive Director and is governed by a five-person 
Board of Commissioners which are subject to the requirements of Title 24 of the Code of Federal Regulations 
(hereinafter, “CFR”) and the MHA’s procurement policy. 
 
The MHA Board of Commissioners is seeking proposals from qualified firms to conduct General Counsel Service 
MHA manages 248 public housing units, 651 Project Based Vouchers, a few commercial site locations and 27 
market-rate units which are scattered site locations.  MHA has an Annual Contributions Contract (ACC) 
authorization to administer 2,262 Section 8 Housing Choice Vouchers this includes the 179 Veterans Affairs 
Supportive Housing (VASH) vouchers and 140 Mainstream Vouchers. Combined MHA provides housing assistance 
through its various housing programs, serving an estimated 8,000 individuals.  
 
MHA is an Equal Opportunity Employer and does not discriminate on the basis of race, color, national origin, sex, 
religion, age or handicapped status in employment or the provision of services. MHA solicits and encourages the 
participation of the HUD Section 3 Businesses and Small, Woman Owned, Minority Business Enterprises in the 
procurement process. MHA reserves the right to accept or reject any and all qualification packages either in whole 
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or in part with or without cause, waive any conditions or exceptions provided in this RFQ or cancel the RFQ. MHA 
shall make the award to the Offeror(s) that is in the best interest of the MHA. 
 
GENERAL CONDITIONS 
 
1.   Submission Place.  Submit proposals to: 
 
METROPOLITAN HOUSING ALLIANCE 
ATTENTION: Anthony Snell, Executive Director 
100 South Arch Street 
Little Rock, AR  72201 
 
2.   Submission Method.  An original, five (5) copies and 1 digital copy of the written proposal including all 
required information must be executed and submitted in the proposal.  The package should be clearly marked and 
shall contain, in addition to the above address, the proposal title. 
 
3.   Submission Time.  Proposals must be received by 2:00 p.m., (C.S.T), July 14, 2020.  It is the Responder's 
responsibility to assure that his proposal is delivered at the proper time and place of the proposal opening. Proposals 
which for any reason are not so delivered will not be considered and will be returned unopened. Offers by telegram, 
telephone, or facsimile are not acceptable. 
 
4.   Selection Process.  The responses received will not be publicly open on the submission date. Once MHA has 
performed all necessary due diligence the Vendor will be appointed by the MHA's Board of Commissioners or its 
assigned. Respondents not selected for this list will be notified in writing. 
 
5.   Interpretations.  Any questions concerning conditions and specifications shall be directed in writing to the 
Metropolitan Housing Alliance, ATTENTION: Jada Johnson at jjohnson@mhapha.org  or at the address provided 
above, for receipt no later than 8:00 a.m. July 2, 2020, returning all responses by close of business on the next 
business day. Inquiries must reference the proposal title and opening date.  No interpretation shall be considered 
binding unless provided in writing in the form of an addendum by MHA.   
 
6.   Definition of Terms.  As used herein, "firm" "Responder," and "consultant" are generally interchangeable and 
may have the same meaning depending upon the context in which the term is used. 
 
7.   Withdrawal of Proposal.  Proposals may be withdrawn upon receipt of a written request prior to the date and 
hour fixed for opening.  If a Responder seeks to withdraw a proposal after the opening, the Responder must comply 
with Instructions to Bidders HUD FORM-5369.  Prior to approving or disallowing the request, an opinion will be 
obtained from the MHA's legal counsel indicating whether or not the Responder is bound by the proposal. 
 
8.   Execution of Proposal.  The original proposal must contain a manual signature of an authorized representative 
of the Responder.  The proposal must be typed.   All corrections made on the proposal sheet must be initialed by the 
authorized representative.  The company name must appear on the cover sheet.  The proposal must include all 
documents, materials and information required herein. 
 
9.   Prices and Terms.  Fee proposal shall be made for the period designated and include all costs for the service 
specified.  MHA reserves the right to negotiate all elements of the Responder's proposal, including fees. Some work 
may require a 24 hour/7 day a week on-call service without holiday observations. The responsive and responsible 
bidder should be available to provide services at any reasonable time.  
 
10.  Conflict of Interest. 

A. No employee, officer, Board member, or agent of the MHA shall participate directly or indirectly in the 
selection, award, or administration of any contract if a conflict of interest, either real or apparent, would be 
involved. This type of conflict would be when one of the persons listed below has a financial or any other 
type of interest in a firm competing for the award:  
 

mailto:jjohnson@mhapha.org
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a. An employee, officer, Board member, or agent involved in making the award;  
b. His/her relative (including father, mother, son, daughter, brother, sister, uncle, aunt, first cousin, 

nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-
in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-
brother, or half-sister); 

c. His/her partner; or 
d. An organization which employs or is in negotiation to employ, or has an arrangement concerning 

prospective employment of any of the above.  
 
Gratuities, Kickbacks, and Use of Confidential Information  
 
No officer, employee, Board member, or agent shall ask for or accept gratuities, favors, or items of more than $25 in 
value from any contractor, potential contractor, or party to any subcontract, and shall not knowingly use confidential 
information for actual or anticipated personal gain.  
 
Prohibition Against Contingent Fees  
 
Vendors performing business with the MHA must not hire a person to solicit or secure a contract for a commission, 
percentage, brokerage, or contingent fee, except for bona fide established commercial selling agencies. 
 
All Responders must disclose with their proposal the names of any persons listed in paragraphs a., b., c., and d. of 
this section and who owns and/or operates, directly or indirectly, an interest in the Responder’s company or any of 
its branches. 
 
11.  Cost of Proposal.  All costs incurred, directly or indirectly, in response to this request for proposals shall be the 
sole responsibility of and shall be borne by the Responders. 
 
12.  Proposal Opening.  The proposals will be received by staff of MHA and will not be opened publicly. 
 
13.  Proposal Tabulations.  A list of Responders submitting proposals will be furnished upon written request only 
with an enclosed, self-addressed stamped envelope and will not be provided by telephone or email. 
 
14.  Awards.  As the best interests of MHA may require, the right is reserved: to make award(s) by individual item, 
group of items, all or none, or a combination thereof; to reject any and all proposals; or to waiver any minor 
irregularities or technicalities in proposals received. 
 
15.  Form of Purchase.  The acceptance of the Responder's offer for the services specified herein will be made by 
executing a duly authorized contract Agreement prepared by MHA in form and content.  Responders are cautioned 
against making assumptions or accepting any representations by any employee, member, officer or representative of 
MHA concerning the award of the purchase until the contract agreement has been fully executed. 
 
16. Non-Conformance to Conditions/Specifications.  Services will be inspected for compliance with 
specifications as provided in any and all scopes provided.  Services not conforming to specifications may not be 
accepted at the vendor's expense.  Services not provided as per the scope of work may result in the Responder being 
found in default; in which event any and all re-procurement costs may be charged against the vendor.  Any violation 
of these stipulations may also result in the vendor's name being removed from MHA vendor mailing list. 
 
17.  Availability of Funds.  In the event funds necessary to finance the purchase of the services are not available, 
MHA may cancel the award and all binding agreements will become null and void upon no less than twenty-four 
(24) hours’ notice in writing to the Responder.  Said notice may also be delivered by certified mail, return receipt 
requested.  MHA shall be the final authority as to the determination of the availability of funds. 
 
18.  Government Restrictions.  In the event any governmental restrictions may be imposed which would 
necessitate alteration of the performance of services offered, it shall be the responsibility of the successful 
Responder to immediately notify MHA in writing and specifying the regulation which requires an alteration.  MHA 
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reserves the right to accept such alteration, including any reasonable price adjustments occasioned thereby, or to 
cancel the contract at no expense to MHA. 
 
19.  Assignment or Transfer.  The successful Responder shall not assign or transfer any interest in the purchase of 
services, in whole or part, without written approval of the Board of Commissioners or assigned for MHA, except:  1) 
that claims for sums of money due, or to become due from MHA pursuant to the contract may be assigned to a bank, 
trust company or other financial institution; or 2) the Responder represents an underwriter in which case the 
underwriter must be named in the proposal.  MHA is hereby expressly relieved and absolved of any and all liability 
in the event a purported assignment or subcontracting of the contract is attempted in the absence of the Responder 
obtaining prior written consent. 
 
20.  Patents and Royalties.  The successful Responder shall indemnify and hold harmless MHA, the board of 
commissioners and its employees from liability of any nature or kind, including cost and expenses (for or on) 
account of any copyrighted, patented, or not patented invention, process or article manufactured or used in the 
performance of the contract, including its use by MHA.  If the Responder uses any design, device or materials 
covered by letters, patent or copyright, it is mutually agreed and understood that the proposal prices shall include all 
royalties or cost arising from the use of such design, devise, or materials involved in the work. 
 
21.  Advertising.  In submitting a proposal, Responder agrees not to use the results therefrom as part of any 
commercial advertising. 
 
22.  Liability.  The successful Responder shall hold MHA, it officers, agents and employees harmless from liability 
of any kind in the performance of the contract resulting from these conditions and specifications. 
 
23.  Facilities.  MHA reserves the right to inspect the successful Responder's facilities at any time with proper 
notice. 
 
24.  Availability of Records.  MHA, and any duly authorized representatives, shall have access to, and the right to 
examine any and all pertinent books, records, documents, invoices, papers and the like, of the Responder, or in the 
possession of the Responder, which shall relate to performance of the services to be provided and made available for 
a time of no less than seven (7) years.  
 
25.  Permits and Licenses.  The successful Responder shall obtain all permits and licenses that are required for 
performing his work by all laws, ordinances, rules and regulations or order of any officer and/or body lawfully 
empowered to make or issue the same and having jurisdictions, and shall give all notices necessary in connection 
therewith and pay all fees relating thereto and all cost or expenses incurred on account. 
 
26.  Taxes.  The successful Responder shall assume, and is liable for, all state and federal payroll and/or social 
security taxes, and guarantees to hold MHA harmless in every respect against same. 
 
27.  Insurance. 
  a.   Worker's Compensation Insurance -- The successful Responder shall take out and maintain during the 
life of the contract, Worker's Compensation Insurance, in accordance with State or Territorial Workman's 
Compensation Laws, for all of his employees employed at the sites of the work called for in these specifications. 
 
     b.   General Liability and Property Damage Insurance -- The successful Responder shall take out and 
maintain during the life of the contract, such general liability insurance as shall protect him while performing work 
covered by the contract from claims for damages which may arise while performing work covered by the contract or 
by any other directly or indirectly employed by him and the amounts of such insurance shall be as follows: 
 

               (1)  General Liability Insurance in an amount not less than $1,000,000 for injuries, including 
death, to any one person and subject to the same limit for each person in an amount not less than 
$1,000,000 on account of one occurrence. 

 (2)  Motor Vehicle Liability Insurance on all vehicles owned, leased or otherwise used by the 
successful Responder in an amount of not less than $500,000 for injury, including death to any one person 
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in an amount not less than $500,000 on account of one occurrence and property damage insurance in an 
amount not less than $500,000 for each occurrence, said liability limited to occurrences on the job sites. 

 
             c.   In addition to the above requirements to obtain and maintain general liability insurance, and motor 
vehicle liability insurance in which MHA is an additional named insurer or as named insured, the successful 
Responder shall agree to hold MHA, its officers, agents and employees, which arise out of any action or omission of 
the Responder or any of his officers, employees or agents, which condition was not specified to be created or 
maintained by the contract.  The agreement to hold MHA, its officers, agents and employees, harmless shall not be 
limited to the limit of liability   insurance required under the provisions of these specifications or contract, of which 
the specifications are made a part. 
 
             d.   The insurance company must be licensed to do business in the State of Arkansas. 
 
             e.   Bonding – If required, the successful Responder shall provide a letter of an irrevocable letter of credit for 
no less than $20,000.00 price with a monitoring and disbursements agreement with the HA and if at any time the 
contract exceeds $20,000.00 the vendor will need to produce a Company Bond covering the Company and 
Employees of the Company during the life of the contract. The bonding amount for each employee shall be made 
known to MHA. The Company shall provide a copy of the bond to the MHA annually. Bonding will be enforced for 
construction contracts and maintenance service contracts only. All other contracts will have the bonding requirement 
waived.  
 
28.  Proof of Insurance.  The successful Responder shall furnish to MHA, a certified copy of the policy or policies 
covering the work as required in the specifications as evidence that the insurance required will be maintained in 
force for the entire duration of the work performed under the contract agreement. 
 
29.  Standards of Conduct.  The successful Responder shall be responsible for maintaining satisfactory standards 
of employees' competency, conduct, courtesy, appearance, honesty, and integrity, and shall be responsible for taking 
such disciplinary action with respect to any employee, as may be necessary. 
 
30.  Removal of Employees.  MHA may request the successful Responder to immediately remove from this 
assignment and/or dismiss any employee found unfit to perform duties due to one or more of the following reasons: 
 

(1)  Neglect of duty. 
(2)  Disorderly conduct,  

  (3) Theft, vandalism, immoral conduct or any other criminal action including and not limited to Illegal  
                    Activity. 
 (4)  Failure to perform services as agreed to per scope of work in contract. 
 
31.  Supervision/Identification. 
 
     (1)  The successful Responder shall provide adequate competent supervision at all times during the performance 
of the contract.  To that effect, the assigned representative of the Contractor and one or more alternates shall be 
designated in writing to MHA prior to contract start.  The Contractor or his designated representative must be 
readily available to meet with MHA personnel.  The successful Responder shall provide the telephone numbers 
where its representative(s) can be reached. 
 
    (2)   The successful Responder shall furnish employees and representatives of the firm with identification as to 
their employment by the firm. 
 
32.  Performance Evaluation Meetings.  The assigned representative of the Consultant shall be readily available to 
meet with representatives of MHA weekly during the first month of the Contract and as often as necessary 
thereafter.  A mutual effort will be made to resolve any problems identified at these meetings. 
 
33.  Disputes. 
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     a. Protest of Award.  Any person or Responder who disputes the decision to award a contract and who has been 
adversely affected by a decision or intended decision concerning a notice of intended or actual purchase award may 
file a written notice of protest with the contact person listed in the solicitation. All notices must be received within in 
(10) ten calendar days after the contract award. 
 
     b.   Filing the Protest.  All bid protests shall be in writing. All protests of competitive proposals shall be 
submitted to the Chair of the Board of Commissioners. 
 
     c. Content of Formal Written Notice.  The formal written notice must be printed, type written, or otherwise 
duplicated in legible form.  The content of the formal written notice of protest must contain: 
 
         (1)  The name and address of the person or Responder filing the protest and an explanation of how their 
substantial interests have been affected by MHA's notice of the intended or of actual purchase award; 
 
         (2)  A statement of how and when the person or Responder filing the protest received notice of the Request for 
Proposal or notice of intended or actual award. 
 
         (3)  A statement of all issues of disputed material fact.  If there is none, the protest must so indicate. 
 
