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QUINCY HOUSING AUTHORITY
REQUEST FOR PROPOSALS

QHA Job #2012-05
COMPUTER TRAINING FOR JOB READINESS,

LIFE ENRICHMENT AND
STAFF TRAINING

Proposals for furnishing the Quincy Housing Authority with staff to instruct housing
authority residents and employees at our on-site computer lab shall be received by the
Quincy Housing Authority, 80 Clay Street, Quincy, MA 02170, Attention: Kathleen
Healy, Administrative Assistant, until one p.m. on Tuesday, March 13, 2012 The
Proposer shall submit five (5) copies of its proposal. The Quincy Housing Authority
may conduct interviews onTuesday, March 20, 2012.

QHA’s training center’s mission is to offer computer training and job readiness to QHA’s
low income residents, including an after school program, enrichment classes for our
elderly and disabled residents as well as staff training.

Should the Quincy Housing Authority be closed due to uncontrolled events such as fire,
snow, ice, wind or building evacuation, the proposal deadline will be extended until
twelve noon of the next following business day.

The Quincy Housing Authority reserves the right to reject any and all proposals and to
accept the proposal it deems to be in the best interests of the Quincy Housing
Authority. The Authority will notify the successful Proposer of the award of the Contract,
if any, within thirty (30) days following the deadline for receipt of proposals.

The Quincy Housing Authority is an Equal Opportunity/Affirmative Action Employer,
including Minority and Woman Business Enterprises.

Joseph A. MacRitchie
Executive Director
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INTRODUCTION

Since 1996 the Quincy Housing Authority has run an on-site computer training program
with the purpose of enhancing the quality of life of our low income residents by
improving their employability and job skills. In 1999 the program evolved from a simple
computer training program into a computer training and job readiness program whereby
the classroom instructor also assists residents in resume writing, job search, completion
of job applications, interview skills and referrals to other agencies for support services
such as transitional assistance, clothing, and day care arrangements. The program
further evolved in 2008 to offer computer skills to enrich the lives of QHA’s Elderly/
Disabled population and to offer enhanced training to QHA staff QHA is considering
adding an after school program.

INSTRUCTIONS TO PROPOSERS

1. Proposal Forms

a. All proposals shall be submitted on 8.5” X 11” paper in two envelopes,
clearly marked on the exterior “QHA Job #2810- COMPUTER TRAINING
FOR JOB READINESS PROGRAM, LIFE ENRICHMENT CLASSES AND
STAFF TRAINING - Narrative Proposal”, and a second clearly marked on
the exterior with: “QHA Job #2012-05 - COMPUTER TRAINING FOR
JOB READINESS PROGRAM, LIFE ENRICHMENT CLASSES AND
STAFF TRAINING PROGRAM - Cost Proposal”.

b. The narrative proposal envelope will contain all narrative proposal
information, qualifications of project principals, anti-collusion and anti-
fraud certificates, reference list and all other proposal information except
cost information.

c. All cost proposal forms will be submitted in the second sealed "Cost
Proposal" envelope. The cost proposal form must be signed in ink by an
authorized official of the proposer.

d. Proposer may correct, modify or withdraw a Proposal by written notice
received by the Quincy Housing Authority prior to the time and date set as
the deadline for submission of proposals.

e. Both proposal envelopes shall be enclosed in a single envelope for
mailing or delivery purposes. Please mark the envelope “QHA Job #2012-
05 - Proposal Documents Enclosed – Attn: Kathleen Healy”.

f. The proposal shall be organized to respond to each evaluation criteria.

2. Minimum Evaluation Criteria

a. Cost - this is used to determine the monetary obligation to the Vendor
awarded the Contract. Cost will be evaluated separately after other
evaluation criteria. The Quincy Housing Authority reserves the right to



QHA Job #2012-05
Computer Training and Job Readiness,

Life Enrichment and Staff Training

2012 Computer School RFP 3

reject any and all proposals and to accept the proposal it deems to be in
the best interests of the Quincy Housing Authority.

b. Submission of satisfactory evidence that the Proposer’s project
principal(s) have been in the business of providing the services required
by this contract for a minimum of three years.

d. Submission of a resume showing work history, education, professional
skills, abilities and qualifications of principal(s) and every other person
who is proposed to perform administrative and teaching services on this
contract. If proposer does not have an existing employee who will be
assigned to this program, should the proposer be successful, they shall
submit the resume of a current employee who is serving as an instructor
in a similar environment. The hiring of all direct service employees shall
be subject to QHA approval.

e. Submission of at least (2) two favorable references from other agencies
which have been provided similar services by the vendor. (Describe
services provided and include contact person and telephone number.)

f. Submission of the following completed forms is required:

A. Anti-Collusion and Anti-Fraud Certificate

B. Tax Compliance Certification

C. Statement of Qualifications

F. Certifications, Representations, and Other
Statements of Offerors, Non-Construction

HUD 5369C

G. Certification of Compliance with Executive Order 481

H. Reference Form

L. Contractor Certification of Employee Conduct

Any MBE, SOMWBA or Section 3 Certifications.

