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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 firms in providing an enterprise-wide software application system that 
will enable management to effectively and efficiently run all aspects of housing 
management.  

II. Purpose of RFP 
 
 

The purpose of this RFP is to solicit qualified proposals so that the HACC may 
select the applications software which best meets the needs and requirements 
of the HACC. It is desired that the RFP process will ensure cost 
competitiveness among respondents. HACC urges all interested firms to 
carefully review the requirements of the RFP. Written proposals containing the 
requested information will serve as the primary basis for initial selection. 
The final selection will be based on the evaluation criteria as outlined in 
Section XI of this RFP. 

 
A. RFP Terms and Conditions 

 
All proposals shall remain valid for a period of one hundred and eighty (180) 
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. 

 
The HACC reserves the right to reject any or all proposals, to waive 
informalities and minor irregularities, and/or to modify or cancel this 
solicitation. Proposals which appear unrealistic in terms of management 
commitments or are indicative of failure to comprehend the complexity of 
this RFP and subsequent contracts may be rejected. 
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The HACC reserves the right to reject, for specific reasons, any proposals 
received which include, but are not limited to, noncompliance with the RFP 
and stated requirements. 

 
Proposers are requested and advised to be as complete as possible in their 
response. The HACC reserves the right to 1) contact any proposer to clarify 
any response; 2) contact any current users of the proposer’s services; 3) 
solicit information from any available source concerning any aspect of the 
proposal; and 4) seek and review any other information deemed pertinent to 
the evaluation process. 

 

 

B. Contract Period 
 
 

The term of the contract awarded shall be for three (3) years, with the option 
to renew the contract for two (2) one-year periods based on satisfactory 
performance.  The total contract time is not to exceed five (5) years. As 
outlined in the Section XIV item E (Proposal cost), all proposing vendors will 
also need to outline costs in terms of installation, data conversion, training, 
software, ongoing software maintenance and software upgrades. To this 
end, HACC is seeking all proposers to provide a 5-year total cost of 
ownership (TCO) estimate. 

 

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 ‘Housing Software RFP Copy Request’ to jeanw@hacc.net . 

mailto:jeanw@hacc.net
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IV. Scope of Work 
 

HACC is looking to replace the current agency-wide operating and financial 
software platform to better meet our needs. The offeror would provide a hosted 
environment for the software and include daily backups and a disaster 
recovery plan.  The offeror will be required to do PIC submissions for the 
agency.  Proposals should include all modules and services offered by the 
respondent and the associated costs for each. 
 

For our real estate operations and fiscal functions, the new application system 
must clearly demonstrate the ability to conform to all HUD/LIHTC and the 
lending that generally accompanies these funding mechanisms. For our leased 
housing department, the application must clearly demonstrate the ability to 
manage all functions of our voucher program including most voucher types 
issued by HUD. The system should incorporate project-based accounting, 
budgeting, and management, and to adhere to Generally Accepted Accounting 
Principles (GAAP). The system must provide document management 
capabilities, online housing applications, have mobile applications for 
inspections and work orders, have online tenant, landlord and applicant 
portals, and capabilities for integration with online banking applications, and 
facilitate direct deposit of housing assistance payments (HAP). 
 
The Respondent must be thoroughly familiar with MTW (Moving to Work) 
agencies, the application areas specified and have an installed base of 
customers currently using the proposed products. The Respondent shall have 
the staff, technical, and financial resources to reliably install and support the 
proposed system. The Respondent will thoroughly document its experience in 
the Public Housing and Housing Choice Voucher and LIHTC markets, the 
qualifications of staff who will be assigned to this project, and its financial 
resources. 

 
HACC utilizes the Microsoft software suite with approximately 40 computer 
users across 5 locations who may need access to the software. We also work 
with management companies with approximately 16 computer users across 6 
locations who may need access to the software. Most users use either Chrome, 
Microsoft Edge, or Internet Explorer, so these must be fully supported by the 
prospective solution. 

 

 

V. Project Management 
 
 

Project Management must include the data conversion strategy to import and/or 
convert HACC’s current data from the existing Tenmast/MRI software system.  
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VI. Training 
 
 

Responding vendors must have sufficient resources to provide end user training 
for all Application modules to include technical training for HACC in-house 
management and information technology staff. Technical training must include 
a conceptual overview of all modules and how they interact and interface with 
each other. The cost of training must be clearly stated in detail in the RFP 
response. End user training options should include both on-site and computer-
based/online interactive training. 

 

 

VII. Technical support and software updates 
 
 

Responding vendors must have sufficient resources to ensure technical support 
and software upgrades in order to: 

 
1.  Maintain compliance with ongoing changes in HUD and Federal 

regulations 
2.  Provide support during HACC business hours - Weekdays from     

8:00AM to 5:00PM (Central). 
3.  Provide continuous product enhancements 
4.  Correct software / hardware compatibility bugs, if any 

 

VIII. Vendor Requirements 
 

 
A. Experience 

 

 
Vendors responding to the RFP must be thoroughly familiar with MTW 
agencies and the application areas specified. HACC will be seeking 
customer references and interviewing current clients regarding the vendor’s 
abilities as they relate to integration and testing, technical support, change 
management, documentation, software functionality. 

 
Vendors must have the staff, technical, and financial resources to reliably 
support the proposed system. In responding to this RFP, vendors must 
thoroughly document their experience and understanding of the Public 
Housing program, Housing Choice Voucher Program and management of 
housing developed with tax credits, including the qualifications of staff who 
will be assigned to this project and the company’s financial resources. 

 
 B. Application Software Support 
 

 
Application software support must take the form of ongoing programming 
and management support to accommodate regulatory changes and for 
immediate resolution of user problems. Furthermore, the ongoing 
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programming support must have the capability of using remote access for 
communications for online problem solving and analysis. 

 
Vendor must also clearly deliver a written service level agreement (SLA) 
to be negotiated between the housing authority and the proposing vendor. 
The SLA will include a clear remediation path for all issues and will address 
issue categorization, method and time of contact and expected and actual 
resolution times. 

 

IX. RFP Submission 
 
 

RFP must be received no later than 05/31/2022 at 1 2 :00PM Central 
Standard Time (CST). Late bids will not be accepted. 

 
Proposals must be submitted via email to jeanw@hacc.net with “Housing 
Software RFP Proposal” in the subject line of the email. 

