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Date:   October 4, 2021 
 
To:   Prospective Respondents 
 
Subject:  Request for Proposals (RFP) No. 2021-02 Unarmed Security Guard Services 
 
Date/Time Due: October 31, 2021, 2:00 p.m. CST 
 
Point of Contact: Jean Wingler, Procurement & IT Manager 
 
 
The Housing Authority of Champaign County (HACC) is accepting proposals from qualified firms to 
provide Unarmed Security Guard Services for two sites as specified in the RFP.  This is a request for 
proposal (RFP) and is not an offer to contract.  Instead, this RFP seeks to establish a common 
framework within which a contract may be reached between the proposer and the Housing Authority of 
Champaign County. 
 
A copy of the RFP can be obtained by sending an e-mail request to jeanw@hacc.net with the subject 
line “RFP for Unarmed Security Guard Services”.   All Addenda will be posted on the HACC’s 
website https://hacc.net/procurement/.  Any changes that are issued before the proposal submission 
deadline shall be binding upon all prospective Respondents. 
 
Proposals will be accepted electronically until 2:00 p.m. local time, October 31, 2021.  Vendors should 
e-mail their proposal to Jean Wingler at jeanw@hacc.net.  Please include in the subject line “RFP for 
Unarmed Security Guard Services”. 
 
Proposals received after this date and time will be handled in accordance with the provisions in form 
HUD-5369-B.  Proposals will be held in confidence and not released in any manner until after contract 
award.   
 
By submission of a proposal, all respondents agree, upon HACC acceptance the selected firm will enter 
into a contract with the HACC to complete all work as required in the contract documents and for the 
contract price.  The respondent further accepts all of the terms and conditions of the RFP.   
 
The proposals shall be prepared in accordance with the attached RFP. As stated in the RFP, proposals 
will be evaluated by the HACC.  Formal communication such as requests for clarification and/or 
information concerning this solicitation shall be submitted in writing to Jean Wingler, jeanw@hacc.net, 
no later than 7 days prior to the due date of the proposal. 
 
 
 

 
 
 

mailto:jeanw@hacc.net
https://hacc.net/procurement/
mailto:jeanw@hacc.net
mailto:wandag@tgha.net
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I. Introduction 
 

The Housing Authority of Champaign County provides assistance to low and 
moderate-income households of Champaign County through a variety of 
housing supportive service programs. These programs include affordable 
communities owned by HACC affiliates and managed by HACC, mixed-income 
communities sponsored by HACC, supportive housing for individuals with 
special needs, emergency shelter for homeless families with children, and 
homeownership opportunities. HACC also administers a Housing Choice 
Voucher Program which provides project-based and tenant-based rental 
assistance.  

 
In 2010, HACC was awarded the designation of "Moving to Work". This MTW 
designation allows HACC to design and test innovative, local strategies for 
providing low-income families with affordable housing and a path to economic 
independence. 

 
The Housing Authority of Champaign County (HACC) is seeking proposals from 
qualified, licensed, and insured entities to provide unarmed security guard 
services.  All proposals submitted in response to this solicitation must conform 
to all of the requirements and specifications outlined within this document and 
any designated attachments in its entirety.   
 

II. Purpose of RFP 
 
 

The Housing Authority of Champaign County (HACC) is requesting proposals 
for unarmed security guard services at two locations: 
 

• Steer Place:  1202 E. Harding, Urbana, IL 61801 
• Washington Square:  108 W. Washington, Champaign, IL 61820 

 
A. RFP Terms and Conditions 

 
1. All proposals shall remain valid for a period of sixty (60) calendar days 

after the date specified for receipt of proposals. All costs of the 
proposal process, interviews, contract negotiation, and related 
expenses, are solely the responsibility of the vendors. 

 
2. Contractor shall comply with all applicable federal, state, and local 

laws, rules, regulations, ordinances, and codes and obtain any 
licenses or permits required to provide the services.  Obtaining 
licenses and permits shall be the sole responsibility of the Proposer. 