         (4)  A concise statement of the ultimate facts alleged, as well as MHA's policies which entitle the person or 
Responder filing the protest to relief; 
 
         (5)  A demand for relief to which the person or Responder deems themselves entitled; and 
 
         (6)  Any other information which the person or Responder contends is material. 
 
     d.   Response to Protest.  Upon receipt of protest which has been timely filed, the solicitation process, or award 
process may be stopped until the protest is resolved.  MHA, if it is deemed necessary, may set forth in writing 
particular facts and circumstances which require continuance of the solicitation process on an emergency basis 
without the above mentioned delay in order to avoid immediate and serious danger to health, safety or welfare.  This 
written determination will specifically detail the facts underlying MHA decision and will constitute final action. 
 
     e.   Resolution.  MHA may request such other information pertaining to the matter as deemed appropriate.  
Within ten days of the date of receipt of the written protest, MHA will notify the person or Responder making the 
protest of its decision. 
 
 
ORGANIZATIONAL AND OPERATIONAL INFORMATION 
 
34.  Purpose.  The following information regarding MHA is provided to aid Responder's submitting proposals in 
understanding MHA's organizational structure. 
 
35.  Organization Structure.  MHA has 2352 Housing Choice Vouchers 248, public housing units and 27 NSP II 
units and 651 Project Based Voucher units.   
  
36.  Program Requirements/Scope of Services.  MHA is seeking Proposals from qualified General Counsel 
Attorneys and/or Professionals to provide legal services to the Board of Commissioners. See Attachment 1 for 
detailed Scope of Services. 
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SELECTION CRITERIA 
 
37.  Selection Criteria. 
 
The selection Criteria is based on the criteria as provided below. All proposals will be evaluated by MHA 
representatives. The evaluators may conduct interviews with “short-listed” firms to clarify information provided in 
the proposals. MHA desires to award the contract to the Respondent that demonstrates the ability to provide the 
highest quality of service and fair and reasonable pricing. To accomplish this goal, the MHA’s criteria for selection 
shall include, but is not limited to:  
 
 

PROPOSAL EVALUATION CRITERIA 
 

Max  
Points  

The Proposer’s Demonstrated Understanding of the MHA’S REQUIREMENTS. The appropriateness 
of the technical approach (including labor categories, estimated hours and skill mix) and the quality 
of work. The proposer’s technical capabilities (in terms of personnel, equipment and materials) and 
the Management Plan (including staffing of key positions, method of assigning work and procedures 
for maintaining level of service, etc.). 

30 

The proposer’s demonstrated experience in performing similar work and the proposer’s demonstrated 
successful past performance (including meeting costs, schedules and performance requirements) of 
contract work substantially similar to that required by this solicitation as verified by reference checks 
or other means. Firms must demonstrate experience in the following areas: 1) affordable and public 
housing representation services, 2) court appearances for housing claims not limited to evictions, 
property damages, and other related claims against public housing residents, 3) legislative experience 
with appurtenant housing laws and legislation, 4) government corporations providing public housing, 
5) public sector legal matters involving labor relations and other issues. 

40 

SECTION 3/ MWBE BUSINESS OPPURTUNITIES 
The Quality of the proposer’s Plan for providing Equal Employment Opportunities and opportunities 
for Section 3/Minority/Women Business Enterprises – Maximum points under this category shall be 
awarded to certified M/WBEs and Section 3 firms. 

30 

Total Maximum Points Allowed* 100 

 
* MHA has the right to evaluate, review and perform due diligence on all background information prior to making a 
final decision. 
 
38.  Selection of Finalist. 
 

a. All Responders meeting the submission requirements as outlined in Paragraph 49 will then be contacted to 
provide all documentation required. 
 

b. MHA has the right to select more than one firm to perform the services necessary to effectuate this contract. 
 
39.  Contract Award.  The contract for providing the Board of Commissioners with General Counsel Services will 
be approved by the Board of Commissioners, the Contracting Officer or assigned. 
 
40.  Time Schedule.  The MHA’s goal to contract is for the successful responder to have contract signing within 10 
days of bid opening. 
 
41.  Payment.  MHA shall make scheduled payments for the services provided.  Payments shall be due and payable 
as specified in the contract and subject to the receipt of an acceptable invoice by MHA at 100 South Arch Street, 
Little Rock, AR 72201, ATTN: Accounts Payable. 
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42.  Notice.  All written notices required to be given by either party under the terms of the contract(s) resulting from 
the proposal award shall be addressed to the professional (s) at their legal business residence as given in the 
Contract.  Written notices to MHA should be addressed as follows: 
 
        Via email to jjohnson@mhapha.org  or; 
 

Metropolitan Housing Alliance – RFQ for General Counsel Services – Board of 
Commissioners 

                     ATTN: Jada Johnson 
                         100 South Arch Street 
                      Little Rock, AR 72201 
 
43.  Cancellation.  Irrespective of any default hereunder, MHA may also at any time at its discretion cancel the 
contract in whole or in part, and in such event the vendor shall be entitled to receive equitable compensation for all 
work completed and accepted prior to such termination or cancellation as per clause in the contract. 
 
44.  Laws.  Contract shall be governed by the laws of the State of Arkansas. 
 
45.  Contract Document.  A written contract document will be prepared by MHA. 
 
46.  Travel.  All travel and miscellaneous expenses will be borne by the Vendor. 
 
47.  Supplemental Condition.  MHA reserves the right to delete any scheduled item and/or reduce/increase the 
quantity of any scheduled item as deemed necessary. 
 
48.    Hours of Operation and Holidays.  MHA has on-call staff available 24 hours a day. The normal business 
working hours is Monday through Friday from 8:00 a.m. to 5:30 p.m. (C.S.T.) For additional closings, MHA 
follows the Federal Holiday calendar.                             
 
SUBMISSION REQUIREMENTS 
 
49.  Initial Submission. Initial proposal package must contain, at minimum, the following information and 
materials, an ORIGINAL and 1 DIGITAL COPY of the proposal will be required: 
 

(1) Letter of Transmittal 
(2) Table of Contents 
(3) Experience in Scope of Services Required 
(4) Experience in General Counsel Service 
(5) Organization Structure and Staffing 
(6) Qualifications of Personnel 
(7) Information Regarding Responder's Licensing, Insurance, and Operations Requirements for Meeting 

Federal, State, and Local Laws Governing as governed by Specific Profession 
(8) Demonstrated Interpretation of Scope of Services 
(9) Fee Proposal (Sealed Envelope Only) 
(10)  Non-Collusive Affidavit 
(11)  Information Concerning the Responder's Affirmative Action; Plans, Policies, and    

 Resident Employment Opportunities 
(12)  References, former and current client list 
(13)  HUD Required Documents 
(14)  Experience in Scope of Work Questionnaire 

 
50.  Organization.  The information included in your proposal package should be formatted in the order listed 
above. 
 

mailto:jjohnson@mhapha.org
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51.  Experience in Scope of Services Requirements. (Attachment 2) Provide as a minimum the following 
information: 
 
     (1)  Information on the Responder's background. 
 

(2)  What is the Responder's largest account held?  When and how did you get the contract? Are you currently in 
the contract? How many employees were hired for the contract? Who is the contact for this contract? 

 
     (3)  Does the Responders expect to use subcontractors? 
 
     (4)  Responders to provide type of ownership for company and subcontractors. 
 
      (5) Responder to supply staff information for formerly employed by MHA and the reason for leaving. 

 
(6) Has any individual or subcontractor to be assigned to this engagement or associated with your firm or team 
ever been charged, indicted or convicted of a felony or misdemeanor greater than a Class “C” in the last five 
years? If YES, please indicate the name, the nature of the charge, indictment or conviction, and the ultimate 
disposition of such charges, indictment or conviction for each individual. 

 
(7) Has any member of your firm or team or any individual to be assigned to this engagement or associated with 
your firm or team, or any individual to be assigned to this engagement or associated with your firm or team, ever 
been subject of any audit, investigation, or report to determine whether such individual, firm or team engaged in 
misfeasance, malfeasance, or nonfeasance or failure to perform under any contract? If YES, please describe in 
detail. 

 
(8) Has any member of the service team or any individual to be assigned to this engagement or associated with 
the team, ever been included on the “List of Parties Excluded from Federal procurement and Non-Procurement 
Programs”? If YES, please describe in details the period of disbarment and reason for the action? 

 
(9) Have any members of the service team or subcontractor to be assigned this engagement ever been employed 
by the Metropolitan Housing Alliance? If YES, please describe and note the reason for departure. 

 
(10) Company ownership. If incorporate, the state in which the company is incorporated and the date of 
incorporation. (NOTE: An out-of-state vendor must become duly qualified to do business in the State of 
Arkansas before a contract can be executed.) 

 
(11) Disclosure of any alleged significant prior or ongoing contract failures, contract breaches, any civil or 
criminal litigation or investigation pending which involves the vendor or in which the vendor has been judged 
guilty or liable. 

 
(12) Location(s) of the company offices and location of the office servicing any Central Arkansas account(s)or 
Little Rock Housing Authority D/B/A/ Metropolitan Housing Alliance Account. 

 
 
52.  Experience Relative to the Populations Served in this Request for Qualifications.  Provide as a minimum, 
names of firms/organizations the Responder has provided MHA General Counsel to wherein the population 
consisted of elderly persons, physically handicapped persons, and/or mentally handicapped persons.  Include the 
names of the firms/organizations served wherein these populations existed, contact person(s)' name and title, and 
telephone number.  How long did Responder contract with the firms/organizations? 
 
53.  Organization Structure and Staffing.  Please provide an organizational chart of the members of your staff that 
will be dedicated to this service. 
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54.  Qualifications and Experience of Assigned Personnel.  List all key members of your Responder and who will 
be committed to this service.  Indicate the function of each member, job title, work experience, specialized 
skills/training/credentials that are relevant to the required services, professional registrations. 
 
55.  Licensing, Insurance, Operational Requirements.  Provide documentation that the Responder is in 
compliance with applicable Federal, State, and Local Laws governing licensing, insurance, and operational 
requirements for Architect & Engineering.  Provide documentation of insurance applicable to coverage required by 
Request for Qualifications. 
 
56.  Demonstrated Interpretation of Scope of Services.  Describe how your Responder interprets the scope of 
services. 
 
57.  Fee Proposal.  The Responder should include in Attachment 5 cost per hour by profession. Also, include any 
cost for anticipated increases per the extension year. This form is generated by your firm.  
 
58.  Notarized Full Disclosure.  MHA requires that a notarized Full Disclosure Statement be provided by each 
officer, owner, or principal of your organization as requested.  In preparing these documents, please be governed by 
the following guidelines: 
 
     (A)  Sole Proprietorship.  A Sole Proprietorship is a business owned by one individual.  Therefore, a signed 
notarized Full Disclosure Statement must be provided by the owner of the business organization.  The Responder 
should state in the body of the Full Disclosure Statement that the business organization is a sole partnership. 
 
     (B)  Partnerships.  A partnership exists when two or more persons associate to conduct a business enterprise.  
Therefore, a signed and notarized Full Disclosure Statement must be provided for each partner of the business 
organization.  The Responder should state in the body of the Full Disclosure Statement that the organization is a 
partnership and should also identify, by name, each partner of the organization.  This criterion applies to all types of 
partnerships. 
 
     (C) Corporations.  A corporation is a legal entity created by individual state law.  An organization is generally 
required to submit a specific list of officers required by law at the time of their application for incorporation.  The 
Responder should state in the body of the Full Disclosure Statement that the organization is a corporation and should 
identify, by name, each officer holding these titles.  The Responder should also indicate the state in which it was 
incorporated and, by the same token, be governed by titular requirements of that state. 
 
     (D)  If your organization is a business trust, joint stock Company, cooperative or an international organization, 
please contact MHA for further instructions and guidance regarding this requirement. 
 
59.  Equal Employment Opportunity Statement.  Responder must comply with Federal Regulations governing 
Equal Employment Opportunity. 
 
60.  Resident Opportunity.  The MHA encourages all its Vendor/Professional to consider Section 3 Businesses and 
residents for employment, whenever possible. 
 
     (a)  It is the policy of MHA to provide to the greatest extent feasible, that opportunities for minority and women 
participation in Contracting and subcontracting and that training and employment be given by Professional to 
residents of public housing owned by the Housing Authority. 
 
     (b)  MHA does not currently have a specified percentage concerning minority and women participation in its 
Contracting and subcontracting.  The Board of Commissioners anticipates formalizing a goal and, accordingly your 
response should recognize and anticipate formalizing a goal of 30% minority/women participation in its Contracting 
and subcontracting.  This percentage would also include Section 3 (Housing and Urban Development Act of 1968) 
compliance concerning tenant Contracting and subcontracting and/or employment at approximately 10%. MHA 
Section 3 policies rules will apply.  
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61.  Affirmative Action Program.  Copies of the Responder's affirmative action plans, policies, procedures, etc. 
shall be provided upon request. 
 
62.  References.  Provide a list of companies or organizations for whom you currently provide comparable services.  
For each entry include: 
 
     (1)  The term (beginning and ending dates) of your contract agreement; 
 
     (2)  A description of the scope of services; and 
 
     (3)  The name, address, and telephone number of the individual that administered your contract. 
 
63.  Non-Collusive Affidavit.  The attached form must be signed and notarized. 
 
The Responder hereby authorizes and requests any person, firm, corporation and/or entity to furnish any information 
requested by MHA in verification of the references provided and for determining the quality of the service. 
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ATTACHMENT 1  
 
MINIMUM QUALIFICATIONS OF PROPOSERS 
 
The selected attorney or firm must have, at a minimum, qualifications and experience necessary to perform the 
scope of work as described as follows: 
 

a) Firm members representing the MHA must be admitted to practice in the State of Arkansas and in 
good standing throughout the term of the contract; 

 
b) Familiarity with affordable housing legal issues including the governing Arkansas State Statutes 

and Federal Public Housing Code and related HUD regulations; 
 
c) Experience in the following areas: 1) affordable and public housing representation services; 2) 

court appearances for housing claims not limited to evictions, property damages, and other related 
claims against public housing residents; 3) housing laws and legislation; 4) nonprofit corporations 
providing public housing; 5) public sector legal matters involving labor relations and other issues, 
6) real estate development experience;  

 
d)  Other litigation experience; 
 
e)  Proof of professional liability insurance; 
 
f) Confirmation that the firm consistently runs conflicts checks and that the firm is free from 

potential conflicting interests from business foreseeably conducted by the Firm; 
 
g)  The selected Proposer must comply with the Federal Drug-Free Work Place Act; 
 
h) The selected Proposer and all its subcontractors shall comply with Executive Order 11246, as 

amended by Executive Order 11375, and as supplemented in the Department of Labor Regulations 
(41 CFR Part 60); 

 
The selected Proposer and all its subcontractors shall comply with the Copeland "Anti-Kickback Act" (18 U.S.C. 
276c) as supplemented in U. S. Department of Labor Regulations (29 CFR, Part 3). This Act provides that each 
contract subcontractor shall be prohibited for inducing, by any means, any person employed in the construction, 
completion, or repair of public works, to give up any part of the compensation to which he is otherwise entitled. The 
selected Proposer and all its subcontractors shall report all suspected or reported violations to the MHA 
 
Scope of Services 
 
The Metropolitan Housing Alliance (MHA) intends to award a contract to a qualified lawyer or firm to provide legal 
services and representation of the MHA Board of Commissioners.  
 