 
One copy of all “sales literature” must be included with the proposal.  

 

X.                                                                HACC Contacts 
 

All questions will be sent via email to jeanw@hacc.net .  The deadline for 
submitting all written questions via email is 05/20/2022 by 1:00 CST. Responses 
to written questions will be e-mailed on or before 05/25/2022. 

 
If in the opinion of the HACC additional material or interpretation is needed, it 
will be provided as an Addendum to the RFP and e-mailed to the respondents. 
Such Addendum will have the same binding effect as though contained in the 
original RFP. 

 
Oral instructions or information concerning the specifications of the project 
given out by HACC employees to prospective respondents shall not bind HACC. 

 

XI. Evaluation Criteria 
 

The following table lists the criteria that will be used by the HACC in evaluating 
all proposals. 
 
 
 
 
 

 

mailto:jeanw@hacc.net
mailto:jeanw@hacc.net
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Criteria Max 
Points 

 

 

Strength and Experience of the Vendor 
The software meets the functional requirements listed in the RFP 
without requiring modification or future development and/or the 
vendor has the strength and experience to design and build the 
software. 

 
 
 

30 

 
 
 

Attachment 1 

Cost 
Cost includes cost of software; installation; implementation; project 
management; training. Total cost of ownership over a 5-year period 
will be evaluated and considered. 

 

 
 

10 

 
 

Section XIV 
Part E 

Support Services and Service Level 
Agreement 
Support services includes ongoing maintenance, new releases, 
support of HUD mandated changes and service level agreement 
(SLA) related to issue resolution and overall responsiveness. Other 
factors include change management and documentation. 

 
 
 
 

25 

 
 
 
 

Attachment 8 

Implementation Methodology and 
Conversion Services 
Ability to deliver and install software within an acceptable timeframe 
as determined by the HACC. 

 

 
 

20 

 
 

Attachments 
5 & 7 

Training Services 
Training services include training approach, educations options, 
and training with like or test system 

 
 

10 

 
 

Attachment   9 

Section 3 Compliance Strategy  
5 

 
Attachment 13 

 

XII. Vendor Selection 
 
 

HACC reserves the right to make an award based solely on the responses to 
this RFP or to negotiate further with one or more vendors. The vendor selected 
for the award will be chosen on the basis of greatest benefit to HACC and 
other factors considered. 

 
After HACC completes its evaluation of all proposals submitted by the deadline, 
it is the intent of the HACC to select up to three (3) finalists to give a 
demonstration of their software functionality. The finalists should be prepared 
to field questions throughout the demonstration. In the event that the 
demonstration is unsuccessful and appears not to meet the requirements of the 
HACC, the HACC may then opt to contact the vendor(s) with the next highest-
ranking proposal(s). 
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XIII. Proposal Guidelines 
 
 

Qualified vendors wishing to submit a written proposal must address the 
following items: 

 
1. The intent of this RFP is to establish the minimum requirements and 

specifications for application software to be acquired by the HACC. 
The information herein is intended to provide proposers with sufficient 
information to enable them to prepare an acceptable response to this 
RFP. 

2.  HACC requires a hosted environment by the proposer.   
3. HACC requires that the hos t  server(s) must have sufficient disk 

storage for continued growth. 
4. Each proposal must include a full description and cost of all software 

modules, features, and functionality. 
5. Each proposal must include installation, training, project management, 

software, and other one-time costs. 
6.  Each proposal must include all initial guarantees and warranties. 
7. Each p r o p o s a l  m u s t  i n c l u d e  a l l  a n n u a l  ( reoccurring) c o s t s  

s u c h  a s  software licenses fees, and software maintenance, product 
upgrade fees, etc. These fees must be detailed for a period of five (5) 
years from install date. 

 

XIV. Proposal Format and Submission Requirements 
 

All proposals should follow the format provided.  Responses will be reviewed 
for completeness prior to detailed evaluation.  Any response submitted in a 
manner that makes evaluation unnecessarily time consuming may be 
eliminated from further consideration. 

 
HACC is providing an electronic copy of this RFP.  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 
needs are necessary. To request a copy of this RFP please send an email 
request with the subject line “Comprehensive Software System RFP” to 
jeanw@hacc.net . 

 
A. Letter of Transmittal 

 
All proposals must have a letter of transmittal which includes the company 
name, address, telephone, fax, email, and authorized contact person. An 
individual within the company who is authorized to contractually bind the vendor 
must sign the letter of transmittal. 

 

mailto:jeanw@hacc.net
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1. Attachments to Letter of Transmittal 
The letter of transmittal must be accompanied by the following attachments to 
constitute a complete proposal: 

 
Instructions to Offerors – Non-Construction Contract (HUD-5369-B). 
Attachment 2 is a facsimile of this form. 
 
Non-Collusive Affidavit (Attachment 4) 

 
2. Insurance Requirements 
HACC’s insurance requirements are attached to the Request for Proposal 
(Attachment 5). The successful proposer will be required to satisfy these 
requirements prior to performing any work and prior to the HACC signatory 
on the resultant contract. 

 
 

B. Executive Summary 
 

Provide a brief non-technical overview of the vendor’s background or 
capabilities including the range of products and services being proposed. 

 
C. Vendor Information 

 
Respond to questions concerning vendor credentials as specified in 
Attachment 6. 

 
D. Technical Proposal 

 

Describe the specific software products and all services to be provided.  This 
section must include warranty information covering all software and hardware 
being proposed. 

 
E. Proposal Cost 

 

Responding vendors must provide cost information according to the following 
outline.  Respondents must clearly and unambiguously specify the total cost 
of each element of the proposed system and must include a table summary 
as noted below. 

 
1. Software costs 
Software costs include but are not limited to the cost for each software 
module or capability to include annual maintenance fees. 
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2. License fees 
License fees include license fees for system software, license fees for 
system operating system, database, development tools, third party license 
fees, software license fee (by module or function), terminal emulation license 
fees. 

 
3. Training costs 
Software Training costs:   Responding vendors should base training 
costs on providing end user training to all HACC departmental members 
using the appropriate departmental software modules.  Some staff will 
require training in multiple areas. 