 
3. Contractor may not use any subcontractors to accomplish any portion 
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of their services described with the RFP documents or the contract 
without the prior written permission of the HACC.  Any substitution of 
subcontractors must be approved in writing by the HACC prior to their 
engagement.  All requirements for the Contractor shall also apply to 
any and all subcontractors.  It is the Contractors’ responsibility to 
ensure the compliance by the subcontractors.  Regardless of the 
subcontracting, the Contractor remains liable to the HACC for the 
performance under the contract.   

 

B. Contract Period 
 

The term of the contract awarded shall be for one (1) year, with the option to 
renew the contract for four (4) one-year periods based on satisfactory 
performance.  The total contract time is not to exceed five (5) years.  

 

III. Electronic RFP Bid Notification 
 
 

HACC will provide an electronic copy of the Proposal Format and Bidding 
Requirements for this RFP in Microsoft Word. The intent is to save significant 
time for vendors responding to the RFP. Elaborate proposals are not necessary. 
Quality, substance, brevity, clarity, and responsiveness to HACC’s 
requirements as outlined in the RFP will be highly regarded throughout the 
evaluation process. 

 
To request a copy of this RFP, please send an e-mail request with the subject 
line ‘Unarmed Security Guard Services RFP Copy Request’ to jeanw@hacc.net 
 

IV. HACC’s Reservation of Rights 
 

        HACC reserves the right, without liability, to: 
 

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

• Not to award a contract pursuant to the RFP 
• Terminate a contract awarded pursuant to this RFP, at any time for its 

convenience upon 30 days written notice to the successful Respondent 
• Determine the days, hours, and locations in which the services are 

performed in this RFP 
• Retain all proposals submitted and not permit withdrawal for a period of 

60 days subsequent to the deadline for receiving proposals without the 
written consent from HACC. 

• Negotiate the fees proposed by the proposer entity 
• Reject and not consider any proposal that does not meet the requirements 

mailto:jeanw@hacc.net
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of this RFP, including but not necessarily limited to incomplete proposals 
and/or proposals offering alternate or non-requested services 

• The Agency shall have no obligation to compensate any proposer for any 
costs incurred in responding to this RFP 

• At any time during the RFP or contract process to prohibit any further 
participation by a proposer or reject any proposal submitted that does not 
conform to any of the requirements detailed herein. Each prospective 
proposer thereby agrees to abide by all terms and conditions listed within 
this document, and further agrees that he/she will inform the HACC 
contact person in writing within 5 days of the discovery of any item listed 
herein or of any item that is issued thereafter by the Authority that he/she 
feels needs to be addressed. Failure to abide by this time frame shall 
relieve the Authority, but not the prospective proposer, of any 
responsibility pertaining to such issue. 

         

V. Scope of Work 
 
 

A. Minimum Qualifications 
 

1. Contractor shall comply with all applicable federal, state, and local 
laws, rules, regulations, ordinances, and codes, and obtain any 
licenses or permits required by the State of Illinois to provide the 
services.  A copy of the license must accompany your response.  
All security guard personnel must have current licenses and permits 
as mandated by local, state, and federal requirements.   
 

2. Contractor must have an established record of providing professional 
security guard service for a minimum of two (2) years. 

 

B. General Requirements 
 

1. The contractor shall provide unarmed security services at two 
locations four (4) days per week to include holidays between 
the hours of 7:00 p.m. and 7:00 a.m.  Specific days and times 
to be determined after award of contract.  HACC has the right 
to adjust the hours, days, and/or number of security guards to 
be provided under this Agreement.  
 

2. A guard is required to be at the main entrance of each building 
at all times during each shift.  Contractor shall supply a cellular 
phone to each guard assigned under this proposed contract for 
the purpose of contacting law enforcement if needed. 

 
3. Contractor shall provide a Daily Activity Log that shall be 
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completed by the security guard for each location specified 
herein.  The Daily Activity Log shall accurately specify the 
hours worked and the duties performed by the security guard 
for each day or shift.  The Daily Activity Log shall be emailed 
at the end of the shift or day to the person(s) designated by 
HACC. 

 
4. Contractor shall provide uniforms and/or ID badges for all 

employees working on HACC properties.  No employee will be 
allowed on HACC’s properties out of uniform and/or without an 
ID badge. 

 
5. Contractor must agree to assign an experienced account 

manager who shall be responsible for assuring all 
requirements described herein are fulfilled. 