MHA encourages submission from legal firms that are certified as Minority and Women Business Enterprises and 
Section 3 certified firms. The attorney or firm selected should at a minimum be able to provide the following 
services: 
 

1. Serve as general counsel and represent the MHA Board of Commissioners; 
 

2. Provide general legal advice to the Board of Commissioners relative to agency matters; 



 
Metropolitan Housing Alliance ● Procurement Department ● 100 South Arch St. ● Little Rock, AR 72201 

   
 

 
3. File routine lawsuits on behalf of the MHA Board of Commissioners and serve as counsel on any 

matters pertaining to the case;    
 

4. Represent the Board of Commissioners in court on routine lawsuits filed against it by Contractors, 
Residents, Landlords and others. 

 
5. Provide written legal opinions on varying circumstances with respect to procurement Regulations of 

the Local Government Statute, Code of Federal Regulations, HUD Procurement Standards, MHA 
Procurement Policy, and other regulations and laws as necessary; 

 
6. Provide written legal opinions and attend meetings as necessary for the resolution of disputes   between 

the Housing Authority, contractors, landlords, residents, and/or vendors. 
 

7. Provide all necessary legal services as may be required for the acquisition of or disposition of property 
to certify conformance to Local, State and Federal regulations; 

 
8. Serve as legal advisor to the Board of Commissioners regarding the Board’s powers, duties and 

responsibilities, legal methods, and procedures; 
 

9. Attend public meetings (regular and special) of the Board of Commissioners; 
 

10. Review, as requested, Board of Commissioners resolutions and motions as well as meeting minutes; 
 

11. Review of MHA documents to ensure compliance with the Arkansas State Open Meeting Law, 
governance requirements contained in the relevant Code of Federal Regulations (CFR), MHA policies 
and procedures and By-laws and actions that will put the MHA at risk for liability exposure; 

 
12. Opine on the legality of the substantive matters of resolutions and motions of the Board of 

Commissioners; 
 

13. If requested, advise and assist the MHA in the preparation and/or analysis of contracts, leases, and 
other instruments or certificates as may be required from time to time and at any time; 

 
14. Handle all legal questions arising from or pertaining to all such instruments and certificates including 

but not limited to the rendering of legal opinions (oral or written) on all matters submitted by the MHA 
and/or the Board of Commissioners; 

 
15. Provide legal advice for claims and lawsuits in representing the interest of the Board of 

Commissioners. 
 

16. Accessible for “non-routine” litigation at the discretion of the MHA; (Litigation should be considered 
non-routine if it requires substantial litigation services beyond those provided in the above. These 
services will only be authorized in accordance with the MHA’s procurement policy and a separate 
contract shall be executed for such services.); 

 
17. Provide general counsel legal services in the areas of labor and employment law including personnel 

rules, collective bargaining agreements, discrimination and wrongful termination claims, worker's 
compensation and compliance with OSHA requirements; 

 
18. Handle legal questions and matters arising under contracts of the MHA and rendering of legal opinions 

on matters submitted by the MHA in representing the interest of the Board of Commissioners; 
 

19. Provide legal advice on regulations pertaining to Federal, State and local government, including 
housing, real estate, procurement and contractual issues; 
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20. Furnish legal advice on civil rights and fair housing requirements, including claims involving 

violations of the Civil Rights Act of 1964, the Rehabilitation Act of 1973 and the Americans with 
Disabilities Act (ADA); 

 
21. Assist in preparing correspondence or other documents to contractors, vendors, agents, etc. as may be 

necessary to protect the Authority’s interest for both the present and future; 
 

22. Assist in the interpretation of regulations by Local, State and Federal agencies; 
 

23. Provide training on the MHA Dwelling Lease, Section 8 Certification and Leasing process, and the 
eviction procedures to MHA staff, residents and other parties; 

 
24. Provide legal representation and act as liaison with HUD’s Legal Department, HUD's Office of Public 

Housing Investment which administers HUD's mixed-finance regulations. 
 
The MHA Board of Commissioners shall retain the right to have the successful proposer provide services in any 
matter that the MHA in representing the interest of the Board of Commissioners believes the legal firm is qualified 
to provide. 
 
The successful proposer will only be providing work pertaining to legal issues commonly addressed by a legal 
counsel and the successful proposer will not be requested to provide any non-legal program work such as those 
commonly provided by professional services consulting firms. 
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ATTACHMENT 2 
 
 

Experience in Scope of Work Questionnaire 
 

1. Information on the Responder's background. 
 
2. What is the Responder's largest account held?  When and how did you get the contract? Are you currently in the 

contract? How many employees were hired for the contract? Who is the contact for this contract? 
 
3. Does the Responders expect to use subcontractors? 
 
4. Responders to provide type of ownership for company and subcontractors. 
 
5. Responder to supply staff information for formerly employed by MHA and the reason for leaving. 
 
6. Has any individual or subcontractor to be assigned to this engagement or associated with your firm or team ever 

been charged, indicted or convicted of a felony or misdemeanor greater than a Class “C” in the last five years? 
If YES, please indicate the name, the nature of the charge, indictment or conviction, and the ultimate disposition 
of such charges, indictment or conviction for each individual. 

 
7. Has any member of your firm or team or any individual to be assigned to this engagement or associated with 

your firm or team, or any individual to be assigned to this engagement or associated with your firm or team, 
ever been subject of any audit, investigation, or report to determine whether such individual, firm or team 
engaged in misfeasance, malfeasance, or nonfeasance or failure to perform under any contract? If YES please 
describe in detail. 

 
8. Has any member of the service team or any individual to be assigned to this engagement or associated with the 

team, ever been included on the “List of Parties Excluded from Federal procurement and Non-Procurement 
Programs”? If YES, please describe in details the period of disbarment and reason for the action? 

 
9. Have any members of the service team or subcontractor to be assigned this engagement ever been employed by 

the Metropolitan Housing Alliance? If YES, please describe and note the reason for departure. 
 
10. Company ownership. If incorporate, the state in which the company is incorporated and the date of 

incorporation. (NOTE: An out-of-state vendor must become duly qualified to do business in the State of 
Arkansas before a contract can be executed.) 

 
11. Disclosure of any alleged significant prior or ongoing contract failures, contract breaches, any civil or criminal 

litigation or investigation pending which involves the vendor or in which the vendor has been judged guilty or 
liable. 

 
12. Location(s) of the company offices and location of the office servicing any Central Arkansas account(s)or Little 

Rock Housing Authority D/B/A/ Metropolitan Housing Alliance Account. 
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ATTACHMENT 3 
 
 

 
HUD ATTACHMENTS  

 
 
 

• INSTRUCTIONS TO OFFERORS NON-CONSTRUCTION HUD-5369-B 
 

• HUD-5369, CERTIFICATIONS AND REPRESENTATIONS OF OFFERORS NON-    
CONSTRUCTION. 
 

• GENERAL CONTRACT CONDITIONS NON-CONSTRUCTION 
 

• HUD-50070, CERTIFICATION FOR A DRUG FREE WORK PLACE  
 

• NON-COLLUSIVE AFFIDAVIT 
 

• NOTARIZED FULL DISCLOSURE 
 

• SECTION 3 POLICY 
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1. Certificate of Independent Price Determination
(a) The bidder certifies that--

(1) The prices in this bid have been arrived at independently,
without, for the purpose of restricting competition, any consultation,
communication, or agreement with any other bidder or competitor
relating to (i) those prices, (ii) the intention to submit a bid, or (iii) the
methods or factors used to calculate the prices offered;

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

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

(b) Each signature on the bid is considered to be a certification by
the signatory that the signatory--

(1) Is the person in the bidder's organization responsible 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 subparagraphs (a)(l) 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)(l) through (a)(3) above.

_______________________________________________ [insert
full name of person(s) in the bidder's organization responsible for
determining the prices offered in this bid or proposal, and the title of
his or her position in the bidder's organization];

(ii) As an authorized agent, does certify that the principals
named in subdivision (b)(2)(i) above have not participated, and will
not participate, in any action contrary to subparagraphs (a)(1)
through (a)(3) above; and

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

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

[  ] [Contracting Officer check if following paragraph is applicable]

(d) Non-collusive affidavit. (applicable to contracts for construction
and equipment exceeding $50,000)

(1) Each bidder shall execute, in the form provided by the PHA/
IHA, an affidavit to the effect that he/she has not colluded with any
other person, firm or corporation in regard to any bid submitted in
response to this solicitation.  If the successful bidder did not submit
the affidavit with his/her bid, he/she must submit it within three (3)
working days of bid opening.  Failure to submit the affidavit by that
date may render the bid nonresponsive.  No contract award will be
made without a properly executed affidavit.

(2) A fully executed "Non-collusive Affidavit"   [  ] is,  [  ] is not
included with the bid.

2. Contingent Fee Representation and Agreement
(a) Definitions.  As used in this provision:

"Bona fide employee" means a person, employed by a bidder
and subject to the bidder's supervision and control as to time, place,
and manner of performance, who neither exerts, nor proposes to
exert improper influence to solicit or obtain contracts nor holds out
as being able to obtain any contract(s) through improper influence.

"Improper influence" means any influence that induces or tends
to induce a PHA/IHA employee or officer to give consideration or to
act regarding a PHA/IHA contract on any basis other than the merits
of the matter.

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

(1) [  ] has,  [  ] has not  employed or retained any person or
company to solicit or obtain this contract; and

(2) [  ] 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.

(c) If the answer to either (a)(1) or (a)(2) above is affirmative, the
bidder shall make an immediate and full written disclosure to the
PHA/IHA Contracting Officer.

(d) Any misrepresentation by the bidder shall give the PHA/IHA the
right to (1) terminate the contract; (2) at its discretion, deduct from
contract payments the amount of any commission, percentage,
brokerage, or other contingent fee; or (3) take other remedy
pursuant to the contract.

3. Certification and Disclosure Regarding Payments to
Influence Certain Federal Transactions  (applicable to
contracts exceeding $100,000)

(a) The definitions and prohibitions contained in Section 1352 of
title 31, United States Code, are hereby incorporated by reference
in paragraph (b) of this certification.
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6. Minimum Bid Acceptance Period
(a) "Acceptance period," as used in this provision, means the
number of calendar days available to the PHA/IHA for awarding a
contract from the date specified in this solicitation for receipt of bids.

(b) This provision supersedes any language pertaining to the
acceptance period that may appear elsewhere in this solicitation.

(c) The PHA/IHA requires a minimum acceptance period of
[Contracting Officer insert time period] calendar days.

(d) In the space provided immediately below, bidders may specify
a longer acceptance period than the PHA's/IHA's minimum require-
ment.  The bidder allows the following acceptance period:
calendar days.

(e) A bid allowing less than the PHA's/IHA's minimum acceptance
period will be rejected.

(f) The bidder agrees to execute all that it has undertaken to do, in
compliance with its bid, if that bid is accepted in writing within (1) the
acceptance period stated in paragraph (c) above or (2) any longer
acceptance period stated in paragraph (d) above.

7. Small, Minority, Women-Owned Business Concern
Representation

The bidder represents and certifies as part of its bid/ offer that it --

(a) [  ] is,  [  ] is not  a small business concern.  "Small business
concern," as used in this provision, means a concern, including 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.

(b) [    ] is,  [    ] is not  a women-owned business enterprise.  "Women-
owned business enterprise," as used in this provision, means a
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) [    ] is,  [    ] is not  a minority business enterprise. "Minority
business enterprise," as used in this provision, means a business
which is at least 51 percent owned or controlled 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 opera-
tions 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

[  ]  Hispanic Americans [  ]  Asian Indian Americans

[  ]  Native Americans [  ]  Hasidic Jewish Americans

8. Indian-Owned Economic Enterprise and Indian
Organization  Representation (applicable only if this
solicitation is for a contract to be performed on a project for an
Indian Housing Authority)

The bidder represents and certifies that it:

(a) [    ] is,  [    ] is not  an Indian-owned economic enterprise.
"Economic enterprise," as used in this provision, means any com-
mercial, industrial, or business activity established or organized for
the purpose of profit, which is at least 51 percent Indian owned.
"Indian," as used in this provision, means any person who is a
member of any tribe, band, group, pueblo, or community which is
recognized by the Federal Government as eligible for services from
the Bureau of Indian Affairs and any "Native" as defined in the Alaska
Native Claims Settlement Act.

(b) [   ] is,  [   ] is not  an Indian organization. "Indian organization,"
as used in this provision, means the governing body of any Indian
tribe or entity established or recognized by such governing body.
Indian "tribe" means any Indian tribe, band, group, pueblo, or

(b) The bidder, by signing its bid, hereby certifies to the best of his
or her knowledge and belief as of December 23, 1989 that:

(1) No Federal appropriated funds have been paid or will be
paid to 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
on his or her behalf in connection with the awarding of a contract
resulting from this solicitation;

(2) If any funds other than Federal appropriated funds (includ-
ing profit or fee received under a covered Federal transaction) have
been paid, or will be paid, to 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 on his or her behalf in connection with this
solicitation, the bidder shall complete and submit, with its bid, OMB
standard form LLL, "Disclosure of Lobbying Activities;" and

(3) He or she will include the language of this certification in all
subcontracts at any tier and require that all recipients of subcontract
awards in excess of $100,000 shall certify and disclose accordingly.

(c) Submission of this certification and disclosure is a prerequisite
for making or entering into this contract imposed by section 1352,
title 31, United States Code. Any person who makes an expenditure
prohibited under this provision or who fails to file or amend the
disclosure form to be filed or amended by this provision, shall be
subject to a civil penalty of not less than $10,000, and not more than
$100,000, for each such failure.

(d) Indian tribes (except those chartered by States) and Indian
organizations as defined in section 4 of the Indian Self-Determina-
tion and Education Assistance Act (25 U.S.C. 450B) are exempt
from the requirements of this provision.

4. Organizational Conflicts of Interest Certification
The bidder certifies that to the best of its knowledge and belief and
except as otherwise disclosed, he or she does not have any
organizational conflict of interest which is defined as a situation in
which the nature of work to be performed under this proposed
contract and the bidder's organizational, financial, contractual, or
other interests may, without some restriction on future activities:

(a) Result in an unfair competitive advantage to the bidder; or,

(b) Impair the bidder's objectivity in performing the contract work.

[  ] In the absence of any actual or apparent conflict, I hereby  certify
that to the best of my knowledge and belief, no actual or apparent
conflict of interest exists with regard to my possible performance of
this procurement.