Estimates of users to be trained by department are:        
           Executive Staff         4 
           Maintenance Department/Inspectors       14 
           Finance (Accounting officers / staff)         4 
           Housing Management         9 
           FSS/LSS         4 
           Information Technology         1 

    Housing Choice Voucher       20 
 

    Total:       56 
 

4. Other costs 
Include costs for services provided in the response that are not detailed 
above such as project management, travel costs, consulting fees.  Provide 
a list of per diem rates for ancillary services such as analysts, project 
managers and implementation specialists. Responding vendors must 
include all related costs that will be incurred by the Agency. 

 
5. Optional costs 
List a n y  optional program applications that are not included in this RFP 
separately, along with implementation, training and other expenses related 
to these applications. 

 
F.  Implementation Plan 

 

Respond to the questions in Attachment 7. 
 

G.  Training Plan 
 

Respond to the training approach and training documentation in Attachment 8. 
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H.  Data Conversion 
 

Respond to the data conversion questions in Attachment 9. 
 

I.   References 

 
Provide a minimum of three (3) PHA customer references. Required 
reference information can be found in Attachment 11. 

 
J. Schedule of Installation 

 

Detail time frames for implementation, training, data conversion, software 
installation, user and technical training, and an estimated go-live date with 
key dependencies noted.  Assume that the implementation period starts shortly 
after the contract is signed. HACC is relying on each respondent’s expertise in 
implementation to provide reasonable and practical timeframes for 
implementation. 

 
K. Support Agreements and Support Services 

 

 
Provide one copy of applicable annual technical support/maintenance 
contract(s). Respond to the Support Services questions in Attachment 10. 

 
L. Resumes of Key Staff 

 

 
Provide resumes of key staff members who will be involved in system 
installation, project management, technical support, user, and technical 
training. 

 
M. List of current customers 

Provide a list of PHA customers using the proposed software modules. 
Include approximate size (number of units / number of employees) and 
modules in use. 

XV. Attachment 1 – Applications Requirements 
 

 

A. Response Requirements 
The following sections are intended to provide a better understanding to the 
evaluation panel of the capabilities of the system(s) you are proposing. For each 
item in the list, please indicate “yes” this feature is currently available or “no” it 
is not.  You are encouraged to add comments via an addendum, clearly 
identifying the software feature by section and number, to make your responses 
as complete and accurate as possible. 
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B. HACC Desired Software Features 
 

No. General Yes/No Comment 
1 A fully integrated document imaging system with the 

ability to archive, view, print, email, and fax documents 
directly from the system. Paper documents can be 
scanned. Reports can be directly archived. Items outside 
the system on your computer can be archived, such as 
digital pictures and Microsoft office documents. 

    

2 A validation program that is fully compliant with the 
current HUD-50058 Technical Reference Guide. 

    

3 Ability to compare PIC records with System records to 
identify any records not currently in PIC system that are in 
our system 

    

4 Ability to distribute reports via email     
5 Ability to print from system to network or local printer     
6 Ability to set levels of security for users (i.e.: not everyone 

can change Master File of resident, not everyone can do 
adjustments to accounts) 

    

7 All software modules have easy to use on-line help     
8 Automatically retrieve PIC error reports and store ticket 

numbers and PIC error Reports 
    

9 Automatically submit files to PIC without using the PIC 
Website 

    

10 Complete test environment for all modules     
11 Dashboard features for the accounting modules.     
12 Data entry fields are arranged in a logical manner for ease 

of data entry; with pertinent information summarized on 
initial screen. 

    

13 Database is ODBC compliant     
14 Database is SQL compliant     
15 Flexible, robust report writer feature available in all 

subsystems. Ability to modify canned reports and design 
own reports. 

    

16 GAAP Compliant accounting     
17 HUD compliance and error checking prior to completion of 

50059 and/or voucher processing. 
    

18 If yes to the above, please list available report writers     
19 Initial training of all users by the software vendor.     
20 Intelligent purge routines for all modules     
21 Keep history of prior residents in unit     
22 Project Based Voucher (New Construction) – 50059 

processing capability and voucher submission processing. 
    

23 Provide audit trails tracking user access to system and 
activity. 
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24 Provide detailed rent and utility allowance calculations, 
kept up to date with latest HUD requirements and 
formulas 

    

25 Reports on PIC submissions that will help maintain 95% or 
higher on all submission rates 

    

26 RIM audit verification procedure.   

27 Search for a tenant account using the unit number, 
address, lease date, termination date, SSN, or tenant name 

    

28 System must include capability to attach electronic files, 
such as digital images and electronic documents, directly 
to specific entities, (i.e., applicant, landlord, unit, etc.) 
without using a separate application. 

    

29 Tenant reports that can be filtered by project number, 
caseworker, and used defined codes 

    

30 The ability to scan, view, print, email and/or fax archived 
documents to Field Staff prior to applicant moving in. 

    

31 Time / date fields are displayed in a standardized manner.     
32 Translate PIC errors into user friendly directions for 

corrections 
    

33 Unlimited number of notes for tenants to indicate balances 
owed or previous problems with residents 

    

34 Validation program that is fully compliant with the current 
HUD-50058 Technical Reference Guide. 

    

35 Provide security (user & group level) by:      
a. Application      
b. Menu item/function within application      
c. Reports      
d. Queries     

36 An online, web-based applicant portal     
37 An online, web-based tenant portal     
38 An online, web-based landlord portal     
39 Online applications and application process     
40 Ability to customize fields to collect additional 

demographic information other than 50058, without 
additional cost (e.g., education level) 

    

41 Generate reports based on resident demographics for 
HCVP, PBV, VASH, Mod Rehab such as by gender, racial 
composition, bedroom size, annual income etc. 

    

42 Amenities module (to view which units have such features 
as wheelchair-accessible, walk-in shower, etc.) 

    

 
No. Wait List Yes/No Comment 
1 Need to verify Social Security Numbers to ensure that the 

applicant is not a resident in any of our subsidy programs.  
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2 Estimate TTP calculations using the income, assets, 
expenses, and deductions. 

    

3 Ability to pull vacant unit information daily. To identify 
and schedule them quickly with the developments is 
critical to our lease up time. 