3. Comparative Evaluation Criteria

All proposals meetings the above minimum criteria will be comparatively evaluated on
the basis of the following criteria and deemed non-advantageous, advantageous or
highly advantageous. Those proposals not meeting the minimum criteria will be deemed
unacceptable.

A. Plan of Services: The Proposer shall submit a detailed Plan of Services, not
more than ten pages long, which accomplishes the tasks described below, setting forth
who is proposed to perform each task and his or her qualifications to do so. A final Plan
of Services will be negotiated with the successful Proposer and will be incorporated in
the Contract.
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Construction of a Training Curriculum - General Requirements

The Authority will provide thirteen computers, two laser printers, a fax and a copier in
the training room with Internet access located at 26 Figurehead Lane, Quincy MA
02169. The vendor will construct curriculum for:

1) Computer Training and Job Readiness Program. Vendor will provide
qualified on-site staff to train tenants in keyboarding, Windows, Microsoft
Office and Quickbooks, basic functioning of electronic mail, Internet usage,
accessing employment opportunities and career development, including,
referral, cover letter and resume writing, and follow-up strategies.
Additionally, vendor will provide training in the proper use of office equipment.
The vendor will: conduct outreach; provide aggressive assistance with job
placement; provide a support service component to aid students in
addressing quality of life issues essential to maintaining employment. The
class attendees may be at various levels of skills, therefore individual
instruction will be required. The instructor shall be available to participants for
no less than 30 hours per week.

The program has historically consisted of classroom instruction from 9 a.m. to
2 p.m. on Monday, Wednesday, Thursday and Friday and from 9 a.m. to 11
a.m. on Tuesdays, excluding holidays as defined in Attachment M. Any
proposed schedule should include a minimum of twenty-two hours per week
of availability of the instructor for structured learning, job readiness and lab
assistance. The shorter Tuesday schedule is reflective of the fact that
Tuesdays are an early release day for Kindergarten through Fifth Grade in
the Quincy Public Schools.

The vendor will create marketing materials, assist in coordination of
community sessions that are offered during class hours and referral to other
QHA programs as appropriate.

2) Computer Training - Life Enrichment

Vendor will provide QHA’s Elderly/Disabled residents with basic internet skills,
computer and internet safety, e-mail and instruction in basic text document
preparation, preferably on Tuesday afternoons. Coordinate with outside
vendors to offer seminars on topics that will assist our elderly/disabled
residents in improving their quality of life, for example: Staying Healthy,
Understanding Available Benefits, Consumer Credit workshops. These
seminars will be offered on a first come first served basis. A minimum of 200
hours per year of classroom time/seminars will be provided.
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3) After School Program (Add Alternate)

Vendor will provide an after school program with a maximum enrollment of
twelve (12) participants on Monday, Wednesday, Thursday and Friday. The
purpose of this program would be to assist the participants in completing their
homework assignments with appropriate usage of the classroom facilities.

4) Staff Training

Proposer shall set forth a Plan of Services to train QHA employees on the
level of Windows installed on QHA’s terminal server. The current version is
Windows XP, MS Office 2003: MS Word, MS Excel, MS PowerPoint, MS
Access, MS Outlook, and Internet usage. QHA anticipates upgrading to
Office 2010 within the next year. There shall be a minimum of twelve three
and a half hour sessions offered to employees per year. The skill level of
attendees will vary, therefore group and individual instruction will be required.

Specific Requirements for Computer Training and Job Readiness Program

1) Any proposed schedule should include a minimum of thirty hours per
week of availability of the instructor for structured learning, job readiness
and lab assistance. Program hours may be adjusted as appropriate to
adapt to resident needs by the Authority’s Support Service Director. The
program has historically consisted of a day program, Monday through
Friday from 9:00 a.m. to 2:00 p.m., with the exception of Tuesday when
the hours were 9:00 a.m. to 11:00 a.m. and holidays.

Should QHA chose to contract for the after school program the hours of
operation of the computer training classroom would be 9:00 a.m. to 5:00
p.m. four days per week (Monday, Wednesday, Thursday and Friday).

2) All training must be conducted on-site at the Quincy Housing Authority, 26
Figurehead Lane, Quincy MA 02169, in the computer classroom. Offsite
job development activities may occur (i.e. Job Fairs, etc.) with the
approval of the Support Services Director

3) Provide qualified staff to instruct a maximum of thirteen (13) trainees in
each 10 week session in Windows and Microsoft Office, basic functioning
of electronic mail, and Internet usage as a resource, to a level where
graduates will have skills and proficiency sufficient for job market.