 
6. The contractor will provide the Authority with the names of all 

security personnel performing under the contract and submit 
updated information as changes occur in a timely manner.  
Contractor shall keep accurate timesheets for all employees 
assigned to perform duties under this RFP. 

 
7. If a Security Officer is unable to report to duty as scheduled, the 

contractor shall immediately provide a replacement to begin at the 
designated scheduled time.  

 
8. Due to COVID-19, security guards must wear a mask while on 

duty and take necessary precautions in compliance with CDC 
regulations and State of Illinois mandates. 

 
9. The contractor will ensure that all assigned security guards 

meet the following requirements: 
 

• Be well-groomed and professionally uniformed at all 
times while on duty.  This includes clean appropriate 
personal hygiene 

• Are punctual 
• Display a well-maintained appearance 
• Remain awake and alert at all times 
• Are professional and courteous in behavior and attitude 
• Have command of the English language and able to 

communicate with the public 
• Have the necessary training and license as specified by 

the State of Illinois 
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C. General Security Guard Duties/Responsibilities 

The general duties for each security guard include, but are not limited to, the                    
following. 

1. Monitor all entrances and exits to ensure that all doors are secure and that 
no one is admitted entrance to the building without proper identification 
and/or written authorization. 
 

2. Guards are required to ask visitors for a form of governmental approved 
photo identification prior to entry to HACC buildings.  This information is to 
be documented on the visitor sign-in/sign-out sheet reflecting the name of 
each person entering the building, the unit where they can be found while 
in the building, the time they came in and the time leaving the building. 

 
3. Perform walks around each floor of the building, including stairwells, and 

report any suspicious activity. 
 

4. Prepare and submit a daily report or log reflecting all activities which 
occurred while the guard was on duty, including reports which state that no 
activity occurred. 

 
5. Personal visitors are not allowed under any circumstance and personal 

telephone calls are not to be made while on duty.  
 

6. Identify persons and/or residential units involved in drug or suspicious 
activity and note the destinations of such individuals.  Such activities 
should be reported to the police and noted in the daily report. 

 

VI.   Evaluation Process 
 
 

HACC will initially screen the proposals, rate according to evaluation factors below and 
at HACC discretion interview the most qualified firms.  HACC may then negotiate the 
fees with the firm that meets the needs of the HACC.  Proposals must be submitted in 
accordance with instructions provided in the RFP.  Failure to submit a complete 
proposal at the time and date due shall result in elimination from evaluation and award 
consideration. 
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Proposals will be rated using the following criteria resulting in a maximum score of 100 
points: 

 
EVALUATION CRITERIA 

MAXIMUM 
POINTS 

Comprehensiveness of Respondent’s proposed services 15 
Respondent’s experience and credentials and its principals providing 
services, including size of its client base. Provide 3 to 5 references. 30 
Qualifications and experience of security guards and supervisor 20 
Respondent’s proposed costs of services 25 
MBE/Section 3 status 10 

 
HACC reserves the right to award without discussion if the quality of the initial proposals 
received is such that no purpose would be served by conducting negotiations.  The HACC 
reserves the right to reject any or all proposals and to waive any informality in the proposals.  
Formal communication such as requests for clarification and/or information concerning this 
solicitation shall be submitted in writing to Jean Wingler via email jeanw@hacc.net no later 
than 7 days prior to due date of the proposal. 
 
 

VII.  Proposal Submission 
 

 ITEMS TO SUBMIT WITH PROPOSAL: 

1. Description of firm, including number of years in business; 
2. Résumés of persons that will be assigned duties in this proposed contract.  

HACC expects selected firm to provide one (1) point of contact who will 
communicate with and be available to the HACC Procurement & IT 
Manager; 

3. All licenses required by the State of Illinois to provide services under this 
RFP; 

4. Cost Proposal for a one (1) year contract and Option to Extend for four (4) 
additional years; 

5. References – List 3-5 clients under which similar services are currently being 
provided. Information shall include at minimum: Client’s company name; 
contact person who has direct knowledge of Respondent’s service record; 
address; phone number; email address, etc.; 

6. Certifications included in RFP Attachment 3; 
7. HUD Forms; 
8. Proof of insurance per Attachment 4; 
9. Hold Harmless Agreement 
10. Section 3/MBE certification (if applicable)  
11. Include for HACC’s review and consideration an “Example” of Respondent’s 

Form of Agreement for same type services  
 

 

mailto:jeanw@hacc.net
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SUBMISSION REQUIREMENTS 
Proposals shall be submitted via email to Jean Wingler at jeanw@hacc.net .  Proposals 
must be received by 2:00 p.m. local time, October 31, 2021. Failure by any respondent to 
submit proposal as stipulated will result in disqualification. 
 