    

4 Ensure that the status line information is updated to 
reflect the current waiting list information for all 
applicants     

5 Applicants should be flagged if a balance is owed in TAR     
6 Ability for applicants to update information 

online/Applicant Portal     
7 Automated purge process that will automatically generate 

notifications with a needed response, and will 
automatically inactivate applicants who have not 
responded     

8 If existing applicant attempts to apply, will direct them to 
Applicant Portal to update rather than creating a new 
application     

9 Automated process for batch scheduling interviews from 
waitlist     

10 Translation of online app into other languages/Ability to 
identify clients who have Limited English Proficiency or 
used another language to apply online.      

11 Applications/Waiting List – multiple waiting lists 
w/preference points ranking, income targeting categories.     

12 Ability to track and document waiting list that shows 
history (showing actions). 

    

 
No.  Housing Choice Voucher Program Yes/No Comment 
1 Automated batch printing of Annual Packages and/or 

Briefing Packages - A complete briefing package is created 
to include Voucher, Request for Tenancy and HA specific 
documents. 

    

2 Automatically calculates Earned Income Disallowance     
3 Automatically update ages of all household members 

when keying based on effective date of 50058 
    

4 Check processing to be efficient as well as accurate in 
payments to be disbursed with reports to back up all 
payments and deductions. 

    

5 Correct accounting/invoicing adjustments for landlords: 
Flag landlords (EIN) no longer participating in the program 
with balances due to automatically deduct any balances 
when a new unit is put under contract. Include automatic 
generation of a letter invoice to the landlord explaining 
the deduction. 

    

6 Historical data for units that have been on the program 
(Tenant/Landlord History). 

    

7 Month-end processing can be performed while users are 
logged in the system 
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8 Portability, including Port-ins and Port-outs, and the ability 
to automatically generate HUD Form 52665 at the click of 
a button. 

    

9 Reports can be maintained on PIC submissions that help to 
maintain 95% or higher on all submissions rates. 

    

10 Software should alert staff member when they have keyed 
a previous change in for a tenant as well as alert them if 
an adjustment is in the system to be paid from that 
previous change. 

    

11 Utilization: Real time reporting of end of month and first-
of-month utilization for VMS reporting as required by 
HUD, including "drill down" feature to reconcile numbers. 

    

12 Landlord Portal     
13 Tenant Portal     
14 Ability to send reminders to tenants/landlords through a 

portal or email 
    

15 Tracking of active vouchers and amount of time it takes 
for participants to lease up 

    

16 List of annual re-exams 120 days prior to annual re-exam 
date, with a count-down of days remaining until the re-
exam date for those not keyed/completed. 

    

17 Hot list of HQS inspections due, i.e., 240 days after the last 
annual inspection date, with a count-down to the deadline 
for completion. 

  

18 Ability to do a mass owner change, not unit by unit     
19 Ability to have some landlords on a biennial inspection 

schedule and others on an annual schedule 
    

33 UPCS-V inspection ready     
 

No. Housing Choice Voucher Yes/No Comment 
1 Capable of producing VMS data for HUD reporting.     
2 HAP charged to correct month for reporting.     
3 Mid-Month HAP tracking and reporting.     
4 Voucher count for end of month along with the 1st of the 

month 
    

 
No. Tenant Accounting Yes/No Comment 
1 Automatic posting of payments to resident's accounts     
2 Maintain security and pet deposits     
3 Ledgers with current and past transactions on all accounts 

(both active and vacated). Complete audit trail for all 
activity on tenant’s accounts 

    

4 Periodic reporting module to provide audit tracking and 
review information for both daily and monthly financial 
data 

    

5 Ability to charge maintenance charges, etc.     
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6 Ability to set up repayment agreements for either rent, 
maintenance charges, or pet deposits 

    

7 Maintains audit trail on resident accounts     
8 Prepares delinquent listings and notices     
9 Automatically posts maintenance charges from the work 

order program 
    

10 When moving in a resident, automatic check to determine 
if unit is vacant 

    

11 Tracks lease terminations - court dates and court numbers. 
Provides summary reports to take to court. 

    

12 Ability to generate reports for Move-Ins, Move-Outs, AR 
aging, Rent Roll and Security Deposit/Pet Deposit listings  

    

13 Online Rent Payment processing     
 

No. Accounts Payable Yes/No Comment 
1 Record each vendor record with the following basic 

criteria:     

  1. Vendor Name     
  2. Attention Line     
  3. Address     
  4. City State and Zip Code     
  5. Phone Number     
  6. Tax Identification     
  7. 1099 Yes or No     
  8. Vendor Types: Regular Vendor, Contractor, Tenant     
  9. Minority and Classification codes     
  10. Vendor terms     
  11. Alternate address feature     
2 Automatically warn users if a duplicate entity number is 

entered (Social Security/Federal Tax Identification), from 
any module within the software program 

  
  

3 Organize vendor database by both vendor name and 
unique vendor number.  Ability to sort proper names into 
full alphabetical order i.e., Smith, John 

  
  

4 Include list of individual invoices in each vendor's record     
5 Vendor records split between outstanding and history 

invoices   
  

6 Invoice number query by vendor     
7 Each invoice record can have an unlimited number of line 

items   
  

8 Ability to designate a single invoice to print onto a 
separate check, within a scheduled check run   

  

9 Real-time and/or batch posting and date entry     
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10 Automatic warning of duplication of Accounts Payable 
invoices   

  

11 Ability to easily import and receive electronic invoices 
from vendors   

  

12 Automatic check voiding and invoice reinstatement     
13 Unlimited banks and bank accounts with the ability to print 

checks from any account creates interfund between funds 
and AMPs for A/P entries 

  
  

14 ACH payment files to Tenants and Landlords, and Vendors     
15 ACH pre-note functionality to test the file submissions 

prior to funds transfer   
  

16 Tab-based screens with drill-down and shortcut icons     
17 Produce and print 1099 form for each tax entity (individual 

or organization)   
  

18 Generate 1099 data submission file for transmission to the 
IRS    

  

19 Archive 1099 history     
20 Ability to distribute costs across fund and projects based 

on agency defined distribution rules (percentages to each)                  
Ability to distribute costs across funds, AMPs and 
department cost centers based on agency defined 
distribution allocations (percentages to each) 

    

21 Ability to generate reports for outstanding payables      
22 Ability to generate monthly account distribution reports     
23 Capability to prepare bank reconciliation for checking 

accounts, replacement reserve bank accounts, operating 
reserve bank accounts etc. when there is one bank 
account, but balance is shown on separate funds  