5. Bidder's Certification of Eligibility
(a) By the submission of this bid, the bidder certifies that to the best
of its knowledge and belief, neither it, nor any person or firm which
has an interest in the bidder's firm, nor any of the bidder's subcon-
tractors,  is ineligible to:

(1) Be awarded contracts by any agency of the United States
Government, HUD, or the State in which this contract is to be
performed; or,

(2) Participate in HUD programs pursuant to 24 CFR Part 24.

(b) The certification in paragraph (a) above is a material represen-
tation of fact upon which reliance was placed when making award.
If it is later determined that the bidder knowingly rendered an
erroneous certification, the contract may be terminated for default,
and the bidder may be debarred or suspended from participation in
HUD programs and other Federal contract programs.
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community including Native villages and Native groups (including
corporations organized by Kenai, Juneau, Sitka, and Kodiak) as
defined in the Alaska Native Claims Settlement Act, which is
recognized by the Federal Government as eligible for services from
the Bureau of Indian Affairs.

9. Certification of Eligibility Under the Davis-Bacon
Act (applicable to construction contracts exceeding $2,000)

(a) By the submission of this bid, the bidder certifies that neither it
nor any person or firm who has an interest in the bidder's firm is a
person or firm ineligible to be awarded contracts by the United States
Government by virtue of section 3(a) of the Davis-Bacon Act or 29
CFR 5.12(a)(1).

(b) No part of the contract resulting from this solicitation shall be
subcontracted to any person or firm ineligible to be awarded
contracts by the United States Government by virtue of section 3(a)
of the Davis-Bacon Act or 29 CFR 5.12(a)(1).

(c) The penalty for making false statements is prescribed in the U.
S. Criminal Code, 18 U.S.C. 1001.

10. Certification of Nonsegregated Facilities  (applicable
to contracts exceeding $10,000)

(a) The bidder's attention is called to the clause entitled Equal
Employment Opportunity   of the General Conditions of the Con-
tract for Construction.

(b) "Segregated facilities," as used in this provision, means any
waiting rooms, work areas, rest rooms and wash rooms, restaurants
and other eating areas, time clocks, locker rooms and other storage
or dressing areas, parking lots, drinking fountains, recreation or
entertainment areas, transportation, and housing facilities provided
for employees, that are segregated by explicit directive or are in fact
segregated on the basis of race, color, religion, or national origin
because of habit, local custom, or otherwise.

(c) By the submission of this bid, the bidder certifies that it does not
and will not maintain or provide for its employees any segregated
facilities at any of its establishments, and that it does not and will not
permit its employees to perform their services at any location under
its control where segregated facilities are maintained.  The bidder
agrees that a breach of this certification is a violation of the Equal
Employment Opportunity clause in the contract.

(d) The bidder further agrees that (except where it has obtained
identical certifications from proposed subcontractors for specific
time periods) prior to entering into subcontracts which exceed
$10,000 and are not exempt from the requirements of the Equal
Employment Opportunity clause, it will:

(1) Obtain identical certifications from the proposed subcon-
tractors;

(2) Retain the certifications in its files; and

(3) Forward the following notice to the proposed subcontrac-
tors (except if the proposed subcontractors have submitted identical
certifications for specific time periods):

Notice to Prospective Subcontractors of Requirement for
Certifications of Nonsegregated Facilities
A Certification of Nonsegregated Facilities must be submitted before
the award of a subcontract exceeding $10,000 which is not exempt
from the provisions of the Equal Employment Opportunity clause of
the prime contract.  The certification may be submitted either for
each subcontract or for all subcontracts during a period (i.e.,
quarterly, semiannually, or annually).

Note:  The penalty for making false statements in bids is prescribed
in 18 U.S.C. 1001.

11. Clean Air and Water Certification  (applicable to con-
tracts exceeding $100,000)

The bidder certifies that:

(a) Any facility to be used in the performance of this contract  [    ]
is,   [   ] is not  listed on the Environmental Protection Agency List of
Violating Facilities:

(b) The bidder will immediately notify the PHA/IHA Contracting
Officer, before award, of the receipt of any communication from the
Administrator, or a designee, of the Environmental Protection
Agency, indicating that any facility that the bidder proposes to use
for the performance of the contract is under consideration to be
listed on the EPA List of Violating Facilities; and,

(c) The bidder will include a certification substantially the same as
this certification, including this paragraph (c), in every nonexempt
subcontract.

12. Previous Participation Certificate  (applicable to
construction and equipment contracts exceeding $50,000)

(a) The bidder shall complete and submit with his/her bid the Form
HUD-2530, "Previous Participation Certificate."  If the successful
bidder does not submit the certificate with his/her bid, he/she must
submit it within three (3) working days of bid opening.  Failure to
submit the certificate by that date may render the bid nonresponsive.
No contract award will be made without a properly executed certifi-
cate.

(b) A fully executed "Previous Participation Certificate"

[   ] is,  [   ] is not  included with the bid.

13. Bidder's Signature
The bidder hereby certifies that the information contained in these
certifications and representations is accurate, complete, and
current.

__________________________________________________________________
(Signature and Date)

__________________________________________________________________
(Typed or Printed Name)

__________________________________________________________________
(Title)

__________________________________________________________________
(Company Name)

(Company Address)
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General Conditions for Non-Construction U.S. Department of Housing and Urban 

Contracts
Development 
Office of Public and Indian Housing 

Section II – (With Maintenance Work) Office of Labor Relations 
OMB Approval No. 2577-0157 (exp. 3/31/2020) 

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-5370C has 2 Sections. These 
Sections must be inserted into non-construction contracts as 
described below: 

in the classification under this Contract from the first 
day on which work is performed in the classification.

2. Withholding of funds

1) Non-construction contracts (without maintenance) greater The Contracting Officer, upon his/her own action or upon
request of HUD, shall withhold or cause to be withheld from the
Contractor under this Contract or any other contract subject to
HUD-determined wage rates, with the same prime Contractor,

than $100,000 - use Section I;
2) Maintenance contracts (including nonroutine maintenance

as defined at 24 CFR 905.200) 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 I and II.

so much of the accrued payments or advances as may be
considered necessary to pay laborers and mechanics employed
by the Contractor or any subcontractor the full amount of wages
required by this clause. In the event of failure to pay any laborer
or mechanic employed under this Contract all or part of the
wages required under this Contract, the Contracting Officer or
HUD may, after written notice to the Contractor, take such action 
as may be necessary to cause the suspension of any further
payment or advance until such violations have ceased. The
Public Housing Agency or HUD may, after written notice to the
Contractor, disburse such amounts withheld for and on account
of the Contractor or subcontractor to the respective employees
to whom they are due.

Section II – Labor Standard Provisions for all Maintenance 
Contracts greater than $2,000 

1. Minimum Wages
(a) All maintenance laborers and mechanics employed under

this Contract in the operation of the project(s) shall be paid
unconditionally and not less often than semi-monthly, and
without subsequent deduction (except as otherwise
provided by law or regulations), the full amount of wages
due at time of payment computed at rates not less than
those contained in the wage determination of the Secretary
of Housing and Urban Development which is attached
hereto and made a part hereof. Such laborers and
mechanics shall be paid the appropriate wage rate on the
wage determination for the classification of work actually
performed, without regard to skill. Laborers or mechanics
performing work in more than one classification may be
compensated at the rate specified for each classification for
the time actually worked therein; provided, that the
employer’s payroll records accurately set forth the time
spent in each classification in which work is performed. The
wage determination, including any additional classifications
and wage rates approved by HUD under subparagraph
1(b), shall be posted at all times by the Contractor and its
subcontractors at the site of the work in a prominent and
accessible place where it can be easily

3. Records

(a) The Contractor and each subcontractor shall make and
maintain for three (3) years from the completion of the work
records containing the following for each laborer and 
mechanic: 
(i) Name, address and Social Security Number;
(ii) Correct work classification or classifications;
(iii) Hourly rate or rates of monetary wages paid;
(iv) Rate or rates of any fringe benefits provided;
(v) Number of daily and weekly hours worked;
(vi) Gross wages earned;
(vii) Any deductions made; and
(viii) Actual wages paid.

seen by the workers.

(b) The Contractor and each subcontractor shall make the
records required under paragraph 3(a) available for
inspection, copying, or transcription by authorized 
representatives of HUD or the HA and shall permit such 
representatives to interview employees during working 
hours on the job. If the Contractor or any subcontractor 
fails to make the required records available, HUD or its 
designee may, after written notice to the Contractor, take 
such action as may be necessary to cause the suspension 
of any further payment, advance or guarantee of funds. 

(b) (i) Any class of laborers or mechanics which is not listed in
the wage determination and which is to be employed under
the Contract shall be classified in conformance with the
wage determination. HUD shall approve an additional
classification and wage rate only when the following criteria
have been met:

(1) The work to be performed by the classification
required is not performed by a classification in the

4. Apprentices and Traineeswage determination;
(2) The classification is utilized in the area by the

industry; and (a) Apprentices and trainees will be permitted to work at less
than the predetermined rate for the work they perform
when they are employed pursuant to and individually 
registered in: 
(i) 

(3) The proposed wage rate bears a reasonable
relationship to the wage rates contained in the
wage determination. A bona fide apprenticeship program registered 

with the U.S. Department of Labor, Employment 
and Training Administration (ETA), Office of 

(ii) The wage rate determined pursuant to this
paragraph shall be paid to all workers performing work
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Apprenticeship Training, Employer and Labor 
Services (OATELS), or with a state apprenticeship 
agency recognized by OATELS, or if a person is 
employed in his/her first 90 days of probationary 
employment as an apprentice in such an 
apprenticeship program, who is not individually 
registered in the program, but who has been 
certified by OATELS or a state apprenticeship 
agency (where appropriate) to be eligible for 
probationary employment as an apprentice; A 
trainee program which has received prior approval, 
evidenced by formal certification by the 

(ii) 

forth those findings that are in dispute and the 
reasons, including any affirmative defenses, with 
respect to the violations. The request shall be 
directed to the appropriate HA or HUD official in 
accordance with instructions contained in the 
notice of findings or, if the notice does not specify 
to whom a request should be made, to the 
Regional Labor Relations Officer (HUD). The HA 
or HUD official shall, within 60 days (unless 
otherwise indicated in the notice of findings) after 
receipt of a timely request for reconsideration, 
issue a written decision on the findings of violation. 
The written decision on reconsideration shall 
contain instructions that any appeal of the decision 
shall be addressed to the Regional Labor 
Relations Officer by letter postmarked within 30 
calendar days after the date of the decision. In the 
event that the Regional Labor Relations Officer 
was the deciding official on reconsideration, the 
appeal shall be directed to the Director, Office of 
Labor Relations (HUD). Any appeal must set forth 
the aspects of the decision that are in dispute and 
the reasons, including any affirmative defenses, 
with respect to the violations. The Regional Labor 
Relations Officer shall, within 60 days (unless 
otherwise indicated in the decision on 
reconsideration) after receipt of a timely appeal, 
issue a written decision on the findings. A decision 
of the Regional Labor Relations Officer may be 
appealed to the Director, Office of Labor Relations, 
by letter postmarked within 30 days of the 
Regional Labor Relations Officer’s decision. Any 
appeal to the Director must set forth the aspects of 
the prior decision(s) that are in dispute and the 
reasons. The decision of the Director, Office of 
Labor Relations, shall be 

(ii) 

U.S. Department of Labor, ETA; or 
(iii) A training/trainee program that has received prior

approval by HUD. 
(b) Each apprentice or trainee must be paid at not less than 

the rate specified in the registered or approved program for 
the apprentice’s/trainee’s level of progress, expressed as a 
percentage of the journeyman hourly rate specified in the 
applicable wage determination. Apprentices and trainees 
shall be paid fringe benefits in accordance with the 
provisions of the registered or approved program. If the 
program does not specify fringe benefits, 
apprentices/trainees must be paid the full amount of fringe 
benefits listed on the wage determination for the applicable (iii) 
classification. 

(c) The allowable ratio of apprentices or trainees to
journeyman on the job site in any craft classification shall 
not be greater than the ratio permitted to the employer as 
to the entire work force under the approved program. 

(d) Any worker employed at an apprentice or trainee wage rate 
who is not registered in an approved program, and any 
apprentice or trainee performing work on the job site in 
excess of the ratio permitted under the approved program, 
shall be paid not less than the applicable wage rate on the 
wage determination for the classification of work actually 
performed. final. 

(e) In the event OATELS, a state apprenticeship agency (b) Disputes arising out of the labor standards provisions of
recognized by OATELS or ETA, or HUD, withdraws 
approval of an apprenticeship or trainee program, the 
employer will no longer be permitted to utilize 
apprentices/trainees at less than the applicable 
predetermined rate for the work performed until an 
acceptable program is approved. 

paragraph 6 shall not be subject to paragraph 5(a) of this 
form HUD-5370C. Such disputes shall be resolved in 
accordance with the procedures of the U.S. Department of 
Labor set forth in 29 CFR Parts 5, 6 and 7. Disputes within 
the meaning of this paragraph 5(b) include disputes 
between the Contractor (or any of its subcontractors) and 
the HA, HUD, the U.S. Department of Labor, or the 
employees or their representatives. 5. Disputes concerning labor standards

(a) Disputes arising out of the labor standards provisions 6. Contract Work Hours and Safety Standards Act
contained in Section II of this form HUD-5370-C, other than 
those in Paragraph 6, shall be subject to the following 
procedures. Disputes within the meaning of this paragraph 
include disputes between the Contractor (or any of its 
subcontractors) and the HA, or HUD, or the employees or 
their representatives, concerning payment of prevailing 
wage rates or proper classification. The procedures in this 
section may be initiated upon HUD’s own motion, upon 
referral of the HA, or upon request of the Contractor or 

The provisions of this paragraph 6 are applicable only where the 
amount of the prime contract exceeds $100,000. As used in this 
paragraph, the terms “laborers” and “mechanics” includes 
watchmen and guards.
(a) Overtime requirements. No Contractor or subcontractor 

subcontractor(s). 

contracting for any part of the Contract work which may 
require or involve the employment of laborers or mechanics 
shall require or permit any such laborer or mechanic in any 
workweek in which he or she is employed on such work to 
work in excess of 40 hours in such workweek unless such 
laborer or mechanic receives compensation at a rate not 
less than one and one-half times the basic rate of pay for all 
hours worked in excess of 

(i) A Contractor and/or subcontractor or other 
interested party desiring reconsideration of 
findings of violation by the HA or HUD relating to 
the payment of straight-time prevailing wages or 
classification of work shall request such 
reconsideration by letter postmarked within 30 
calendar days of the date of notice of findings 
issued by the HA or HUD. The request shall set 

40 hours in such workweek. 
(b) Violation; liability for unpaid wages; liquidated

damages. In the event of any violation of the provisions 
set forth in paragraph 6(a), the Contractor and any
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subcontractor responsible therefor shall be liable for the 
unpaid wages. In addition, such Contractor and 
subcontractor shall be liable to the United States (in the 
case of work done under contract for the District of 
Columbia or a territory, to the District or to such territory), for 
liquidated damages. Such liquidated damages shall be 
computed with respect to each individual laborer or 
mechanic, including watchmen and guards, employed in 
violation of the provisions set forth in paragraph (a) of this 
clause, in the sum of $10 for each calendar day on which 
such individual was required or permitted to work in excess 
of the standard workweek of 40 hours without payment of 
the overtime wages required by provisions set forth in 
paragraph (a) of this clause. 