By responding to this RFP, the respondent accepts all terms and conditions of the RFP.  No 
proposals may be withdrawn after the due date and all stated terms and conditions stipulated 
in the RFP are in effect for 60 days.  Addenda, if any, will be posted on the HACC website.  It 
is the bidder’s responsibility to check the website prior to submission, www.hacc.net .   
 
HACC will not be responsible for any costs or expenses incurred by any respondent who 
submits a response to this RFP or, prior to entering into a contract, complying with its 
requirements, specifications, terms, or conditions.  HACC is an Equal Opportunity Employer 
and encourages such practices for its contractors. Minority and women owned businesses 
are encouraged to respond. 
 
 
 

VIII. Attachment 1 – Instructions to Offerors - HUD-5369-B 
 

(Document begins on following page) 
  

mailto:jeanw@hacc.net
http://www.hacc.net/
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IX. Attachment 2 – HUD-5370-C1 
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X. Attachment 3 - Non-Collusive Affidavit 
 
 

(i)  NON-COLLUSIVE 
(ii)  AFFIDAVIT 

 
 
 
 

STATE OF   
 
 
 

COUNTY OF    
 

  , being first duly 

sworn deposes and says: 

THAT he/she is   (an owner/principal/partner of the 
 

Firm  of)   the party 

making the foregoing proposal or bid, that such 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 of affidavit or any 
other bidder, or to fix any overhead, profit, or cost element of said bid price, or of that of 
any  bidder  or  to  secure  any  advantage  against  the  Housing Authority of Champaign  
or  any  person  interested  in  the  proposed  contract;  that  all  statements contained in 
said proposal or bid are true. 

 
 
 

(Name of Bidder if Bidder is an individual) 
(Name of Partner if the Bidder is a Partnership) 
(Name of Officer if the Bidder is a Corporation) 

 
 
 

Subscribed and sworn to this 
 

  day of    
 
 
 
 

NOTARY PUBLIC 
 

MY COMMISSION EXPIRES    
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XI.  Attachment 4 – Insurance Requirements 
 
 

Contractor shall maintain in force, during the full term hereof, insurance in the following 
amounts and coverage: 

 
Workers Compensation: Insurance covering all employees and owners performing work 
or providing services meeting statutory limits in compliance with the applicable state and 
federal laws. The coverage must include employers’ liability with a limit of $100,000 for 
each accident, $100,000 bodily injury by disease each owner/employee, and $500,000 
bodily injury by disease policy limit. Where applicable, coverage shall meet any additional 
requirements of state and federal law. 

 
Comprehensive General Liability: Coverage shall have minimum limits of $1,000,000 
per occurrence, combined single limit for bodily injury liability and property damage liability. 
This shall include premises and/or operations; independent contractors; products and 
completed operations and contractual liability. 

 
Business Auto Liability:  Coverage shall have minimum limits of $500,000 per occurrence, 
combined single limit for bodily injury liability and property damage liability. This shall 
include owned vehicles, hired and non-owned vehicles and employee non- ownership. 

 
Professional Liability:  Coverage shall have limits not less than $1,000,000 each claim 
with respect to negligent acts, errors and omissions, and any deductible not to exceed 
$50,000 each claim. 

 
Housing Authority of Champaign County is to be listed as Additional Insured on both the 
comprehensive general liability and business auto liability policies. HACC shall be named 
as the Certificate Holder using the following name and address: 

 
HACC does require a valid, up to date copy of your policy to be maintained on file with 
our Procurement Office during the duration of any service or particular project. Renewal 
certificates shall be sent to HACC via fax or mail 30 days prior to any expiration date. In 
addition, there shall be a 30-day notification to HACC in the event of cancellation or 
modification of any stipulated insurance coverage. 