  

  

24 Ability to track utility usage, which interfaces to Accounts 
Payable   

  

25 Electronic approval process for the payment of an invoice 
and/or check request   

  

26 Attachment of a scanned invoice to its corresponding 
payment   

  

 
Ability to generate an ACH direct deposit with an 
automatic detailed remittance being emailed to the 
vendor 

  
  

 
No. General Ledger  Yes/No Comment 
1 Ability to drilldown to detail information from the GL 

system to all interfacing subsystem 
    

2 Ability to import into the general ledger transactions and 
ability to export information out of general ledger into 
excel, TXT or CSV 
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3 Able to define own financial statement format and 
maintain for board reporting 

    

4 Ability to support multiple fiscal calendars     
6 Ability to view Transaction source and origin in Allocated 

Account 
    

7 Accommodate minimum of 4 account number segments 
(including Fund) 

    

8 Account set up – Multiple segment account numbers 
should be available and the ability to use any combination 
of segments between funds.  Ease of setting up of 
multiple fund and accounts segments with corresponding 
FDS and HUD numbers 

    

9 Automatic creation of inter-fund transactions with 
complete balancing between interfund.  Able to have 
different originating funds like main originating fund (over 
all funds) and other originating funds for defined group of 
funds like public housing and HCV.  

    

10 Capability to process subsequent year transactions before 
completely closing previous year. 

    

11 Capability to deactivate accounts from further posting 
without deletion and not create any report balancing 
problems. 

    

12 Capability to tie GL detail number to FDS number and 
facilitate transmission to REAC.  Also able to direct same 
GL detail line number to different FDS lines for different 
funds. 

    

13 Inter fund balancing – Software must automatically set up 
the inter fund accounts receivable and accounts payable 
between funds. The software must also comply with 
HUD’s asset management model and be able to post inter 
fund A/R’s and A/P’s at the AMP level. Able to have both 
Manual and Automatic interfund transactions between 
Funds and Projects (minimum of 25 Projects). 

    

14 User defined inter-fund account numbers     
15 Monthly postings – Ability to maintain multiple months 

open at any particular time to process in the future or at 
year end to process the year-end adjustments. Manage 
multiple year ends. 

    

16 Recurring Entries – Monthly recurring entries must be 
available to post manual journal vouchers. 

    

17 Project based accounting – The software must comply 
with HUD’s project-based accounting format and be able 
to post at the project level as well as multiple fund level. 
This posting also applies to budgeting and producing 
balance sheets and income statements. Produce Project 
Based Financials for minimum of 25 Projects for both the 
Balance Sheet and Income Statement. 

    

17.1 a. Able to handle charging fee for service between 
projects and from a central cost center to the projects. 
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17.2 b. Ability to block/control transaction posting to prior 
periods so no posting is done to the wrong year. 

    

18 Data entry does the system use the closest account 
number being entered if it does not match completely? If 
so, does it beep, highlight, or require user to accept? 

    

19 Board Financial Statements can be run by Fund and by 
costs center (1st and 3rd segments of account number) 

    

20 Reports should allow running by each segment of account 
number i.e., fund - general ledger HUD number - costs 
center. So same report could be in fund order or general 
ledger number order or costs center order based on 
selection. 

    

 
No. Budgets Yes/No Comment 
1 Ability to enter annual approved budget amounts for each 

department or cost center 
    

2 Ability to track all actuals against approved budget amount 
by division, project, or fund 

    

3 Capability to automatically allocate portions or 
percentages of budgets between accounts. 

    

4 Dashboard feature – A dashboard feature showing 
summary totals as well as detail total should be available 
to non-finance department personnel. The feature should 
be restricted to a read only and access only after security 
set up. 

    

5 Monthly reporting – Reporting should be available for any 
reporting period even if the month is closed and the 
reports should be capable of combining two or more 
projects within a fund. 

    

6 Per Unit Month (PUM) – Income and expense statements 
must contain data showing the PUM for each project. This 
feature is to comply with HUD’s asset management model. 

    

7 Project Based – The software should allow for input and 
posting of multiple budgets within a specific fund for 
project-based budgeting. 

    

8 Financial Reporting – After monthly postings, a feature 
allowing the user to email statements to other users. 

    

8.1 a. Ability to export and import data for the budget.     
9 Able to open more than one journal entry at one time (for 

example, do a new entry while another entry is open to 
use for reference). 

    

 
No. Fixed Assets Yes/No Comment 
1 Entry – Ability to post to the fixed asset system manually or 

an interface from accounts payable. 
    

1.1 a. Ability to enter fixed assets at zero book value to 
track the asset. 
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2 Depreciation – Monthly posting from fixed assets to the 
general ledger based upon the fund/cost center/project 
purchased from. 

    

2.1 a. Ability to determine the useful life years and the 
method of depreciation. 

    

3 Balancing – Reports must be available to balance the 
posted fixed asset system to the general ledger system by 
fund/cost center/projects. 

    

4 Physical inventory reports – Annual physical inventories 
require listings of fixed assets. These reports must list the 
physical location of all fixed assets by site (not project 
charged, assets may be located at a site other than where 
it was purchased). 

    

5 Disposition – All disposed assets must still be maintained in 
a disposed file in the event of assets requiring 
reinstatement. 

    

6 Ability to produce reports at the AMP or fund level for 
disposal and /or additions for any part of the fiscal period. 

    

7 Ability to track assets by fund or account in the general 
ledger. 

    

8 Ability for us to reinstate a fixed asset which has previously 
been written off or disposed of. 

    

9 Ability to group assets by user defined type of asset 
(vehicles, office equipment, computers, etc.) 

    

10 Ability to interface the depreciation posting over to the 
general ledger 

    

11 Ability to interface the disposal/changes made in fixed 
assets over to the general ledger 

    

12 Ability to add, delete and change setup for items like the 
location, asset class and depreciation/general ledger 
account 

    

13 Ability to transfer fixed assets between locations and keep 
or change the original general ledger accounts 

    

 
No. FSS Yes/No Comment 
1 Ability to create customizable assessment tools, and 

corresponding reports 
    

2 Ability to track referrals: referral type (e.g., furniture), 
status (e.g., pending), category (e.g., basic needs), date 
created, date completed and/or updated, and notes section 

    

3 Ability to track enrollments in services/programs     
4 Ability to track activities/participation in groups/sessions     
5 Ability to capture and classify participant notes/narrative     
6 Ability to create goal plans and track progress (e.g., real 

time employment, GED) 
    

7 Ability to track waiting list for FSS     
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8 Ability to permit some staff full edit capability and limit 
other staff to view only 

    

9 Ability to capture and report historical data by point-in-
time (including current income not reflected in the most 
recent 50058) 

    

10 Ability to run rosters of participants with contact info by 
case manager  

    

11 Ability to track value of in-kind services provided for 
programs 

    

12 Ability to create, manipulate, customize reports to pull all 
data, including and/or searches. 

    

13 Ability to measure increased education/training levels     
14 Ability to measure graduation rates, average time in 

program, escrow paid out 
    

15 Ability to generate reports on FSS grads-income after 
graduation, whether still in housing, current housing 
situation, etc. 