(c) Withholding for unpaid wages and liquidated damages.
HUD or its designee shall upon its own action or upon
written request of an authorized representative of the U.S. 
Department of Labor withhold or cause to be withheld, 
from any moneys payable on account of work performed 
by the Contractor or subcontractor under any such 
Contract or any federal contract with the same prime 
Contractor, or any other federally-assisted contract subject 
to the Contract Work Hours and Safety Standards Act, 
which is held by the same prime Contractor such sums as 
may be determined to be necessary to satisfy any 
liabilities of such Contractor or subcontractor for unpaid 
wages and liquidated damages as provided in the 
provisions set forth in paragraph (b) of this clause. 

7. Subcontracts

The Contractor or subcontractor shall insert in any
subcontracts all the provisions contained in this Section II and 
also a clause requiring the subcontractors to include these 
provisions in any lower tier subcontracts. The prime Contractor 
shall be responsible for the compliance by any subcontractor or 
lower tier subcontractor with all the provisions contained in 
these clauses. 

8. Non-Federal Prevailing Wage Rates

Any prevailing wage rate (including basic hourly rate and any
fringe benefits), determined under state law to be prevailing,
with respect to any employee in any trade or position
employed under the Contract, is inapplicable to the contract
and shall not be enforced against the Contractor or any
subcontractor, with respect to employees engaged under the
contract whenever such non-Federal prevailing wage rate,
exclusive of any fringe benefits, exceeds the applicable wage
rate determined by the Secretary of HUD to be prevailing in the 
locality with respect to such trade or position.
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6. Minimum Bid Acceptance Period
(a) "Acceptance period," as used in this provision, means the
number of calendar days available to the PHA/IHA for awarding a
contract from the date specified in this solicitation for receipt of bids.

(b) This provision supersedes any language pertaining to the
acceptance period that may appear elsewhere in this solicitation.

(c) The PHA/IHA requires a minimum acceptance period of
[Contracting Officer insert time period] calendar days.

(d) In the space provided immediately below, bidders may specify
a longer acceptance period than the PHA's/IHA's minimum require-
ment.  The bidder allows the following acceptance period:
calendar days.

(e) A bid allowing less than the PHA's/IHA's minimum acceptance
period will be rejected.

(f) The bidder agrees to execute all that it has undertaken to do, in
compliance with its bid, if that bid is accepted in writing within (1) the
acceptance period stated in paragraph (c) above or (2) any longer
acceptance period stated in paragraph (d) above.

7. Small, Minority, Women-Owned Business Concern
Representation

The bidder represents and certifies as part of its bid/ offer that it --

(a) [  ] is,  [  ] is not  a small business concern.  "Small business
concern," as used in this provision, means a concern, including 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.

(b) [    ] is,  [    ] is not  a women-owned business enterprise.  "Women-
owned business enterprise," as used in this provision, means a
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) [    ] is,  [    ] is not  a minority business enterprise. "Minority
business enterprise," as used in this provision, means a business
which is at least 51 percent owned or controlled 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 opera-
tions 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

[  ]  Hispanic Americans [  ]  Asian Indian Americans

[  ]  Native Americans [  ]  Hasidic Jewish Americans

8. Indian-Owned Economic Enterprise and Indian
Organization  Representation (applicable only if this
solicitation is for a contract to be performed on a project for an
Indian Housing Authority)

The bidder represents and certifies that it:

(a) [    ] is,  [    ] is not  an Indian-owned economic enterprise.
"Economic enterprise," as used in this provision, means any com-
mercial, industrial, or business activity established or organized for
the purpose of profit, which is at least 51 percent Indian owned.
"Indian," as used in this provision, means any person who is a
member of any tribe, band, group, pueblo, or community which is
recognized by the Federal Government as eligible for services from
the Bureau of Indian Affairs and any "Native" as defined in the Alaska
Native Claims Settlement Act.

(b) [   ] is,  [   ] is not  an Indian organization. "Indian organization,"
as used in this provision, means the governing body of any Indian
tribe or entity established or recognized by such governing body.
Indian "tribe" means any Indian tribe, band, group, pueblo, or

(b) The bidder, by signing its bid, hereby certifies to the best of his
or her knowledge and belief as of December 23, 1989 that:

(1) No Federal appropriated funds have been paid or will be
paid to 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
on his or her behalf in connection with the awarding of a contract
resulting from this solicitation;

(2) If any funds other than Federal appropriated funds (includ-
ing profit or fee received under a covered Federal transaction) have
been paid, or will be paid, to 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 on his or her behalf in connection with this
solicitation, the bidder shall complete and submit, with its bid, OMB
standard form LLL, "Disclosure of Lobbying Activities;" and

(3) He or she will include the language of this certification in all
subcontracts at any tier and require that all recipients of subcontract
awards in excess of $100,000 shall certify and disclose accordingly.

(c) Submission of this certification and disclosure is a prerequisite
for making or entering into this contract imposed by section 1352,
title 31, United States Code. Any person who makes an expenditure
prohibited under this provision or who fails to file or amend the
disclosure form to be filed or amended by this provision, shall be
subject to a civil penalty of not less than $10,000, and not more than
$100,000, for each such failure.

(d) Indian tribes (except those chartered by States) and Indian
organizations as defined in section 4 of the Indian Self-Determina-
tion and Education Assistance Act (25 U.S.C. 450B) are exempt
from the requirements of this provision.

4. Organizational Conflicts of Interest Certification
The bidder certifies that to the best of its knowledge and belief and
except as otherwise disclosed, he or she does not have any
organizational conflict of interest which is defined as a situation in
which the nature of work to be performed under this proposed
contract and the bidder's organizational, financial, contractual, or
other interests may, without some restriction on future activities:

(a) Result in an unfair competitive advantage to the bidder; or,

(b) Impair the bidder's objectivity in performing the contract work.

[  ] In the absence of any actual or apparent conflict, I hereby  certify
that to the best of my knowledge and belief, no actual or apparent
conflict of interest exists with regard to my possible performance of
this procurement.

5. Bidder's Certification of Eligibility
(a) By the submission of this bid, the bidder certifies that to the best
of its knowledge and belief, neither it, nor any person or firm which
has an interest in the bidder's firm, nor any of the bidder's subcon-
tractors,  is ineligible to:

(1) Be awarded contracts by any agency of the United States
Government, HUD, or the State in which this contract is to be
performed; or,

(2) Participate in HUD programs pursuant to 24 CFR Part 24.

(b) The certification in paragraph (a) above is a material represen-
tation of fact upon which reliance was placed when making award.
If it is later determined that the bidder knowingly rendered an
erroneous certification, the contract may be terminated for default,
and the bidder may be debarred or suspended from participation in
HUD programs and other Federal contract programs.
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U.S. Department of Housing
and Urban Development

Certification for
a Drug-Free Workplace

Applicant Name

Program/Activity Receiving Federal Grant Funding

I certify that the above named Applicant will or will continue
to provide a drug-free workplace by:

a. Publishing a statement notifying employees that the un-
lawful manufacture, distribution, dispensing, possession, or use
of a controlled substance is prohibited in the Applicant's work-
place and specifying the actions that will be taken against
employees for violation of such prohibition.

b. Establishing an on-going drug-free awareness program to
inform employees ---

(1) The dangers of drug abuse in the workplace;

(2) The Applicant's policy of maintaining a drug-free
workplace;

(3) Any available drug counseling, rehabilitation, and
employee assistance programs; and

(4) The penalties that may be imposed upon employees
for drug abuse violations occurring in the workplace.

c. Making it a requirement that each employee to be engaged
in the performance of the grant be given a copy of the statement
required by paragraph a.;

d. Notifying the employee in the statement required by para-
graph a. that, as a condition of employment under the grant, the
employee will ---

Acting on behalf of the above named Applicant as its Authorized Official, I make the following certifications and agreements to
the Department of Housing and Urban Development (HUD) regarding the sites listed below:

(1) Abide by the terms of the statement; and

(2) Notify the employer in writing of his or her convic-
tion for a violation of a criminal drug statute occurring in the
workplace no later than five calendar days after such conviction;

e. Notifying the agency in writing, within ten calendar days
after receiving notice under subparagraph d.(2) from an em-
ployee or otherwise receiving actual notice of such conviction.
Employers of convicted employees must provide notice, includ-
ing position title, to every grant officer or other designee on
whose grant activity the convicted employee was working,
unless the Federalagency has designated a central point for the
receipt of such notices.  Notice shall include the identification
number(s) of each affected grant;

f. Taking one of the following actions, within 30 calendar
days of receiving notice under subparagraph d.(2), with respect
to any employee who is so convicted ---

(1) Taking appropriate personnel action against such an
employee, up to and including termination, consistent with the
requirements of the Rehabilitation Act of 1973, as amended; or

(2) Requiring such employee to participate satisfacto-
rily in a drug abuse assistance or rehabilitation program ap-
proved for such purposes by a Federal, State, or local health, law
enforcement, or other appropriate agency;

g. Making a good faith effort to continue to maintain a drug-
free workplace through implementation of paragraphs a. thru f.

2. Sites for Work Performance.  The Applicant shall list (on separate pages) the site(s) for the performance of work done in connection with the
HUD funding of the program/activity shown above:  Place of Performance shall include the street address, city, county, State, and zip code.
Identify each sheet with the Applicant name and address and the program/activity receiving grant funding.)

Check here  if there are workplaces on file that are not identified on the attached sheets.

I hereby certify that all the information stated herein, as well as any information provided in the accompaniment herewith, is true and accurate.
Warning:  HUD will prosecute false claims and statements.  Conviction may result in criminal and/or civil penalties.

(18 U.S.C. 1001, 1010, 1012;   31 U.S.C. 3729, 3802)

Name of Authorized Official Title

Signature Date

X
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METROPOLITAN HOUSING ALLIANCE 
SECTION 3 POLICIES AND PROCEDURES

I. SECTION 3 POLICIES AND PROCEDURES DOCUMENT

Metropolitan Housing Alliance (MHA) has developed this document to identify the applicability 
of the provisions of 24 CFR Part 135, and actions that will be implemented to ensure 
compliance with the requirements of Section 3. The intent is to provide information and 
guidance to residents, developers, general contractors, subcontractors and community 
leaders regarding M H A ’s administration of Section 3 regulations. This document is not 
meant to be a comprehensive narrative of the Section 3 Act; rather it focuses on the 
requirements imposed on vendors receiving Section 3 funds. MHA staff will make every effort 
to ensure that all vendors receiving Section 3 funds through the award of a Community 
development contract are apprised of the requirements, its responsibilities, and obligations 
under the Section 3 Act. 

II. PURPOSE OF SECTION 3

The purpose of Section 3 of the Housing and Urban Development Act of 1968, as amended 
by Section 915 of the Housing and Community Development Act of 1992, is to ensure 
that employment and other economic opportunities generated by certain HUD financial 
assistance shall, to the greatest extent feasible, and consistent with existing Federal, State, 
and local laws and regulations, be directed toward low- and very low-income persons or 
business concerns residing in the community where the project is located. 

Income Limits 2019 
# in 

Household 
1 2 3 4 5 6 7 8 

80% AMI 
(gross 
income) 

$39,000 $44,600 $50,150 $55,700 $60,200 $64,350 $69,100 $73,550

MHA is committed to helping the residents of its communities achieve their goal of self- 
sufficiency by providing opportunities for training and employment. It is the policy of MHA 
to utilize Section 3 residents and business concerns in applicable contracts partially or wholly 
funded with monies from HUD to further the creation of opportunities for economic inclusion 
of all residents and businesses in MHA. 

III. ACTIVITIES COVERED BY SECTION 3

Section 3 covers federal funding expended for housing rehabilitation, demolition, housing 
construction, or other public construction projects. 

A. Dollar Threshold for direct recipient of HUD funds - MHA is required to
comply with Section 3 regulations if it is awarded HUD grant funds in excess
of $200,000, when the funds are used in conjunction with Section 3 covered
activities.
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B. Dollar Threshold for Developers/Contractors/Subcontractors 
Any recipient awarded a contract through MHA (or one of its sub-grantees) that 
is equal to or greater than $50,000 is required to comply with Section 3 
regulations. 

IV. SECTION 3 GOALS 

 
MHA has adopted the goals listed below for hiring Section 3 residents and contracting with 
Section 3 business concerns. These goals are used to determine compliance with Section 
3 regulations and apply to MHA as the direct recipient, sub-grantees, developers, and 
contractors (as applicable). The goals are further discussed in Section VI and can be 
referenced in 24 CFR 135.30. 

 
Hiring Goal 

a) Thirty percent (30%) of the aggregate number of new hires shall 
be Section 3 residents 

Contracting Goals 
b) Ten percent (10%) of all covered construction contracts shall be 

awarded to Section 3 business concerns; and, 
c) Three percent (3%) of all covered non-construction contracts shall 

be  awarded to Section 3 business concerns 
 

V. SECTION 3 PROCUREMENT, PREFERENCES, AND CERTIFICATION 
 

Section 3 Business Concern Procurement and Preferences 
MHA has incorporated Section 3 in its procurement policy (see Appendix II) generated for use 
with HUD funding. The procurement policy provides information concerning the specific 
procedures that must be followed by MHA and its sub-grantees or developers for 
implementing Section 3 contracting preferences for each type of procurement method. The 
preferences in the procurement policy describe the conditions in which Section 3 Business 
Concerns may be awarded contracts over other qualified sources and also includes 
preferences that describe conditions in which Section 3 Business Concerns may be awarded 
contracts over other qualified Section 3 Business Concerns. 

 
Section 3 Resident Preferences 
The preferences listed below apply to MHA, sub-grantees and developers and describe the 
conditions in which Section 3 residents may be awarded employment and training opportunities 
over other qualified Section 3 residents. 