 
 
 

Certificates of insurance, in forma and with insurers satisfactory to HACC, evidencing 
coverage above shall be furnished to HACC before commencing any work under this 
Agreement (including any entry onto the Property), with complete copies of policies 
upon HACC request. 

 
Approval of insurance by HACC shall not relieve or decrease the liability of Contractor 
hereunder. 
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XII.   Attachment 5 – Section 3 - Contracting 
 
All contractors claiming a preference in contracting by meeting any of the three qualifications 
including; a Resident Owned Business, Hiring 30% of New Hires and/or Sub-contracting at least 
25% of total award to a Section 3 Concern shall maintain that status throughout the life of the 
contract.  Failure to meet this requirement will result in penalties up to and including contract 
termination.  HACC shall execute these remedies to achieve compliance in this order: 
 

1. Based on the first observation or report of non-compliance with Section 3, the contractor will 
be sent an e-mail by the compliance management contractor notifying them of their non-
compliance issue.  The contractor will have until the next payroll or fourteen (14) calendar 
days, whichever is lesser to bring the contract into compliance. 
 

2. If at any time a contractor fails to bring the contract into compliance, HACC must withhold 
all future payments until the contract is in compliance. 
 

3. The contractor shall have up to fifteen (15) business days from the most recent notice of 
non-compliance to meet compliance as a final cure period or justify in writing to HACC why 
it cannot meet compliance.  The HACC must render a response to the contractor within ten 
(10) business days of receipt of its letter of reason for non-compliance.   If HACC deems 
the cause to be unacceptable it, at its option, can extend the cause period one time for up 
to ten (10) days to allow the contractor to identify and secure other compliance options, or 
 

4. If the contractor fails to take any corrective action to bring the contract into compliance within 
twenty (20) business days from the most recent notice of non-compliance, or HACC does 
not accept any of their corrective plans or justifications for non-compliance, HACC must 
terminate the contract immediately.  All funds due to the contractor shall be held and a 
financial workout of the agreement shall proceed within twenty-four (24) hours of 
termination.  The workout is to include a contract deduct equal to 5% of the total contract 
award to be deposited into an account held and managed by HACC to pay for future Section 
3 employment related training for HACC Tier 1 residents.  All remaining funds can be paid 
out based on work satisfactorily completed per the agreement. 

 
Any contractor claiming to meet Section 3 compliance by committing to hire residents, fund training 
itself or contribute to a training fund held and operated by HACC shall meet compliance within seven 
(7) calendar days of contract start or HACC shall halt all work related to the agreement and the 
actions listed in steps 1-4 in this section shall apply.   
 

HACC PREFERENCE TIERS 
 
HACC's preference is to ensure that as many HACC residents as possible are employed. In an 
effort to further that goal, HACC has created the following preference tier structure. Contractors are 
asked to comply with Section 3 by first considering Tier IA, hiring at the site where work is being 
performed. If the contractor demonstrates to HACC's satisfaction the inability to hire at the site, 
HACC's next preference is for the contractor to hire residents from other HACC properties. If the 
contractor cannot meet its Section 3 goal in this manner and needs to move to Tier IC, Tier ID, or 
Tier II, that contractor must document this inability to comply with the preference and the need to 
move to Tier IC, Tier ID, or another tier. [Such inability must be documented for moves within tiers 
or any moves to a lower tier.]  Accessible documentation for moves from one Tier to another shall 
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include: 
1. Copy of flyers/notices distributed to all HACC properties 

2. Copy of flyers/notices distributed to resident organizations representing HACC residents 

3. Copy of flyers/notices distributed to any Youth Build program participants operated by 

HACC 

4. Copy of signs posted at the work site(s) and/or newspaper advertisements for Section 3 

jobs 

 

TIER I 

A. Hire Section 3 HACC residents from property work site.  

B. Hire Section 3 HACC residents from another HACC subsidized property or Housing Choice 
Voucher holders in programs administered by HACC 

C. Hire non-HACC Section 3 residents from the Youth Build program (If available) and any WIA 
Board 

D. Hire non-HACC Section 3 residents from the metropolitan city or the non-metropolitan county 
including the homeless 

 

TIER II 

A. Work Site Specific  

A1. Contract directly with a Resident Owned Business whose full-time, permanent workforce 
includes persons, at least 51% of whom are HACC residents from the site where the work is being 
performed 