    

16 Ability to track current housing situation (especially if no 
longer in HACC housing) 

    

17 Ability to generate reports on partial escrow withdrawals     
18 Ability to generate reports on changes in earnings during 

and after participation (point in time and cumulative) 
    

19 Ability to generate a report for clients with certifications 
effective within the last 120 days 

    

20 Ability to process escrow with the software rather than 
manually 

    

21 Ability to generate form letters from data in the system 
such as letters with ITSP goals listed, or with escrow 
changes listed.  

    

22 Ability to print escrow statements (yearly HUD 
requirement) 

    

23 Ability to scan documents, copies of emails & other 
correspondence, etc. into electronic client record 

    

24 Ability to save history of all escrow credit worksheets     
 
 

No. Case Management Yes/No Comment 
1 Ability to create customizable assessment tools, and 

corresponding reports 
    

2 Ability to track referrals: referral type (e.g., furniture), 
status (e.g., pending), category (e.g., basic needs), date 
created, date completed and/or updated, and notes section 

    

3 Ability to track enrollments in services/programs     
4 Ability to track activities/participation in groups/sessions     
5 Ability to capture and classify participant notes/narrative     
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6 Ability to create goal plans and track progress (e.g., real 
time employment, GED) 

    

8 Ability to show wait lists for social service programs     
9 Ability to permit some staff full edit capability and limit 

other staff to view only 
    

10 Ability to capture and report historical data by point-in-
time (including current income not reflected in the most 
recent 50058) 

    

11 Ability to run rosters of participants with contact info by 
case manager  

    

12 Ability to track residents and non-residents enrollment and 
participation 

    

13 Ability to track value of in-kind services provided for 
programs 

    

14 Ability to create, manipulate, customize reports to pull all 
data, including and/or searches. 

    

 
No. Recertification Yes/No Comment 

1 Maintain individual records which contain complete 
income, assets, expenses, and references to include: 

  
  

1.1 a. Personal, bank and credit     
1.2 b. Automatically calculates Earned Income 

Disallowances 
  

  
1.3 c. FSS tracking and maintenance     
2 History of past 50058’s and history of unit, listing past 

residents even if they have moved out. 
  

  
3 This module needs to integrate with the Tenant Accounting 

module. 
  

  
4 Tracks needed signatures on lease riders, for all adult 

members in the unit. 
  

  
5 Supervisors can track the progress of recertification.     
6 Print Packets for upcoming Annual Recertification Appts 

Automatically 
  

  
7 Retrieve Verifications for resident's income/deductions 

electronically 
  

  
 

No. Work Order Yes/No Comment 
1 Ability to repeat standard labor information for the same 

employee when entering several labor entries on one work 
order (e.g., employee #). (Desired)  

    

2 Ability to schedule monthly, weekly, and daily planned 
periodic maintenance 

    

3 Ability to spell-check work descriptions      
4 Ability to toggle between or split the screen to view two     
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work orders at the same time (Desired) 
5 Copy and paste a work description from one work order to 

another (Desired) 
    

6 Flag non-emergency work orders not completed within 3 
days. (Desired) 

    

7 Flag or color-code emergency work orders not abated 
within 24 hours  

    

8 Generate multiple work orders for one address by selecting  
the address only once. 

    

9 Generate work orders by unit #, address, AMP/site, or 
tenant name 

    

10 Have multiple work items and multiple employees appear 
on a single work order (Desired) 

    

11 Preventive maintenance scheduling      
12 Track the date, time and function performed by users of a 

specified work order (Desired) 
    

13 Unlimited lines and character spacing in the work order 
description area 

    

14 User-defined and 1000 (minimum) task code capability     
15 User-defined fields     
16 User-defined pull-down menus     
17 User-defined work descriptions on a pull-down menu     
18 Ability to capture a person’s time by day and by month.       

19 Ability to capture monthly time of all workers and break 
down by Amp and by Craft to determine correct dollar 
amount to charge. 

    

20 Verification report of time entered to be sure all time has 
been captured for invoicing.  Separate report for 
Accounting. 

    

21 Ability to verify outstanding after hour work orders by 
employee. 

    

22 The ability to re-open a work order to add time or 
comments. 

    

23 Ability to have an up and down arrow that takes us from 
one work order number to the next in either direction. 

    

24 Schedule jobs/work orders, track labor, parts, and status all 
in real-time 

    

25 Electronic Dispatching to mobile device     
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No. Reasonable Accommodations Yes/No Comment 
1 Needed features: request type (e.g., standard), status (e.g., 

pending), category (housing program), description of 
accommodation (e.g., grab bar), date submitted, date 
completed and/or updated, Notes section, and whether or 
not RA is a new request 

    

2 Create RA for applicants and current residents     
3 Reports to show RA activity by features noted in #1     
4 Ability to add/delete categories, request type, and status      
5 Hyperlink or notification present at all times to alert staff 

that an RA has been entered 
    

6 Ability to permit some staff full edit capability and limit 
other staff to view only 

    

 
 

No. Document Imaging Yes/No Comment 
1 Do you offer an integrated document imaging and 

management solution? 
    

2 Does the solution have the ability to work with various 
document scanning equipment, including multi-function 
copier/scanners (such as: Xerox WorkCentre) and desktop 
scanners? 

    

3 Does the solution provide a means to import and work with 
previously scanned documents, including these formats: 
PDF, JPG, GIF, TIFF, PNGS, and DWG? 