4) Provide qualified staff to instruct a maximum of thirteen (13) trainees in
Quickbooks. Proposer shall suggest an appropriate length of time for this
class. The scheduling of this class shall conform to the needs of QHA
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tenants which shall be determined by listing time preferences on an
enrollment application, i.e. if there are thirteen tenants who express an
interest in this class and more than five prefer an evening class due to
current employment, then the class will be held at night. In the event that
an evening is held, compensating adjustments day program will be made.
The Approval of QHA’s Executive Director must be obtained before
scheduling this as an evening class.

5) Provide qualified staff to instruct trainees in resume writing with cover
letter and thank-you letter, job development skills and workplace
socialization. Training in these areas must be sufficient to enable
graduates of the program to obtain and maintain permanent job
placement.

6) Assistance with job placement must be provided to the best extent
possible. The standard used to evaluate the effectiveness of the
Computer Training and Job Readiness portion of the program will be as
follows:

 80% accomplishment rate:
o 40% job placement
o 25% enhanced employment
o 10% Referred to Special Services (i.e.: MA Rehab Commission,

South Shore Mental Health, Operation Able, etc.)
o 5% Referred and enrolled to higher education

7) Provide QHA Director of Support Services with attendance records and
weekly reviews and/or comments regarding each trainee. The report
format and specific subject matter is to be determined by the Director of
Support Services.

8) All vendor staff must be approved by the Quincy Housing Authority. Staff
may not be substituted without the written consent of the Director of
Support Services, upon submission of such information as the Director
may require, including a resume and references regarding such
substitute.

9) Employment progress reports for participants in the Computer Training
and Job Readiness portion of the program shall be maintained by the
Vendor for each student during each individual’s attendance at the
computer school throughout the term of the contract. Such reports shall
contain, at a minimum, the number of job referrals made for such student,
the number of jobs for which s/he applied, the number of offers of
employment received, employment obtained and duration of such
employment. Support and follow up shall be provided to graduates during
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this time period. Such reports shall be submitted to the Director of Support
Services at such intervals as the Director shall require.

10) Training shall be limited to QHA tenants (conventional or leased housing)
or tenants of other Local Housing Authorities at the discretion of the
Director of Support Services.

11) Development and maintenance of a training brochure and other marketing
materials (i.e.: fliers, post cards, business cards, etc.) targeted to the
demographics of Quincy Housing Authority tenants, including but not
limited to coordination of design and mailing with Director of Support
Services.

12) Vendor will provide the installation of software and hardware
modifications, minor repairs to the server, the local network, and the
computer lab equipment as needed. Quincy Housing Authority expects
that these services will be compensated on an “in kind” basis.

The Plan of Services, which addresses all of the required tasks and is written in
a clear and understandable style, shall be deemed "advantageous." A Plan
which, in addition, demonstrates a method of accomplishing tasks which
enhances the likelihood of continued employment for graduates shall be deemed
"highly advantageous.” A Plan of Services which fails to address all of the
required tasks will be deemed “non-advantageous”.

B. The Vendor must demonstrate in its proposal submission that it has the ability to
carry through with computer training curriculum that meets the standards set forth
above. Responses to the comparative evaluation criteria shall include submission of
references, submission of existing brochures, information regarding prior programs
conducted by the Vendor, submission of resumes of individuals who will undertake the
administration and instruction of the training of students and demonstration of various
certifications of trainer proficiency, including any Microsoft Certifications. (If this
information is already submitted pursuant to minimum criteria #2(d), the Proposer shall
direct the Authority’s attention to such information in response to this comparative
evaluation criteria.) If the proposer does not have an existing employee who will be
assigned to this program should the proposer be successful, they may submit the
resume of a current employee who is serving as an instructor in a similar environment.
The hiring of all direct service employees shall be subject to QHA approval. A proposal
which demonstrates such ability shall be deemed "advantageous." A Plan which, in
addition, demonstrates the ability to collaborate within the community and build
networks which will be beneficial to the program and its students shall be deemed
“highly advantageous.” A proposal which fails to demonstrate such ability shall be
deemed “non-advantageous”.

C. The proposal whose project principal(s) (together with any person who is
proposed to perform services on this contract) have demonstrated more than five years
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of performing the services set forth in this RFP shall be deemed "advantageous." The
proposal whose project principal(s) (together with any person who is proposed to
perform services on this contract) have more than five years of performing the services
set forth in this RFP and have demonstrated such experience plus specialized
knowledge and experience with regard to the training of lower-income persons shall be
deemed "highly advantageous." (The Proposer is directed to supply information related
to this evaluation criteria.) A vendor who does not demonstrate that its proposed
instructor or current instructors at other facilities display at least two years of experience
in job placement will be deemed “non-advantageous”

C. The proposal whose project principal(s) (together with any person who has run a
successful after school program as set forth in this RFP shall be deemed
"advantageous." The proposal whose project principal(s) (together with any person who
is proposed to perform services on this contract) have run more than one successful
after school program shall be deemed "highly advantageous." (The Proposer is directed
to supply information related to this evaluation criteria.) A vendor who does not
demonstrate that its proposed instructor or current instructors who have experience with
an after school program will be deemed “non-advantageous” in that category.