A2. Contract directly with a Section 3 business that is 51% percent or more owned and operated by 
Section 3 residents and whose full-time, permanent workforce includes persons, at least 30% of 
whom are HACC residents from the site where the work is being performed 

A3. Contract directly with any other Section 3 business whose full-time, permanent workforce 
includes persons, at least 30% of whom are HACC residents from the site where the work is being 
performed 

 

B. Residents Living on Other HACC Properties 

B.1 Contract directly with a Resident Owned Business whose full-time, permanent workforce 
includes persons, at least 51% of whom are HACC residents from other HACC properties 

B2. Contract directly with a Section 3 Business Concern that is 51% percent or more owned and 
operated by Section 3 residents and whose full-time, permanent work force includes persons, at 
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least 30% of who are HACC residents from other HACC properties 

B3. Contract directly with a Section 3 Business Concern whose full-time, permanent workforce 
includes persons, at least 30% of whom are HACC residents from other HACC properties 

 

C. Area Residents Not Specifically on HACC Properties 

C1. Contract directly with a HACC Resident Owned Business whose full-time, permanent workforce 
includes persons, at least 51% of whom are Section 3 residents 

C2. Contract directly with a Section 3 Business Concern owned and operated by Section 3 
Residents whose full-time, permanent workforce includes persons, at least 30% of whom are 
Section 3 residents 

C3. Contract directly with other Section 3 Business Concern s whose full-time, permanent workforce 
includes persons, at least of 30% of who are Section 3 residents 

 

D. General Contracts without Hiring Percentages 

D1. Contract directly with a Section 3 Business Concern which is majority owned by Section 3 
residents  

D2. Contract directly with a Resident Owned Business regardless of the number of Section 3 
residents employed 

 

E. Youth Build  

E1. Subcontract with Section 3 Business Concern that involves the Youth Build program 

 

F. 25% Subcontract Award 

F1. Use a Section 3 Business Concern that meets Section 3 requirements by subcontracting 25% 
of the total dollar value of the contract including any modifications to Section 3 Business Concern 
(s)  

 

G. Section 3/Private Sector Joint Venture 

G1. Subcontract with a Section 3 Concern that partners with a Section 3 Joint Venture that 
demonstrates in writing its agreement with a private sector business or individual whereby the 
Section 3 Concern receives 51% or more of the profits earned from the contract awarded to the 
joint venture partnership.
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XIII. Attachment 6 – Certifications of Bidders - HUD-5369-A 
 

(Document begins on following page) 
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XIV. Attachment 7 – Hold Harmless Agreement 
 

(Document begins on following page) 
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The Housing Authority of Champaign County 

 

HOLD HARMLESS AGREEMENT 

             

 

"The contractor shall indemnify and hold harmless the Housing Authority of Champaign County and its employees from and 
against all third party claims for personal injury or property damage , including claims against the Housing Authority of 
Champaign County, its agents or servants, arising out of the Illinois Structural Work Act, and to the extent all such third party 
losses and expenses, including attorney fees that may be incurred by the Housing Authority of Champaign County defending 
such claims, arising out of or resulting from the performance of the work under this Agreement and caused in whole or in part 
by any negligent act or omission of the contractor, any subcontractor, anyone directly or indirectly employed by any of them 
or anyone for whose acts any of them may be liable, regardless of whether or not it is caused in part by a party indemnified 
hereunder.  In any and all claims against the Housing Authority of Champaign County or any of its agents or servants by an 
employee or contractor, any subcontractor, anyone directly or indirectly employed by any of them or anyone for whose acts 
any of them may be liable, the indemnification obligation under this paragraph shall not be limited in any way by any benefits 
payable by or for the contractor or subcontractor under Workers Compensation Acts, Disability Acts, or their Employee 
Benefits Act.” 

 

I,                                                                                                                                                      ,  

representing                                                                                                              by my signature, 

acknowledge that I have read and understand the Hold Harmless Agreement.  

 

This agreement becomes a part of the contract. 

 

 

                                                                             

Signature      Lily Walton, Interim Executive Director 

       Housing Authority of Champaign County 

 

              

Date       Date 
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