    

4 Does the solution provide full text Optical Character 
Recognition (OCR)? 

    

5 Are there any limitations to the OCR solution (such as: 
zonal-only)? 

    

6 While conducting full text OCR, does the solution offer the 
ability to check accuracy of the translations? 

    

7 What types of documents cannot be converted into 
searchable text using the solution? 

    

8 Does the solution provide naming convention defaults that 
are determined by the HACC, based on document type 
and/or department? 

    

9 Does the solution provide options for default document 
tags to be determined by the HACC, based on document 
type? 

    

10 Does the solution provide the option to setup multiple 
naming and tagging defaults based on document type? 

    

11 Does the solution provide user-based security at all file and 
directory levels? 

    

12 Can the solution prevent unauthorized access and/or 
accidental document deletion? 

    

13 Does the solution provide a means to redact sensitive data?     
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14 Does the solution provide document tracking and/or 
logging of changes by time and user? 

    

15 Does the solution allow retention schedules based on 
document type and/or date? 

    

16 Does the solution provide an override of items marked for 
deletion/removal? 

    

17 Does the solution have the ability to store and retrieve 
permanent files in perpetuity? 

    

18 Does the solution provide document security and disaster 
recovery? 

    

19 While conducting searches using the solution, can users 
search by name, meta data, and full text content? 

    

20 Does the solution have the ability to link related files 
together? 

    

21 Can the solution handle a wide range of varying sized 
documents (from postcards to large/wide format maps)? 

    

22 Does the solution allow authorized users to print 
documents? 

    

23 Does the solution allow documents relevant to multiple 
departments to be scanned once but linked to relevant files 
in all invested departments? 

    

24 Does the solution integrate into a tenant access portal that 
the HACC could utilize to make records more accessible? 

    

25 Does the solution integrate into a landlord access portal 
that the HACC could utilize to make records more 
accessible? 

    

 
 

XVI. Attachment 2 – Instructions to Offerors - HUD-5369-B 
 

(Document begins on following page) 
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XVII. Attachment 3 – HUD-5370-C1 
 

(Document begins on following page) 
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XVIII.  Attachment 4 – Non-Collusive Affidavit 
 

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

NON-COLLUSIVE AFFIDAVIT 
 
 
State of Illinois) SS 
County of Champaign) 
 
 
_________________________________________________, being first duly sworn, deposed and says: 
 
that they are (a partner or officer) of the firm of ____________________________ _________________, the party 
making the foregoing proposal or 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 of affiant or of any other bidder, or to fix any 
overhead, profit or cost element of said price, or of that of any other bidder, or to secure any advantage against the 
Housing Authority of Champaign County or any person interested in the proposed contract; and that all statement in 
said proposal or bid are true. 
      
Signature of: 
 
_______________________________________(Individual Owner;) 
 
_______________________________________(Partnership;) 
 
_______________________________________(Officer of Corporation) 
 
 
 
Subscribed and sworn to before me this __________________________ day of  
 
________________________________, 20________. 
 
 
____________________________________________ 
Notary Public Signature 
 
My commission expires _____________________________, 20________. 
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XIX.  Attachment 5 – 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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XX.  Attachment 6 – Vendor Information 
 
 

Please provide information in the following format. Be sure to address each of the 
following concepts or questions. 

 
1) Identify the individual(s) in your organization who will be our contact(s) 

throughout the evaluation process. Please include qualifications, name, title, 
mailing address, e-mail address, voice, and fax phone numbers. 

 
2) Describe your primary business. Provide a short history of your business, 

including when it was founded, any major milestone events and a product list. 
 

3) Discuss the factors that differentiate your system and service from systems and 
services offered by other Vendors. 

 
4) How many employees does your business have in each functional area (sales, 

customer support, implementation, R&D, etc.)? 
 

5) Did/Will your company design and develop the proposed software or are you 
marketing the proposed system for another vendor or third party? 
If marketing, who designed the system and who will provide on-going support? 

 
6) How many customers do you have in total? 

 
7) Does your company market strictly to Housing Authorities? If not, what 

percentage of your company is dedicated to Housing Authorities or HUD 
business? 

 
8) How many customers do you have in the PHA industry? 

a. How many PHA customers utilizing the proposed software have over 2000 
(Conventional and HCV/PBV) units? 

 
b. Who is your largest PHA customer for Project-based vouchers and for 
Housing Choice vouchers? 

 
c. Provide a list of agencies utilizing the proposed software. 

 
9) When was the proposed software system first installed? 

 
10)  Do you intend to subcontract any part of the work for the proposed system? If 

yes, specify the percentage of the total contract to be subcontracted and 
identify the subcontractor organization(s). We reserve the right to approve all 
subcontractor participants and will expect you to perform as the primary 
contractor, responsible for all subcontractor activities. Additionally, we expect 
you to serve as the primary contact for all issues regarding implementation of 
the solution. Do you agree to these terms? If no, please discuss differences. 
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11)  If the company is privately held, who are the owners? 

 
12)  Is your company a certified Woman Business Enterprise (WBE) and/or a 

Minority Business Enterprise (MBE)? 
 
13)  Provide an overview statement describing your financial position (adequate 

resources); long-term business plan describing distribution of resources 
indicating percentages dedicated to product development and technical 
support. 
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XXI.   Attachment 7 - Implementation 
 

 
Please provide information in the following format. Be sure that each of the following 
questions/concepts is addressed: 

 
1) Describe your company’s implementation plan. 

 
2) What are the responsibilities that will be required of HACC and what are the 

responsibilities that will be covered as part of your company’s services? 
 

3) What technical and non-technical resources need to be represented on the 
HACC project team? 

 
4) How soon can you deliver the software applications after contract execution? 

 
7) What tools are provided with the system to support user customization? 

 
8) Describe your company’s philosophy on customization. 

 
9) Provide an Organizational chart that describes the team members that will be 

involved with the implementation and describe how the implementation plan will 
be created? 

 
10) Provide references for similar data conversions with other clients. 
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XXII.   Attachment 8 - Training 
 
 

Estimates on the number of users to be trained for each HACC Department or section 
are included in Section XVI part E. 

 
Please provide information in the following format. Be sure that each of the following 
questions/concepts is addressed: 

 
1) Describe your Database Management and User Training Approach? 

 
2) Describe the PC configuration necessary for training. 