D. The proposer should include samples of text books, training manuals, and other
printed or electronic curriculum support materials that will be utilized. Proposers not
submitting these materials will be deemed “non-advantageous”; a proposer submitting
these materials will be deemed “advantageous”; a proposer who submits these basic
instructional materials and includes new and innovative teaching instruments that have
the likelihood of improving the educational result will be deemed “highly advantageous”.

E. The proposer who fails to demonstrate in its submission that it has the ability to
meet the standards of all three components of the RFP (Job Readiness, Life
Enrichment and Staff Training) will be deemed “non-advantageous”. The proposer that
demonstrates in its submission that it has the ability to meet the standards of all three
components of the RFP shall be deemed “advantageous”. The Proposer that
demonstrates in its submission through prior performance that it has the ability to meet
or exceed the placement criteria in the Job Readiness portion of the RFP will be
considered “highly advantageous”.

F. A Plan of Services that proposes a Life Enrichment program that is seasonal in
nature will be deemed “non-advantageous”. A Plan of Services that proposes a
monthly Life Enrichment program will be deemed “advantageous”. A Plan of Services
that proposes a weekly Life Enrichment program will be deemed “highly advantageous”.

E. If the Proposer is a minority-owned or women-owned business enterprise or a
Section 3 business concern, as defined in Section 3 of the Housing and Urban
Development Act of 1968, as amended, the proposal will be given a rating of "highly
advantageous." Documentation of such status shall be submitted by the Proposer.
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F. A proposer acknowledging the HUD mandate to conform to Section 3 regulations,
should staff hiring become necessary, shall be given a rating of “advantageous.” A
proposer presenting an employment action plan to meet these requirements, should
staff hiring become necessary, shall be given a rating of “highly advantageous.” A
proposer who fails to acknowledge the Section 3 regulations shall be deemed “non-
advantageous”.

G. By undertaking this contract, Contractor certifies to the QHA that the inspectors
and any persons entering residents’ apartments and/or cellars have not been convicted
of any crimes against persons or property and/or other criminal acts that would
adversely affect the health, safety or welfare of residents. This shall be confirmed by
the Contractor obtaining a CORI Report on any and all of its employees that will be
conducting inspections. Contractors shall be responsible for the actions of its inspectors
and other personnel performing services on this contract and shall indemnify the QHA
in the event any claims should arise from the acts or omissions of such inspectors or
personnel. The Contractor shall execute and submit a Contractor Certification of
Employee Conduct.

4. Method of Payment/Price Proposals

The contract will be for a firm annual cost for one year as set forth on the Cost Proposal
form. The Quincy Housing Authority may, at its sole option, extend the contract for up
to two individual 1 year terms, or one 2 year term. The contractor may bill QHA on a
monthly basis for one-twelfth of the annual contract amount. The contractor shall
include with the invoice a list of all attendees which shall include whether the attendee
is a state or federal resident and whether they are housed in a family or elderly/disabled
development.

The contractor will be responsible for all other costs associated with said computer
school and shall not receive additional reimbursement for such items as training books,
mileage allowance, gasoline, postage, with the exception of the cost of QHA approved
mailing brochures, or other expenses. The Contractor, including its employees, agents,
and staff, will be an independent contractor and not an employee or agent of the
Authority for any purpose whatsoever, including withholding taxes, unemployment or
workman's compensation, health insurance, retirement benefits, vacation or sick leave.

The Authority may terminate this contract by notice to the Vendor at any time that the
Authority, in its discretion, deems that the Vendor's services are in any way
unsatisfactory or that the Authority no longer is desirous of continuing with the training
program covered by this contract for any reason, including, but not limited to,
insufficient enrollment and/or budgetary reasons.

The project director for the contract should be identified as such. It is expected that this
person will direct all facets of the project and be available as a point-of-contact with the
Authority. The Authority shall have the right to approve each person who is proposed to
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perform services on this contract. If the Proposer desires to replace persons who have
been identified as those who will perform work on the contract, it shall be done only with
the Quincy Housing Authority written approval.

5. Scope of Services

The services to be provided will be as set forth in the Proposer's Plan of Services and
as such the final Plan of Services shall be negotiated with the Authority pursuant to
M.G.L. c. 30B. The final scope of services shall be defined in a contract to be executed
with the successful Proposer based on the negotiated Plan of Services and price. The
time for completion shall be as set forth in the negotiated Plan of Services.

GENERAL CONDITIONS

1. General - It is the intent of these Contract Documents to provide a uniform basis
for selecting a Contractor to provide the services as outlined in the Request for
Proposal. The Awarding Authority, however, reserves the right to cancel the Contract at
any time without cause upon written notice to the consultant.