 
Covered recipients seeking new hires must provide preference to certified Section 3 residents 
in the following manner: 

a) Section 3 Residents who reside in the service area or neighborhood in 
which the Section 3 covered project is located 

b) Section 3 Residents who participate in the DOL Workforce 
Services/ YouthBuild program that is being carried out in the project area 

c) Other  Section  3  Residents  in  the  Metropolitan  Statistical  Area  (refer 
to Appendix I for the definition of a Section 3 resident) 

 
The developer/contractor is responsible for providing documentation of its inability to find 
Section 3 residents under this preference structure. 
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Certification 
A. Section 3 Business Concern Self-Certification 

All businesses seeking Section 3 preference in contracting opportunities may apply 
to MHA for certification as a Section 3 business concern at (or before) the time of 
submission of bids. However, Section 3 preference cannot be given until Section 3 
status is verified. Any business concern that submits certification for preference after 
receipt of bid will not be considered eligible for Section 3 preference in the evaluation 
of the specific bid award. Businesses seeking Section 3 preference must fill out the 
certification form (see page 22); certification is valid for a period of three (3) years. 
The certification form must be attached to the bid packet and submitted along with the 
bid. 

 
B. Section 3 Resident Self-Certification 

All persons seeking Section 3 preference in training and employment opportunities 
must apply to MHA for certification as a Section 3 resident. The Section 3 resident 
certification form is attached to this document and is located on page 23; certification 
is valid for a period of three (3) years. 

 
VI. SECTION 3 OBLIGATIONS AND RESPONSIBILITIES 

 

MHA/Sub-grantee Obligations and Responsibilities 
Since MHA is a direct recipient of HUD funding for Section 3 covered projects in excess of 
$200,000, it is subject to Section 3 requirements for the eligible activities listed in Section 
III. MHA’s sub-grantees (city/village/township recipients) will assume the responsibilities of 
MHA in situations where they directly implement and carry out the  Section  3  covered project. 
The following list of items describes the obligations and responsibilities of MHA/sub- grantee 
with regards to complying with Section 3 regulations. 

 
1) Meet Section 3 Goals 

Since MHA is the recipient of over $200,000 of Section 3 covered assistance, it 
must, to the greatest extent feasible, attempt to meet the hiring and contracting goals 
identified in Section IV. As stated above, this responsibility is shared with MHA ’s sub- 
grantees in situations where they directly carry out a Section 3 covered project.  MHA 
/sub-grantee is also responsible for ensuring compliance with the requirements of 
Section 3 in its own operations, and those of covered contractors. 

 
If MHA or its sub-grantees have the need to contract with a developer or contractor to 
carry out Section 3 covered work, it must direct these opportunities to Section 3 
Business Concerns. It is MHA’s preference to contract directly with a Section 3 
Business Concern according to the procurement procedures and preferences listed in 
Appendix II.  If it is not possible to contract directly with a Section 3 Business Concern, 
it is MHA’s preference to contract with businesses that subcontract to Section 3 
Business Concerns. 

 
2) Submit Section 3 Action Plan and Summary Reports (Sub-Grantee) 

A sub-grantee receiving an allocation of Section 3 covered assistance must complete 
a Section 3 Action Plan for each covered project and submit to MHA prior to contracting 
out any funds. The Action Plan is attached as Appendix IV. At the end of each contract, 
Section 3 Summary Reports must be submitted if applicable. 
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3) Incorporate Section 3 Clause and Action Plan
MHA/sub-grantees must incorporate the Section 3 clause verbatim and the Section 3
Action Plan into all contract solicitations for Section 3 covered projects. The Section
3 clause specifies the requirements for developers/contractors hired for Section 3
covered projects. The clause language is included as part of the Section 3 Action Plan
in Appendix IV of this document.

4) Assist Developers/Contractors in meeting Section 3 goals
MHA/sub-grantees may assist contractors with little or no experience in achieving
Section 3 hiring goals by:

 Providing the developer/contractor with the Section 3 rules, regulations,
guidelines, plan and technical assistance/help with understanding the Section
3 A ct

 Reviewing the new hire clause with contractors and subcontractors to ensure
that the requirement is understood

 Providing the contractor with a list of interested and qualified Section 3 residents
for covered projects, as available

 Providing the contractor with a list of previously certified Section 3 Business
Concerns interested in covered projects, as available

 Implementing the suggestions listed on pages 20 and 21 of this document

5) Develop resources to provide training and employment opportunities
MHA/sub-grantees may develop resources to provide training and employment
opportunities to Section 3 program participants by implementing the following:

 Advertise training opportunities by distributing flyers via mass mailings and
posting in common areas of public housing developments

 Contact resident councils, resident management corporations, and
neighborhood community organizations to request  their  assistance  in notifying
residents of  available training and employment opportunities

 Advertise employment opportunities by posting job vacancies in  common areas
of all public housing developments as well as contacting resident councils,
resident management corporations, and neighborhood community
organizations

 Create a database of certified Section 3 residents and Business Concerns
that can be used by contractors as a resource for selecting and hiring or
contracting with Section 3 residents and/or Business Concerns

 Implement the suggestions listed on pages 20 and 21 of this document

6) Conduct Section 3 Meeting
Once Section 3 covered assistance has been awarded, MHA/sub-grantee may
schedule a meeting with the awardees to discuss Section 3 requirements and
responsibilities. The meeting may include the developer, contractor and MHA
personnel assigned to the project.

7) Review Section 3 Self-Certification Forms
MHA is responsible for collecting, reviewing, and approving all Section 3 Resident and
Business Concern self-certification forms. Names and businesses will be added to the
Section 3 Resident and Business Concern database, as authorized.
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8) Submit Reports
MHA is responsible for submitting the HUD-60002 form on an annual basis.

9) Establish procedures for non-compliance
MHA is responsible for establishing procedures to prevent award of funds to sub- 
grantees, developers or contractors who fail to meet Section 3 requirements.

Developer/Contractor Obligations and Responsibilities 
The following list of items describes the obligations and responsibilities the developer/contractor 
has with regards to complying with Section 3 regulations. 

1) Meet Section 3 Goals
The developer/contractor is responsible for meeting the Section 3 goals listed in Section
IV, to the greatest extent feasible. If there is the need to hire new persons to complete
the Section 3 covered contract or the need to subcontract portions of the work to another
business, the developer or contractor is required to direct their newly created
employment, training, and/or contracting opportunities to Section 3 residents and
Business Concerns in accordance with the preferences identified in Section V and
Appendix II.

The developer/contractor must implement progressive efforts to attain Section 3
compliance. Contractors that fail to meet the numerical goals bear the burden of
demonstrating why it was not possible. Such justifications should describe the efforts
that were taken, barriers encountered, and other relevant information that will allow
MHA staff to make a determination regarding compliance.

2) Submit Section 3 Action Plan
DEVELOPER - When a developer submits a bid or proposal to MHA or one of its sub- 
grantees, it must complete a Section 3 Action Plan and submit it as part of the bid
proposal. The Section 3 Action Plan is attached as Appendix IV.

CONTRACTOR – When a contractor submits a bid to MHA, a sub-grantee, or to the
developer, it must complete a Section 3 Action Plan and submit it as part of the
bid proposal. The Section 3 Action Plan is attached as Appendix IV. If the awarded
contractor has  the  need  to  subcontract  work  and  the  subcontract  is  in  excess
of $100,000, the contractor shall require a Section 3 Action Plan from each potential
subcontractor under the particular bid. The contractor is responsible for ensuring
that the subcontractor also complies with Section 3 regulations.

3) Incorporate Section 3 Clause
The developer and/or contractor must incorporate the Section 3 clause into all contract
solicitations for Section 3 covered projects that are equal to or greater than $50,000.
The Section 3 clause specifies the requirements for contractors/subcontractors hired
for Section 3 covered projects. The clause language is included as part of the
Section 3 Action Plan in Appendix IV of this document.

4) Notify Section 3 Residents and businesses about training/employment and
contracting opportunities 



MHA Section 3 Policies and Procedures  

The developer and/or  contractor  may  notify  Section  3  residents  and  businesses 
by implementing the following: 

 
 Advertise training opportunities by distributing flyers via mass mailings and 

posting in common areas of public housing developments 
 Post available jobs with Workforce Services 
 Contact resident councils, resident management corporations, and 

neighborhood community organizations to request  their  assistance  in notifying 
residents of  available training and employment opportunities 

 Advertise employment opportunities by posting job vacancies in  common areas 
of all public housing developments as well as contacting resident councils, 
resident management corporations, and neighborhood community 
organizations 

 Implement the suggestions listed on pages 20 and 21 of this document 
 

5) Submit Section 3 Summary Spreadsheet 
At the completion of each contract, the developer and/or contractor must submit 
the Section 3 Summary Spreadsheet to MHA. This spreadsheet indicates the number 
of Section 3 residents hired and the number and dollar amount of contracts awarded 
to Section 3 Business Concerns (out of the total numbers of persons hired and total 
number/dollar amount of contracts awarded). The spreadsheet is included as part of 
the Section 3 Action Plan and is located on page 25. 

 
VII. RECORD KEEPING AND REPORTING 

 

Record keeping 
MHA/ Sub-Grantee Obligations 
MHA is expected to maintain sufficient documentation to complete the HUD-60002 form on 
an annual basis. Staff must document actions (including results and impediments) taken to 
comply with Section 3 requirements such as: 

 Maintain dated flyers with a list of where they were distributed 
 Maintain a contact list showing all the people/groups/organizations notified 

and  how they were notified 
 Maintain copies of vacancy announcements 
 Maintain copies of signed contracts and Section 3 Plans 
 Maintain copies of Section 3 resident and Business Concern self- 

certification forms 
 Maintain copies of website postings 

 
Developer / Contractor Obligations 
Each entity undertaking a  portion  of  the  work  associated  with  a  covered  contract  shall 
be required to maintain all Section 3 related documents and records in their files for a period 
of not less than three (3) years from the date the work was performed. 

 
Each entity undertaking a  portion  of  the  work  associated  with  a  covered  contract  shall 
be required to make all Section 3 related documents and records available for inspection 
and duplication by MHA. 

 
To document Section 3 participation: 

 For Section 3 Business Concerns: keep copies of the self-certification form 
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and employee Section 3 resident certification forms with appropriate supporting 
material (if any) 

 For  Residents:  keep  copies  of  the  self-certification  form  with 
appropriate supporting material (if any) 

 For  each  recruitment  effort:  document  that  a  number  of  resources 
were contacted in attempt to locate Section 3 qualified residents 

 For covered activities: maintain a spreadsheet of each party hired or 
contracted and whether or not the party was Section 3 qualified 

 
Reporting 
MHA must maintain sufficient documentation to complete the HUD-60002 form on an annual 
basis. This requires cooperation from sub-grantees, developers, and contractors in submitting 
a  summary spreadsheet (included in Section 3 Plan) at the conclusion of each covered 
contract. The summary spreadsheet is located on page 25 of this document. 

 
VIII. INTERNAL COMPLAINT PROCEDURE 

 

In an effort to resolve complaints generated due to non-compliance, MHA encourages 
submittal of such complaints as follows: 

 Complaints of non-compliance should be filed in writing and must contain the name 
of the complainant and brief description of the alleged violation of 24 CFR 135. 

 Complaints must be filed within thirty (30) calendar days after the complainant 
becomes aware of the alleged violation. 

 An investigation will be conducted if complaint is found to be valid. MHA will conduct 
an informal, but thorough investigation affording all interested parties, if any, an 
opportunity to submit testimony and/or evidence pertinent to the complaint. 

 A report will be written and provided to the complainant within 30 days of the start of 
the investigation, which will outline findings and the next course of action. 

 
If complainants wish to have their concerns considered outside of MHA a complaint may be 
filed with: 

United States Department of Housing and Urban Development 
Attn: Fair Housing and Equal Opportunities 

425 West Capitol, 10th Floor 
Little Rock, Arkansas 72201 

 
The complaint must be received no later than 180 days from the date of the action or omission 
upon which the complaint is based, unless the time for filing is extended by a designated staff 
person from the local HUD field office. 

 
IX. COMPLIANCE 

 

If the contractor fails to comply with its Section 3 obligations, enforcement measures that 
MHA may utilize singularly or in combination, at its sole discretion, include but are not limited 
to: 

 Withholding some or all future contract payments pertaining to the Section 3 
contract determined to be in non-compliance; 

 Withholding a portion of the Contractor’s final payment as liquidated damages; 
 Terminating the contract; 
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 Imposing a suspension from future MHA contracting opportunities for a period of
6 months or more;

 Imposing debarment from future participation in MHA contracting opportunities for up
to three years; or

 Revoking Section 3 Business certification



DEFINITIONS 
Appendix I 

 
 

Applicant – Any entity which makes an application for Section 3 covered assistance, and 
includes, but is not limited to, any State, unit of local government, public housing agency or 
other public body, public or private nonprofit organization, private agency or institution, 
mortgagor, developer, limited dividend sponsor, builder, property manager, community 
housing development organization, resident management corporation, resident council, or 
cooperative association. 

 
Assistant – the Assistant Secretary for Fair Housing and Equal Opportunity 

 

Business Concern – a business entity formed in accordance with State law, and which 
is licensed under State, county or municipal law to engage in the type of business activity 
for which it was formed. 

 
Contractor – any entity which contracts to perform work generated the expenditure of Section 
3 covered assistance, or for work in connection with a Section 3 covered project. 

 
Employment Opportunities Generated by Section 3 Covered Assistance – all 
employment opportunities generated by the expenditure of Section 3 covered public 
assistance (i.e., operating assistance, development assistance and modernization 
assistance, (as described in  Section 135.3 (a) (1)). With respect to Section 3 covered 
housing and community development assistance, this term means all employment 
opportunities arising in connection with Section 3 covered projects (as described in Section 
135.3 (a) (2)), including management and administrative jobs. Management and 
administrative jobs include architectural, engineering or  related professional services 
required to prepare plans, drawings, specifications, or work write- ups; and jobs directly 
related to administrative support of these activities, e.g., construction manager, relocation 
specialist, payroll clerk, etc. 

 
Housing Authority (HA) – Public Housing Agency 

 

Housing Development – low-income housing owned, developed, or operated by public 
housing agencies in accordance with HUD’s public housing program regulations codified in 
24 CFR Chapter IX. 

 
HUD YouthBuild Programs – programs that receive assistance under subtitle D of Title IV 
of the National Affordable Housing Act, as amended by the Housing and Community 
Development Act of 1992 (42 U.S.C. 12899), and provide disadvantaged youth with 
opportunities for employment, education, leadership development, and training in the 
construction or rehabilitation of housing for homeless individuals and members of low- and 
very low-income families. 

 
Independent – An individual work person who is not an employee, but who appears on 
the Contractor’s/Subcontractor’s payroll and in whose name the Contractor/Subcontract issues 
an IRS 1099 Form. 

 
JTPA – The Job Training Partnership Act (29 U.S.C. 1579 (a)) 



Low-income person – families (including single persons) whose incomes do not exceed 80 
per centum of the median income for the area, as determined by the Secretary, with 
adjustments for smaller and larger families, except that the Secretary may establish income 
ceilings higher or lower than 80 per centum of the median for the area on the basis of the 
Secretary’s findings that such variations are necessary because of prevailing levels of 
construction costs or unusually high or low-income families. 

 
Metropolitan Area – a metropolitan statistical area (MSA), as established by the Office of 
Management and Budget. For MHA projects, this includes the following counties surrounding 
Little Rock, Arkansas: Pulaski, Faulkner, Grant, Lonoke, Perry, and Saline. 