 
3) Describe your user training process for new implementations and 

enhancements. 
 
4)  Describe On-Site training you may provide. 
 
5) Describe web-based training you may provide. 
 
6) What is the average number of trainees in your classes? 
 
7) How much of your training class is hands-on? 
 
8) Approach for ongoing training? 
 
9) Provide all documentation pertinent to training. 
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XXIII.    Attachment 9 – Data Conversion 
 

 
Please provide information in the following format. Be sure that each of the following 
concept/question is addressed: 

 
1) Describe data conversion assistance you will provide during implementation 

from the current system? 
 

2) Can you convert existing data – if HACC supplies you with the record 
layouts? 

 
3) Will HACC retain its “know identifiers” such as Client number, Housing Choice 
Voucher Contract Number, Purchase Order Number, Conventional unit number, etc.? 

 
4) Do you provide sample data with which to conduct system installation 

verification testing? Describe the testing process. 
 

5) What level of support do you provide for the conversion from our current 
systems to the new one? 

 
6) What is the recommended sequence of programs to be converted? And is it 

required to convert in that sequence? 
 

7) Provide the steps that will be taken to cut over to the new system? 
 

8) Does your System require HACC to run parallel? Is this an option, should HACC 
wish to run parallel systems? 
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XXIV.   Attachment 10 – Support Services 
 
 
1) Describe in detail the customer support services that are provided by your 

company including, but not limited to, ticket prioritization, escalation, and 
resolution. 

 
 
2) Will HACC be assigned an account representative who will work with us 

through implementation? 
 
 
3) Is a hotline telephone service part of your support? During what hours is this 

service available? Is there an additional charge for this service? How are 
support calls prioritized? 

 
 
4) Do you ever charge extra for telephone support if the reported problem is a 

customer / user problem and not a software problem? 
 
 
5) Is there a formal User Group for the proposed product? Are there user 

conferences or training events? Describe. 
 
 
6)    Do you offer consulting services to assist a business in defining, designing, and 

implementing custom enhancements to your system?  Are the consultants your 
own employees or do you recommend third parties? 

 
7)     Is system maintenance included in the license fee for the software? 
 
 
8)    Describe your release schedule for maintenance updates; enhancement 

updates; tax/legislative updates. How long does it take to implement new 
changes in HUD statutes and regulations into your software? Do you have a 
warranty specifying timelines? 

 
 
9)    Describe how you determine the content of maintenance / enhancement 

releases. 
 
 
10)  Describe how your customers influence and contribute to the content of the 

enhancement update. 
 
 
11)  Describe the contents of your system maintenance / update releases for the 

previous twelve (12) months and the date each was released. 
 
 
12)  If a product is discontinued or your company is sold, do you have any minimum 

guarantees for continued product support? 
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18) What is your monthly uptime percentage (%) for the past twelve (12) months? 
 
19)  Describe how your company handles and/or manages backups. 
 
20)  Do you offer a test environment to allow HACC to preview new features prior to 

each release? 
 
21) Describe additional online support options including email and support portals. 
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XXV.   Attachment 11 – Sample Reference Form 
 

 
Provide a complete list of current clients and a minimum of three (3) organizations that are using 
your proposed system and who can be contacted for reference purposes.  Include the following 
information: 

 
 

1.   Organization: 

Where Located: 

Contact Person: 

Contact’s Title: 

Contact’s Phone Number: 

PHA Size: 

Housing Choice Voucher Leases 
 

 
Tax Credit Units 

 
Short system description (what installed, when, etc.): 

 

 
 
 
 
 
 

2.   Organization: 

Where Located: 

Contact Person: 

Contact’s Title: 

Contact’s Phone Number: 

PHA Size: 

Housing Choice Voucher Leases 
 

Tax Credit Units 
 

Short system description (what installed, when, etc.): 
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3.   Organization: 

Where Located: 

Contact Person: 

Contact’s Title: 

Contact’s Phone Number: 

PHA Size: 

Housing Choice Voucher Leases 
 

Tax Credit Units 
 

Short system description (what installed, when, etc.) 
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XXVI.   Attachment 12 – 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 YouthBuild 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 YouthBuild 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 
least 30% of who are HACC residents from other HACC properties 
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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. YouthBuild  

E1. Subcontract with Section 3 Business Concern that involves the YouthBuild 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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XXVII.   Attachment 13 – Section 3 Business Certification Form 
 

(Document begins on following page) 
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CERTIFICATION FOR BUSINESS CONCERNS SEEKING SECTION 3 
PREFERENCE IN CONTRACTING AND DEMONSTRATION OF CAPABILITY 

 
Name of Business: 

Address of Business: 

Type of Business:     Corporation Partnership Sole Proprietorship Joint Venture 

 
Attached is the following documentation as evidence of Section 3 status: 

For Business claiming status as a Section 3 resident-owned enterprise: 
Copy of resident lease Copy of receipt of public assistance 
Copy of evidence of participation in a public assistance program Other evidence 

 
For business entity as applicable: 

Partnership Agreement Certificate of Good Standing 
Copy of Articles of Incorporation Assumed Business Name Certificate 
List of owners/stockholders and % ownership of each Latest Board minutes appointing officers 
Organization chart with names and titles and brief function statement Additional documentation 
Corporation Annual Report 

 
For business claiming Section 3 status by subcontracting 25 percent of the dollar awarded to qualified Section 3 
business: 

List of subcontracted Section 3 business(es) and subcontract amounts 
 

For business claiming Section 3 status, claiming at least 30 percent of their workforce are currently Section 3 residents or 
were Section 3 eligible residents within 3 years of date of first employment with the business: 

List of all current full-time employees PHA/IHA Residential lease less than 3 years from day of employment 
List of employees claiming Section 3 status Other evidence of Section 3 status less than 3 years from date of employment 

 
Evidence of ability to perform successfully under the proposed contracts: 

Current financial statement 
Statement of ability to comply with public policy 
List of owned equipment 
List of all contracts for the past two years 

 
 
 
 
 
Authorizing Name and Signature (Corporate Seal *If Applicable) 

 
 
Attested by: 
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XXVIII.   Attachment 14 – Section 3 Individual Certification Form 
 
 

(Document begins on following page 
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XXIX.   Attachment 15 – Certification of Bidders – HUD-5369-A 
 

(Document begins on following page) 
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