2. HUD Contract Terms - If the contract is funded with U.S. Dept. of Housing and
Urban Development (HUD) funds, contract provision forms required by said agency are
attached hereto and incorporated by reference. If attached to this RFP, the Proposer
shall complete and sign the form entitled "Representations, Certifications, and Other
Statements of Offerors (Non-Construction Contracts) Public and Indian Housing
Programs".

3. Insurance - Firms submitting bids must furnish the Authority with evidence
showing that the following insurance is in force and will cover all operations of the
contract. This insurance shall be provided at the contractor's expense and shall be in
full force and effect for the full term of the Contract. All policies shall be issued by
companies authorized to write that type of insurance under the laws of this
Commonwealth of Massachusetts.

A. COMMERCIAL GENERAL LIABILITY AND VEHICLE LIABILITY:

Provide the following minimum coverage with respect to the operations of the
Vendor and any employee of vendor, including coverage for owed, non-owned,
and hired vehicles:

Bodily Injury and $500,000 each person
Property Damage $500,000 each accident
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B. WORKER'S COMPENSATION:

Provide the following coverage in accordance with M.G.L. c. 149 §34A and c.
152 as amended:

Worker's compensation
Coverage A Provide Statutory Minimum

Employer's Liability $500,000 each accident
Coverage B $500,000 disease per

Employee
$500,000 disease policy

C. OWNER AS ADDITIONAL INSURED:
QHA shall be named as additional insured on the Contractor's commercial
General Liability Policy.

D. CERTIFICATES OF INSURANCE, POLICIES:
Certificates of insurance, acceptable to QHA, shall be submitted to QHA
simultaneously with the execution of the Contract. The Contractor shall file one
certified copy of all policies with QHA within thirty days after the Contract award.

E. CANCELLATION:
Cancellation of any insurance required by this contract, whether by the insurer or
the insured, shall not be valid unless written notice thereof is given by the party
proposing cancellation to the other party and QHA at least thirty days prior to the
effective date thereof, which shall be expressed in said notice.

4. Emergency Clause

The Vendor shall not be liable for delays or failures due to causes beyond its
reasonable control including: acts of God, war, fires, strikes, embargo, fault of the
Authority, etc., PROVIDED THAT, within five (5) days after such occurrence, the vendor
gives written explanation for the cause to the Director of Support Services. Said
Director will then ascertain the facts and extent of the delay and/or failure. Her/his
findings of the facts thereon shall be final and conclusive.

5. Indemnification

The Vendor shall indemnify, defend and save harmless the Quincy Housing Authority
and all its officers, agents and employees against all suits, claims of liability of every
nature and name, for or on account of all injuries to persons or damage to property
arising out of negligence of the Contractor in the performance of the work covered by
this Agreement, and/or failure to comply with the terms and conditions of this
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Agreement, whether by itself or its employees or subcontractors, or other agents
including reasonable attorney fees.

6. Payment

The Contractor shall invoice the Authority on a monthly basis for one twelfth of the
annual contract amount.

7. Contract Form

The attached contract (Appendix I) will become the contract of the Authority with the
vendor as well as the provisions of the Request for Proposals.

8. Development of Materials

All reports and materials prepared by the vendor specifically in performance of the
contract shall become the property of QHA and shall be delivered to QHA as needed or
upon completion of project.

9. Notification of Corporate Vote

Where the estimated dollar amount of the contract over a twelve month period exceeds
$10,000 and where the bidder is a corporation, the bidder must include with the bid a
corporate vote authorizing the person who signs the bid to do so (Appendix D).
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COMPUTER TRAINING AND JOB READINESS,
LIFE ENRICHMENT and STAFF TRAINING

CONTRACT NO. 2012-05

In accordance with the Quincy Housing Authority’s Request for Proposals for Computer
Training and Job Readiness Program, we submit our proposed fee for such services.

Acknowledge Addenda Number:

Amount: Year 1 ___dollars ($ )
written dollar amount

Year 1 ___dollars ($ )
(after school) written dollar amount

YEAR 1 TOTAL $_______________

Year 2 ___dollars ($ )
written dollar amount

Year 2 ___dollars ($ )
(after school) written dollar amount

YEAR 2 TOTAL $_______________

Year 3 ___dollars ($ )
written dollar amount

Year 3 ___dollars ($ )
(after school) written dollar amount

YEAR 3 TOTAL $_______________

Proposer:

BY:
Signature of Authorized Officer Date

Printed Name and Title

This form must be signed in ink
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Appendix A