 
New Hires – full-time employees for permanent, temporary or seasonal employment 
opportunities. “Re-hires” are considered “new hires” and must meet the Section 3 Resident 
definition in order to be counted as a Section 3 new hire. 

 
Recipient – any entity which receives Section 3 covered assistance, directly from HUD or 
from another recipient and includes, but is not limited to, any State unit of local government, 
PHA, or other public body, public or private nonprofit organization, private agency or 
institution, mortgagor, developer, limited dividend sponsor, builder, property manager, 
community housing development organization, resident management corporation, resident 
council, or cooperative association. Recipient also includes any successor, assignee or 
transferee of any such entity, but does not include any ultimate beneficiary under the HUD 
program to which Section 3 applies and does not include contractors. 

 
Section 3 – Section 3 of the Housing and Urban Development Act of 1968, as amended (12 
U.S.C. 1701u) 

 
Section 3 Business Concern – a business concern is a business; 

1) that is 51 percent or more owned by Section 3 resident; or, 
2) whose permanent, full-time employees include persons, at least 30 percent of 

whom are currently Section 3 residents, or within three years of the date of first 
employment with the business concern were Section 3 residents; or, 

3) that provides evidence of a commitment to subcontract in excess of 25 percent of 
the dollar award of all subcontracts to be awarded to business concerns that meet 
the qualifications set forth in items 1 or 2 above. 

 
Section 3 Covered Assistance – 

1) Public housing development assistance provided pursuant to Section 5 of the 
1937 Act; 

2) Public housing operating assistance provided pursuant to Section 9 of the 1937 Act; 
3) Public housing modernization assistance provided pursuant to Section 14 of 

the 1937 Act; 
4) assistance provided under any HUD housing or community development 

program that is expended for work arising in connection with housing 
rehabilitation, construction, or other public construction project (which includes 
other buildings or  improvements, regardless of ownership). 

 
Section 3 Contract Clause – the contract provisions set forth in Section 135.38 



Section 3 Covered Contracts – a contract or subcontract (including a professional service 
contract) awarded by a recipient or contractor for work generated by the expenditure of 
Section 3 covered assistance, or for work arising in connection with a Section 3 covered 
project. 

 
Section 3 covered contracts also do not include contracts for the purchase of supplies and 
materials. However, whenever a contract for materials includes the installation of the 
materials, the contract constitutes a Section 3 covered contract. 

 
 
Section 3 Covered Project – the construction, reconstruction, conversion or rehabilitation of 
housing (including reduction and abatement of lead-based paint hazards), other public 
construction which includes buildings or improvements (regardless of ownership) assisted 
with housing or community development assistance. 

 
Section 3 Resident – a public housing resident or an individual who resides in the 
metropolitan area or non-metropolitan county in which the Section 3 covered assistance is 
expended and who is considered to be a low-to very low-income person. 

 
Subcontractor – any entity (other than a person who is an employee of the contractor) which 
has a contract with a contractor to undertake a portion of the contractor’s obligation for the 
performance of work generated by the expenditure of Section 3 covered assistance, or arising 
in connection with a Section 3 covered project. 

 
Vendor – any entity (other than an employee of a Consortium Member) which sells goods or 
services to the Consortium or Consortium Member 

 
Very low-income person – families (including single persons) whose income do not exceed 
50 per centum of the median family income for the area, as determined by the Secretary with 
adjustments for smaller and larger families, except that the Secretary may establish income 
ceilings higher or lower than 50 percent of the median for the area on the basis of the 
Secretary’s findings that such variations are necessary because of unusually high or low 
family incomes. 



SECTION 3 BUSINESS CONCERN PROCUREMENT & 
PREFERENCES 

Appendix II 
 
MHA reserves the right to require sub-grantees, developers, and contractors to abide by the 
following Section 3 procurement procedures when awarding contracts for Section 3 covered 
projects. Specific procedures are discussed for each type of procurement method. 

 
For ALL procurement methods, when more than one qualified Section 3 business concern 
submits a bid or quote, the contracting party must provide preference to certified Section 
3 business concerns according to the priority ranking below: 

a) Section 3 business concerns that provide economic opportunities 
for Section 3 residents in the service area or neighborhood where 
the Section 3 covered project is located 

b) Applicants selected to carry out DOL YouthBuild programs 
c) Other Section 3 business concerns in the Metropolitan Statistical Area 

(refer to Appendix I for the definition of a Section 3 business 
concern) 

The sub-grantee, developer, or contractor is responsible for providing documentation of its 
inability to find Section 3 business concerns under this preference structure. 

 
Small Purchase (>$5,001 - $20,000) 
Written quotations must be obtained from an adequate number of qualified sources (typically 
three). At the time of solicitation, the parties must be informed of: 

 The Section 3 covered contract to be awarded with sufficient specificity; 
 The time within which quotations must be submitted; and 
 The information that must be submitted with each quotation 

 
Award 
The contract shall be awarded to the qualified Section 3 business concern with the highest 
priority ranking and with the lowest responsive quotation, if it is reasonable and no more than 
ten percent (10%) higher than the quotation from the lowest responsive non-Section 3 qualified 
business concern. If no responsive quotation by a qualified Section 3 business concern is 
within ten percent (10%) of the lowest responsive quotation from any qualified source, the 
award shall be made to the source with the lowest quotation. 

 
Competitive Sealed Bids (≥$20,001 – Construction) 
Sealed bids should be used for all construction contracts or for goods that cost $20,001 or 
greater. Bids shall be solicited from all businesses (Section 3 business concerns and non- 
Section 3 business concerns). An award shall be made to the qualified Section 3 business 
concern with the highest priority ranking and with the lowest responsive bid if that bid: 

 
a) Is within the maximum total contract price established in the contracting party’s 

budget for the specific project for which bids are being taken, and 
 

b) Is not more than “X” higher that the total bid price of the lowest responsive bid from 
any qualified bidder. “X” is determined as follows: 



 

When the lowest responsive bid is: “X” = lesser of: 

less than $100,000. 10% of that bid or $9,000 
At least $100,000, but less than $200,000 9% of that bid, or $16,000 

At least $200,000, but less than $300,000 8% of that bid, or $21,000 

At least $300,000, but less than $400,000 7% of that bid, or $24,000 

At least $400,000, but less than $500,000 6% of that bid, or $25,000 

At least $500,000, but less than $1 million 5% of that bid, or $40,000 

At least $1 million, but less than $2 million 4% of that bid, or $60,000 

At least $2 million, but less than $4 million 3% of that bid, or $80,000 

At least $4 million, but less than $7 million 2% of that bid, or $105,000 

$7 million or more 
1 ½% of the lowest responsive bid, 
with no dollar limit 

 

If no responsive bid by a Section 3 business concern meets the requirements listed above, the 
contract shall be awarded to a qualified bidder with the lowest responsive bid. 

 
Competitive Sealed Proposals (≥$20,001 – Professional Services) 
A Request for Proposals (RFP) shall identify all evaluation factors (and their relative 
importance) to be used to rate proposals. 

 
One of the evaluation factors shall address both the preference for Section 3 business 
concerns (see priority ranking above) and the acceptability of the strategy for meeting the 
greatest extent feasible requirement (Section 3 strategy), as disclosed in proposals submitted 
by all business  concerns (Section 3 and non-Section 3 business concerns). This factor shall 
provide for a range of 15 to 25 percent (15% – 25%) of the total number of available points to 
be set aside for the evaluation of these two components. 

 
The RFP shall require the disclosure of the contractor’s Section 3 strategy to comply with the 
Section 3 resident and business concern preference structure. A determination of the 
contractor’s responsiveness will include the submission of an acceptable Section 3 strategy. 
The contract award shall be made to the responsive firm (either Section 3 or non-Section 3 
business concerns) whose proposal is determined most advantageous, considering price and 
all other factors specified in the RFP. 



SECTION 3 QUICK SUMMARY 
Appendix III 

 
WHAT IS SECTION 3? 
Section 3 of the Housing and Urban Development Act of 1968 recognizes that HUD funding typically 
results in projects/activities that generate new employment, training, and contracting opportunities. 
When these opportunities are created, Section 3 requires that preference is provided to low and 
very low income residents of the local community (regardless of race and gender), and the businesses 
that substantially employ them, for new employment, training, and contracting opportunities resulting from 
the  HUD-funded project. 

 
SECTION 3 GOALS 

1. 30 percent (30%) of the aggregate number of new hires shall be Section 3 Residents; 
2. 10 percent (10%) of all covered construction contracts shall be awarded to Section 3 

Business Concerns. 
3. 3 percent (3%) of all covered non-construction contracts shall be awarded to Section 3 

Business Concerns. 
Efforts to meet these goals must be made to the greatest extent feasible and all efforts taken must be 
documented accordingly. 

 
DEFINITIONS 
Section 3 Resident 
A public housing resident or an individual who resides in the metropolitan area in which the Section 
3 covered assistance is expended and who is considered to be a low- (80% of AMI) to very low- 
income (50% of AMI) person. Persons must be certified as Section 3 Residents to count toward the 
goals listed above. Certification lasts for a period of 3 years. 

 
Income Limits 2019 

# in 
Household 

1 2 3 4 5 6 7 8 

80% AMI 
(gross income) 

$39,000 $44,600 $50,150 $55,700 $60,200 $64,350 $69,100 $73,550 

 

Section 3 Business Concern 
1) 51 percent (51%) or more of the business is owned by Section 3 Residents; or 
2) 30 percent (30%) of the business’s permanent, full-time employees are certified 

Section 3  Residents; or 
3) The business provides evidence that it will subcontract in excess of 25 percent (25%) of the 

dollar award of all subcontracts to be awarded to qualified Section 3 Business Concerns. 
 
Certification lasts for a period of 3 years. 

 
COMPLIANCE REQUIREMENTS* 
All contracts equal to or greater than $50,000 must incorporate the Section 3 Clause (verbatim) [see 
24  CFR Part 135.38]; 

 
All recipients submitting bids/proposals and all sub-grantees must submit a Section 3 Action Plan. 
This plan must include, at a minimum, the Certification of Intent to Comply, Checklist of efforts to 
comply with Section 3, and a Section 3 Summary Report which is to be submitted at the completion of 
the contract. 

 
*Please refer to Metropolitan Housing Alliance Section 3 Policies and Procedures for complete 
compliance requirements, forms, and detailed information. This document can be found online 
at the following link: www.mhapha.org 
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SECTION 3 ACTION PLAN 
Appendix IV 

 
The Section 3 Action Plan is a requirement for contracting opportunities with Metropolitan Housing Alliance and must be 
completed and submitted with your bid/proposal. This plan must also be completed by sub-grantees 
(city/village/township recipients). Failure to submit the Section 3 Action Plan may jeopardize the bid/proposal up to and 
including possibility of said bid/proposal being deemed non-  responsive. 

 
NAME OF DEVELOPMENT/PROJECT: DATE:    

 
 

SUBMITTED BY: 
Name of Sub-Grantee:    

 

Address:    
 

Contact Information (phone/email):    
 

OR 
 

Name of Developer:    
 

Business Name:    
 

Address:    
 

Contact Information (phone/email):    
 

OR 
 

Name of Contractor:    
 

Business Name:    
 

Address:    
 

Contact Information (phone/email):    
 
 
PLEASE CHECK ONE OPTION BELOW: 

□ The business (listed above) is currently certified as a Section 3 Business Concern 

□ The business (listed above) IS NOT certified, but IS seeking certification and IS submitting the Section 3 
self-certification form with bid/proposal 

□ The business (listed above) IS NOT certified and IS NOT seeking certification 

 
CONTACT  INFORMATION: 
Jada Johnson, Contracts & Procurement Metropolitan Housing Alliance 
501-340-4821 100 South Arch St. 
jjohnson@mhapha.org  Little Rock, AR 72201 



CERTIFICATION OF INTENT TO COMPLY

We certify that we have received and read Pulaski County’s Section 3 Policies and Procedures and are committed to 
comply with the plan, the Section 3 Act, and the Section 3 regulations. It is our desire to work together with MHA to 
ensure compliance with Section 3 goals, to the greatest extent feasible, through the awarding of contracts to Section 
3 business concerns, and through the employment and training of Section 3 Residents for new hires. We commit to 
include the Section 3 clause (see attached) in all covered contract solicitations and commit to ensure that this Section 3 
Action Plan is filled out and submitted for any additional subcontract over $100,000. 

We are committed to taking measures to make Section 3 business concerns and residents aware of contracting 
and hiring opportunities in connection with this Section 3 covered contract or in connection with the receipt of Section 
3 covered assistance. We agree to provide a list of items that we will attempt to implement as part of our efforts to 
comply with Section 3 (see attached). We are committed to meeting (to the greatest extent feasible) the hiring and 
contracting goals listed below. We understand that the Section 3 Action Plan is subject to audit at any time during 
the awarding of the contract through the duration of the contract by MHA. In the event we are not able to hire/train 
Section 3 residents and/or contract with Section 3 business concerns, we understand that we will be required to 
document why we were unable to meet the numerical goals. 

HIRING AND TRAINING GOALS

a) 30% of new hires shall be Section 3 Residents.

Anticipated number of new hires to complete project: Anticipated number of 
Section 3 new hires to complete project:  

CONTRACTING GOALS

Non-Section 3 business concerns and sub-grantees: 
b) 10% of the total dollar amount of all Section 3 covered construction contracts shall attempt to be awarded to

Section 3 business concerns; and,
c) 3% of the total dollar amount of all Section 3 covered non-construction contracts shall attempt to be

awarded to Section 3 business concerns.
d) The Subcontracting Plan on page 24 must be filled out and submitted with bid/proposal.

Construction Contract total: $ 10% goal: $ 

(sub-grantees: include ALL funding sources in contract total) 

Non-Construction Contract total: $ 3% goal: $ 

(sub-grantees: include ALL funding sources in contract total) 

Section 3 business concerns certified under Category 3: 
e) Must provide evidence of a commitment to subcontract in excess of 25% of the dollar award of all

subcontracts to be awarded to Section 3 business concerns. The Subcontracting Plan on page 24 must be
filled out and submitted with bid/proposal.

(a) Contract total: $ (b) Total amount to be: $   
subcontracted 

25% of (b): $ 

SECTION 3 SUMMARY REPORT

We commit to providing a Section 3 Summary Report of persons hired and contracts awarded at the completion of 
each covered contract (see page 25 and 26). 

Name / Title: 

Signature: Date: 



SECTION 3 CLAUSE 
 

All Section 3 covered contracts shall include the following clause (Part 135.38): 
 
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 or workers with which 
the contractor has a collective bargaining agreement or other understanding, if any, a notice advising 
the labor organization or workers’ representative of the contractor’s commitments under this Section 
3 clause, and will post copies of the notice in conspicuous places at the work site where both 
employees and applicants for training and employment positions can see the notice. The notice shall 
describe the Section 3 preference, shall set forth minimum number and job titles subject to hire, 
availability of apprenticeship and training positions, the qualifications for each; and the name 
and location of the person(s) taking applications for each of the positions; and the anticipated 
date the work shall begin. 