QUINCY HOUSING AUTHORITY

Computer Training and Job Readiness,
Life Enrichment and Staff Training

CONTRACT NO. 2012-05

ANTI-COLLUSION AND ANTI-FRAUD CERTIFICATE

The undersigned certifies under penalties of perjury that this bid or proposal has been
made and submitted in good faith and without collusion or fraud with any Authority official or
employee or agent, either directly or indirectly. The Contractor declares that, as of the date of
this Proposal, no Authority official, either directly or indirectly, has a financial interest in this
proposal, and furthermore, the Contractor pledges that it shall notify the Authority in writing
should any Authority official acquire, either directly or indirectly, a financial interest in this
Proposal. The Contractor further declares that, as of the date of the Proposal, neither it nor any
person on its behalf, has given or donated or promised to give or donate, either directly or
indirectly, to any Authority official or employee or to anyone else, for his/her benefit, any sum of
money or other thing of value, for aid or assistance in obtaining this Contract. The Contractor
pledges that, in the future, neither it nor any person on its behalf, will give or donate or promise
to give or donate, either directly or indirectly, to any Authority official or employee or to anyone
else, for his/her benefit, any sum of money or other thing of value, for aid or assistance in
obtaining this Contract.

________________________________________

(Person signing bid or proposal)

________________________________________
(Name of business)



Appendix B

TAX COMPLIANCE CERTIFICATION

Pursuant to M.G.L. c. 62C, §49A, I certify under the penalties of perjury that, to the best of my
knowledge and belief, I am in compliance with all laws of the Commonwealth relating to taxes,
reporting of employees and contractors, and withholding and remitting child support.

___________________________________________
Signature of person submitting bid or proposal

___________________________________________
Name of business



Appendix C

STATEMENT OF QUALIFICATIONS FORM

A. Name and address of Consultant:
__________________________________________________________

B. _____ Corporation _____Partnership _____ Sole Proprietorship

C. Name of President or Owners: ________________________________________

________________________________________
(Title)

D. Number of years in business: ____________________________

E. Number of Employees: ____________________________

F. Please list all individuals in the firm, number of years with the company, and tasks to be
performed by each. Attach Resumes.

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

_____________________

G. References:

COMPANY CONTACT NAME AND PHONE NUMBER
_______________________ ________________________________________

_______________________ ________________________________________

_______________________ ________________________________________

_______________________ ________________________________________

H. Signature of individual preparing statement:

_________________________________________
(Signature)
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Appendix G

CERTIFICATION OF COMPLIANCE WITH
EXECUTIVE ORDER 481
(Undocumented Workers)

WORKER DOCUMENTATION CERTIFICATION. In accordance with Executive Order
481 the undersigned further certifies under the penalties of perjury that the Contractor shall not
knowingly use undocumented workers in connection with the performance of this contract; that
pursuant to federal requirements, the Contractor shall verify the immigration status of all workers
assigned to such contract without engaging in unlawful discrimination; and shall not knowingly
or recklessly alter, falsify, or accept altered or falsified documents from any such worker(s). The
Contractor understands and agrees that breach of any of these terms during the contract period
may be regarded as a material breach, subjecting the Contractor to sanctions, including but not
limited to monetary penalties, withholding of payments, contract suspension or termination.

Signature

Title



Appendix H

REFERENCE FORM

Proposer:
RFP Title:

Proposer must provide references for all contracts performed within the past two (2) years

of similar size and scope to this contract.

Reference: Contact:
Address: Phone:

Fax:
Description and date(s) of supplies or services provided:

Reference: Contact:
Address: Phone:

Fax:
Description and date(s) of supplies or services provided:

Reference: Contact:
Address: Phone:

Fax:
Description and date(s) of supplies or services provided:

Reference: Contact:
Address: Phone:

Fax:
Description and date(s) of supplies or services provided:
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QUINCY HOUSING AUTHORITY

CONTRACT FORM

THIS AGREEMENT, is hereby made the _____ day of _____, in the year _________ by and
between:

________________________________________________________________________

________________________________________________________________________

(hereinafter called the “Contractor”) and the Quincy Housing Authority (hereinafter called the
“Authority”).

The Quincy Housing Authority is an Equal Opportunity/Affirmative Action Employer,
including Minority and Woman Business Enterprises.

WITNESSETH: that the Contractor and the Authority for the consideration hereinafter
stated agree as follows:

ARTICLE 1 - SCOPE OF WORK

The Contractor shall furnish all the materials, perform all the work described in the Request for
Proposal entitled Computer Training and Job Readiness, Life Enrichment and Staff Training, and
shall do everything required by this Contract, the General Conditions of the Contract and the
negotiated Plan of Services attached hereto.

ARTICLE 2 - CONTRACT SUM

The Authority shall pay the Contractor for the performance of all the obligations of this
Contract, subject to additions and deductions provided therein, in current funds to be invoiced on
a monthly basis for not more than the sum of $ ____________. Payment will be based upon
services performed by ______________________ at the annual rate of
_____________________.

The contractor shall include with the invoice a list of all attendees which shall include whether
the attendee is a state or federal resident and whether they are housed in a family or
elderly/disabled development.

ARTICLE 3 - CONTRACT DOCUMENTS

The Request for Proposals, together with the Plan of Services and this Contract form
shall constitute the Agreement of the Authority with the Contractor.
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ARTICLE 4 - INCORPORATION OF STATUTES BY REFERENCE

The statutes of the Commonwealth of Massachusetts and the U.S. Dept. of Housing and
Urban Development in any way related to the provision of services, particularly with reference to
labor, shall be strictly complied with by the Contractor, and it is understood that all such statutes
are incorporated by reference in this Contract.

ARTICLE 5 - COMPLETION OF WORK

All provisions related to time of completion of the work are of essence of this Contract.

ARTICLE 6 - MEMBERS OF THE BOARD OF COMMISSIONERS

It is hereby expressly agreed that the members of the Board of Commissioners are not
personally liable in any way under this Agreement or as to any representation pertaining to said
Agreement.

ARTICLE 7 - HOLD HARMLESS CLAUSE

The Contractor shall indemnify, defend and save harmless the Authority and all its
officers, agents and employees against all suits, claims of liability of every nature and name, for
or on account of any injuries to persons or damage to property arising out of the negligence of
the Contractor in the performance of the work covered by this Agreement, and/or failure to
comply with the terms and conditions of this Agreement, whether by itself or its employees or
subcontractors, or other agents, including reasonable attorneys fees.

ARTICLE 8 - DISCRIMINATION

In the performance of this Contract, contractor shall not permit discrimination against any
person because of race, color, religious creed, age, sex, marital status, national origin, ancestry or
physical disability in any manner prohibited by the laws of the United States or the
Commonwealth of Massachusetts.

ARTICLE 9 - NON-COLLUSION

The Contractor declares that, as of the date of this Contract, no Authority official, either
directly or indirectly, has a financial interest in this Contract, and furthermore, the Contractor
pledges that it shall notify the Authority in writing should any Authority official acquire, either
directly or indirectly, a financial interest in this Contract. The Contractor further declares that, as
of the date of the Contract, it has not given or donated or promised to donate, either directly or
indirectly, to any Authority official or employee or to anyone else, for his/her benefit, any sum of
money or other thing of value for aid to assistance in obtaining this Contract. The Contractor
pledges that neither it nor any other officer, agent or employee of the Contractor shall give or
donate or promise to give or donate, either directly or indirectly, to any Authority official or
employee or any one else, for his/her benefit, any sum of money or other thing of value, for aid
or assistance in obtaining any Contract with the Authority.
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ARTICLE 10 - ASSIGNMENT

Neither the Authority nor the Contractor shall assign or transfer any interest in this
Contract without the prior written consent of the other.

ARTICLE 11 - COMPLIANCE

The Contractor, prior to the issuance of the Contract, shall attest under the penalties of
perjury that his or her firm is in compliance with all the laws of the Commonwealth of
Massachusetts relating to taxes. This statement is required in accordance with MGL Chapter
62C, Section 49A. In order to expedite the proposal process, proposers may submit a
certification contained herein along with their proposals.

Pursuant to MGL Chapter 52C, Section 49A, I certify under the penalties of perjury that
I, to my best knowledge and belief, have filed all state tax returns and paid all state taxes
required by law.

IN WITNESS THEREOF, the parties hereto set their hands and seals.

Quincy Housing Authority by:

___________________________________ _________________________
Date

Contractor:

___________________________________ _________________________
Date

by_________________________________

Social Security Number of Federal Identification Number
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TABLE 5.1 MANDATORY CONTRACT CLAUSES FOR SMALL PURCHASES

OTHER THAN CONSTRUCTION

The following contract clauses are required in contracts pursuant to 24 CFR 85.36(i) and Section 6002 of the Solid
Waste Disposal Act, as amended by the Resource Conservation and Recovery Act. HUD is permitted to require
changes, remedies, changed conditions, access and records retention, suspension of work, and other clauses approved
by the Office of Federal Procurement Policy. The PHA and contractor is also subject to other Federal laws including
the U.S. Housing Act of 1937, as amended, Federal regulations, and state law and regulations.

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

Right in Data and Patent Rights (Ownership and Proprietary Interest). The PHA shall have exclusive ownership
of, all proprietary interest in, and the right to full and exclusive possession of all information, materials, and
documents discovered or produced by Contractor pursuant to the terms of this Contract, including, but not limited to,
reports, memoranda or letters concerning the research and reporting tasks of the Contract.

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

Procurement of Recovered Materials

(a) In accordance with Section 6002 of the Solid Waste Disposal Act, as amended by the Resource Conservation and
Recovery Act, the Contractor shall procure items designated in guidelines of the Environmental Protection
Agency (EPA) at 40 CFR Part 247 that contain the highest percentage of recovered materials practicable,
consistent with maintaining a satisfactory level of competition. The Contractor shall procure items designated in
the EPA guidelines that contain the highest percentage of recovered materials practicable unless the Contractor
determines that such items: (1) are not reasonably available in a reasonable period of time; (2) fail to meet
reasonable performance standards, which shall be determined on the basis of the guidelines of the National
Institute of Standards and Technology, if applicable to the item; or (3) are only available at an unreasonable price.