 
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 applicable provision of the subcontract or in this Section 3 clause, upon a finding that the 
subcontractor is in violation of the regulations in 24 CFR part 135. The contractor will not subcontract 
with any subcontractor where the contractor has notice or knowledge that the subcontractor has 
been found in violation of the regulations in 24 CFR Part 135. 

 
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. 

 
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 (ii) preference in the award of contracts and subcontracts shall be given to Indian 
organizations and Indian-owned Economic Enterprises. Parties to this contract that are subject 
to the provisions of Section 3 and section 7(b) agree to comply with Section 3 to the maximum 
extent feasible, but not in derogation of compliance with section 7(b). 



SECTION 3 RESIDENT HIRING/TRAINING STRATEGIES 

*To be completed by all developers and contractors generating hiring or training opportunities from 
contract. 

 
Please check a minimum of two (2) items that will be utilized in attempt to comply with Section 3. 

□ Distribute flyers which identify positions to be filled, qualifications, and where to obtain additional 
information to: 

 Assisted housing developments and transitional housing in the neighborhood or service area 
of the Section 3 covered project 

 Resident councils, resident management corporations, resident organizations,  churches, or 
other neighborhood organizations 

 Agencies administering federal, state, or locally funding training programs (JTPA, JOBS, 
School-to-Work), and employment service agencies and organizations 

□ Request the assistance of resident and community organizations in: 
 Notifying residents of training and employment positions to be filled 
 Conducting job interviews and completing and collecting job applications 

□ Sponsor or participate in job information meetings or job fairs in the neighborhood or service area 
of the Section 3 covered project 

□ Advertise vacancies through local media, such as television, radio, newspapers of general circulation 
and newsletters 

□ Undertake job counseling, education and related programs in association with local institutions 

□ Sponsor a HUD-certified “Step-Up” employment and training program for Section 3 residents 

□ Establish pre-apprenticeship and apprenticeship training programs that are consistent with  DOL 
requirements for Section 3 resident 

□ Request the assistance of agencies administering DOL YouthBuild programs in recruiting YouthBuild 
program participants for contractor’s training and employment positions 

□ Employ Section 3 residents directly on either a permanent or temporary basis 

□ Utilize the database of previously certified Section 3 residents for future employment positions 

□ Incorporate into the contract (after selection of bidders but prior to execution of contracts), a negotiated 
provision for a specific number of Section 3 residents to be trained or employed on covered projects 

□ Coordinate economic development plans with the plans for housing and community 
development 

 
 
Name / Title:    

 

Signature:  Date:    



SECTION 3 BUSINESS CONCERN CONTRACTING STRATEGIES 

*To be completed by non-Section 3 business concerns, sub-grantees, and Section 3 business concerns 
certified under category 3. 

 
Please check a minimum of two (2) items that will be utilized in attempt to comply with Section 3. 

□ Consider potential contractor’s record of Section 3 compliance in determining their ability to perform 
successfully under the terms and conditions of proposed Section 3 contracts (e.g., past actions and plans 
for the pending contract) 

□ Ensure that Section 3 business concerns are notified of pending contracting opportunities by taking 
such steps as: 

□ Informing business assistance agencies, minority contractors associations, City of Little Rock 
resident organizations, and community organizations of opportunities 

□ Providing written notice to known Section 3 business concerns of contracting opportunities 
that contains information on where to obtain additional information 

□ Conducting pre-bid meeting with Section 3 business concerns 

□ Advertising opportunities through trade association papers and local media (e.g., radio, 
newspapers and newsletters) 

□ Notifying agencies administering DOL YouthBuild programs of opportunities 

□ Request the assistance of contractor’s associations and resident community organizations  in identifying 
Section 3 businesses that may solicit bids or proposals for contracts 

□ Follow up with Section 3 business concerns that have expressed interest in contracting opportunities 
by providing additional information 

□ Carry out workshops on contracting procedures and specific contract opportunities 

□ Advise Section 3 business concerns of assistance resources for obtaining bonding, lines of credit, 
financing or insurance 

□ Break out contract work items into economically feasible units to facilitate participation by Section 3 
business concerns 

□ Utilize the database of previously certified Section 3 business concerns 

□ Establish programs designed to assist PHA residents in creating and developing resident- owned 
businesses 

□ Link Section 3 business concerns to support services 

□ Actively support joint ventures with Section 3 business concerns 

□ Coordinate Section 3 business list development within local jurisdictions 

 
Name / Title:    

 

Signature:  Date:    



SELF-CERTIFICATION FOR SECTION 3 BUSINESS CONCERN 
Metropolitan Housing Alliance 

 
I.BASIC INFORMATION 

Name of Business/Company:    
 

Address of Business:    
 

Type of Business (corporation, partnership, sole proprietorship):   
 

Owner/Official Representative:    
 

Phone Number / Email address:    
 

II. TYPE OF SECTION 3 BUSINESS CONCERN 

The business listed above certifies that it qualifies as a Section 3 business concern under the check-marked 
category below: 

 
  1) is 51% or more owned by Section 3 residents; or 
  2)  whose permanent, full-time employees include persons at least 30% of whom are currently 

Section 3 residents; or 
  3)  provides evidence of a commitment to subcontract in excess of 25% of the dollar amount of all 

subcontracts to be awarded to qualified Section 3 business concerns 
 

Income Limits 2019 
# in 

Household 
1 2 3 4 5 6 7 8 

80% AMI 
(gross income) 

$39,000 $44,600 $50,150 $55,700 $60,200 $64,350 $69,100 $73,550 

 

Placing a check mark under category 1 or 2 implies that you (the official representative of the business) required each 
employee or owner to fill out the Section 3 Resident self-certification form, so that you could truthfully claim qualification 
under either category. Section 3 Resident certifications do not need to be submitted with this form, but MUST be 
kept in your business records. This certification is valid for a period of three (3) years. 

 
III. VERIFICATION 

The Company hereby agrees to provide, upon request, documents verifying the information provided above. The 
applicant acknowledges that the information provided on this form may be disclosed to the public in response to 
requests made under the Freedom of Information Act. This applicant waives or releases any rights or claims it may 
have against the release of such information. 

 
In addition, the applicant authorizes the information provided to be added to a database of Section 3 businesses, 
which will enable my business to receive notification of contracting opportunities for future Section 3 covered projects. 
I understand that this list may be accessed by Metropolitan Housing Alliance it sub-grantees, contractors, and 
developers working on Section 3 covered projects. YES (   ) NO (   ) 

 
Under penalty of perjury, I certify that I am the (title) of the company listed above; that I 
am authorized by the company to execute this affidavit on its behalf; that I have personal knowledge of the certifications 
made in this affidavit and that the same are true. 

 
 

Name (signature): Date:    
 

Name (print): Title:    



SELF-CERTIFICATION FOR SECTION 3 RESIDENT
Metropolitan Housing Alliance 

ELIGIBILITY FOR PREFERENCE

A Section 3 resident seeking the preference in training and employment provided by this part shall certify 
that the person is a Section 3 resident, as defined in Section 135.5. 

The undersigned represents and says under penalty of law, as follows: 

1) My current address is:

2) I am a resident of public housing.  YES ( )  NO ( )
If yes, list name of development:

3) The total number of individuals in my household (count any person living in household, not just
family or those persons related to you) is:

4) Last year, the annual income for my household size was less than the amount listed in the table
below:  YES ( ) NO ( )

5) I have skills, training, or experience in the following area(s):

INCOME LIMITS 2019 
# in 

Household 
1 2 3 4 5 6 7 8 

80% AMI 
(gross income) 

$39,000 $44,600 $50,150 $55,700 $60,200 $64,350 $69,100 $73,550 

I authorize the information above to be added to a database of Section 3 residents that will enable me to 
receive notice of employment and training opportunities for future Section 3 covered projects. I 
understand that this list may be accessed by Metropolitan Housing Alliance staff, contractors, developers, 
and subcontractors working on Section 3 covered projects. YES (  )  NO ( ) 

This certification is valid for a period of three (3) years, after which, a new form will need to be completed to 
continue to receive preference for employment and training opportunities as a Section 3 Resident. 

Under penalty of perjury, I certify that I have personal knowledge of the certifications made in this affidavit 
and that the same are true. 

Name (signature): Date: 

Name (print):   



SUBCONTRACTING PLAN

*Must be completed by non-Section 3 Business Concerns and by those businesses claiming Section 3
status under category 3.

Businesses that claim Section 3 status under category 3 must provide evidence of a commitment to 
subcontract in excess of 25% of the dollar award of all subcontracts to be awarded to business concerns 
that meet categories 1 or 2. By completing the spreadsheet below, your intent to meet this requirement will 
be evident. List all subcontractors that you plan on utilizing, the estimated contract amounts, and whether or 
not that business has been certified as Section 3 by MHA. 

Date Completed: Submitted By: 

Name/Address of project: 

NAME OF SUBCONTRACTOR 
TYPE OF 

CONTRACT 
ESTIMATED CONTRACT 

AMOUNT 

SECTION 3 
BUSINESS 

CONCERN (Y / N) 

Estimated amount to be subcontracted: $  

Estimated amount to be subcontracted to Section 3 businesses: $  

% of total:   



SECTION 3 SUMMARY SPREADSHEET
 

SECTION 3 RESIDENTS 
 
*To be submitted to MHA upon completion of each contract by all entities generating hiring and 
training opportunities. 

 
Date Completed: Submitted By:    

 

Reporting Period Dates: to    
 

Name/Address of project:    
 
 

 
 

PERSON HIRED 

 
 

POSITION HIRED 

 
SECTION 3 
RESIDENT 

(Y / N) 

 
 

DATE OF HIRE 

 
FULL TIME / 
PART TIME 

         

         

         

         

         

         

         

 
 

Outreach efforts taken for each person hired: 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Total Number of Full-time (FT) persons hired:    

 

Total Number of Full-time (FT) Section 3 Residents hired:    



SECTION 3 SUMMARY SPREADSHEET
 

SECTION 3 BUSINESS CONCERNS 
 
*To be submitted to MHA upon completion of each contract by all non-Section 3 business concerns, 
sub-grantees, and Section 3 business concerns certified under category 3. 

 
Date Completed: Submitted By:    

 

Reporting Period Dates: to    
 

Name/Address of project:    
 
 

 
 

BUSINESS AWARDED 
CONTRACT 

 

 
TYPE OF CONTRACT 

 
SECTION 3 
BUSINESS 
CONCERN 

(Y / N) 

 
 

DATE OF 
AWARD 

 
 

AMOUNT OF 
CONTRACT 

         

         

         

         

         

         

         

 

Outreach efforts taken for each contract awarded: 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Total Construction Dollars Contracted:    
Total Construction Dollars to Section 3 Business Concerns: % of Total:    

 

Total Non-Construction Dollars Contracted:    
Total Non-Construction Dollars to Section 3 Business Concerns: % of Total:    



Metropolitan Housing Alliance ● Procurement Department ● 100 South Arch St. ● Little Rock, AR 72201 

NON-COLLUSIVE AFFIDAVIT 

STATE OF   __________________________ 

COUNTY OF ________________________   

          , BEING FIRST DULY  

SWORN, DEPOSES AND SAYS:  That he/she is    ___________________________________________________ 

of ________________________________, the Bidder that has submitted a bid; that such proposal or bid is genuine 
and not collusive or sham; that said bidder has not  colluded, conspired, connived or agreed, directly or indirectly, 
with any bidder or person, to put in a sham bid or to refrain from bidding, and has not in any manner, directly or 
indirectly, sought by agreement or collusion, or communication or conference, with any person, to fix the bid price 
or affiant or of any other bidder, or to fix any overhead, profit or cost element of said bid price, or of that of any 
other bidder, or to secure any advantage against Metropolitan Housing Alliance or any person interested in the 
proposed contract; and that all statements in said proposal or bid are true. 

 ___________________________________________________   
Contractor 

 _____________________________________________________     
Signature and Title 

Subscribed and sworn to before me this _____________ day of _____________, 20________. 

_____________________ 
Notary Public 

_____________________ ____________________ 
My Commission Expires:   Affix Seal 



Metropolitan Housing Alliance ● Procurement Department ● 100 South Arch St. ● Little Rock, AR 72201 

FULL DISCLOSURE STATEMENT 

COMPANY NAME: ____________________________________________ 

1. Each officer or principal is to submit this Disclosure Statement, notarized (if a financial or personal interest
exists, vendors are required to make a Full Disclosure and should not submit this statement).

2. If a financial or personal interest exists between the principals, officers, directors and employees of the
vendor or any of their immediate family members and employees, officers an commissioners of the
Metropolitan Housing Alliance and their immediate family members full disclosure is required.

The undersigned certifies that, I, nor any members of my immediate family does not now and has 
not for the proceeding two years, had any interest, whatsoever, whether direct or indirect in the 
MHA or any of its members or officials including but not limited to the following: 

1. Financial or business interests – meaning any interest which yields or has the potential of yielding directly a
monetary or other material gain or benefit with any employees, officers and commissioners of MHA and
members of their immediate families.

2. Personal interest – meaning any interest arising from blood or marriage or from close business association,
notwithstanding whether any financial interest is involved with any employees, officers and commissioners
of MHA and members of their immediate families.

3. Employment or services rendered as a member, official or officer of MHA.

Sole Proprietorships Partnerships Corporations 

____________________ __________________ __________________________ 
Owner  Date Partner  Date President  Date 

__________________ __________________________ 
Partner  Date Vice President  Date 

__________________ __________________________ 
Partner  Date Secretary  Date 

______________________________ 
Notary   Date 

My Commission Expires: ______________________ 

Venders having a financial or personal interest as described above shall make immediate, full and complete 
disclosure in writing to the Executive Director. All full disclosures must be presented on Vendor’s letterhead, 
notarized and signed by the individual making the disclosure. 

WARNING 
All information is to be true and accurate. False, misleading statements or failure to provide information will 
disqualify vendor or contractor from bid. MHA reserves the right, based on the information provided, to 
determine if a conflict of interest is real or apparent and whether or not a vendor or contractor is qualified to 
be participating in the bidding process. 



Metropolitan Housing Alliance ● Procurement Department ● 100 South Arch St. ● Little Rock, AR 72201 

ATTACHMENT 4 

ACKNOWLEDGEMENT OF ADDENDA 

MHA General Counsel Service for the Board of Commissioners 

Contractor has received the following Addenda, receipt of which is hereby acknowledged: 

Addendum Number: Date Received: 

Addendum Number: Date Received: 

Addendum Number: Date Received: 

Addendum Number: Date Received: 

Addendum Number: Date Received: 

(Offerors Name) 

(Signature) 

(Printed or Typed Name) 
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