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

Termination for Cause and for Convenience (contracts of $10,000 or more).

(a) The PHA may terminate this contract in whole, or from time to time in part, for the PHA’s convenience or the
failure of the Contractor to fulfill the contract obligations (cause/default). The PHA shall terminate by delivering
to the Contractor a written Notice of Termination specifying the nature, extent, and effective date of the
termination. Upon receipt of the notice, the Contractor shall: (1) immediately discontinue all services affected
(unless the notice directs otherwise), and (2) deliver to the PHA all information, reports, papers, and other
materials accumulated or generated in performing the contract, whether completed or in process.

(b) If the termination is for the convenience of the PHA, the PHA shall be liable only for payment for services
rendered before the effective date of the termination.

(c) If the termination is due to the failure of the Contractor to fulfill its obligations under the contract (cause/default),
the PHA may (1) require the Contractor to deliver to it, in the manner and to the extent directed by the PHA, any
work described in the Notice of Termination; (2) take over the work and prosecute the same to completion by
contract of otherwise, and the Contractor shall be liable for any additional cost incurred by the PHA; and (3)
withhold any payments to the Contractor, for the purpose of set-off or partial payment, as the case may be, of
amounts owned by the PHA by the Contractor. In the event of termination for cause/default, the PHA shall be
liable to the Contractor for reasonable costs incurred by the Contractor before the effective date of the
termination. Any dispute shall be decided by the Contracting Officer.
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SECTION 3 OF THE HOUSING AND URBAN DEVELOPMENT ACT OF 1968

Operational Plan Summary:

The Quincy Housing Authority (QHA) is committed in assisting the residents of its housing
developments and voucher participants to achieve self-sufficiency by providing opportunities for
training and employment. The QHA provides employment opportunities on construction
projects by encouraging its contractors to hire qualified residents of QHA housing, refers and
connects residents to job training and placement opportunities, and provides coordination that
facilitates these efforts. The QHA provides employment opportunities by hiring qualified
residents of QHA public housing to fill available QHA positions.

 The QHA will formalize recruiting and hiring policies and practices that commit to a goal
that allows at least 30% of the aggregate number of new hires each year at the QHA to
be qualifying public housing residents.

 The QHA requires all contractors and subcontractors to commit to a goal to hire
qualifying QHA residents for at least 30% of the new positions created as a result of
contracts with QHA in the amount of $25,000.00 or more.

 The QHA commits to a goal that at least 10% of the total dollar amount of contracts for
construction, repair and rehabilitation be awarded to qualifying Section 3 business con-
cerns and that at least 3% of the total dollar amount of all other QHA contracts are
awarded to qualifying Section 3 business concerns.

 The QHA refers and informs the residents of public housing of available job training,
education, and personal development programs in order to establish a potential
qualifying list of job applicants. In order to assist residents in these efforts, the QHA will
direct residents towards any additional support services required for participation.

Implementation:

The office of the Assistant Director is charged with the overall responsibility of Section 3
implementation and maintaining all pertinent information and records as required. To be
effective and responsive in this endeavor this office works closely with the office/department of
Administration, Modernization, Maintenance, Finance, Resident Services and the Harborview
Resident Council.

In order to comply with the Section 3 mandate, the QHA undertakes activities such as:

 Overall outreach and recruitment to residents;
 Publicizing the availability of job opportunities;
 Providing information and referral to residents relevant to training and educational
programs in order to promote job readiness;

 Making provisions in all contracts relevant to resident hiring;
 Maintaining lists of Section 3 business concerns and their specialties;
 Assisting Section 3 business concerns in areas as requested to make them eligible for
participation with QHA activities.
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CONTRACTOR CERTIFICATION OF
EMPLOYEE CONDUCT

By undertaking this contract, vendor certifies to the Authority that the instructors, and any persons
entering residents’ apartments and/or cellars have not been convicted of any crimes against persons or
property and/or other criminal acts that would adversely affect the health, safety or welfare of residents.
Contractors shall be responsible for the actions of its instructors and other personnel performing services
on this contract and shall indemnify the Authority in the event any claims should arise from the acts or
omissions of such instructors or personnel.

________________________________________ ________________________
Name and Title Date

_________________________________________
Name of business
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QUINCY HOUSING AUTHORITY

HOLIDAYS

New Year’s Day Columbus Day

Martin Luther King Day Veteran’s Day

President’s Day Thanksgiving Day (QHA Skeleton)

Good Friday (1/2 day) Day before Christmas

Patriot’s Day Christmas Day

Memorial Day Day after Thanksgiving

Independence Day

Labor Day

Day before New Year’s (QHA

Skeleton)


