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INTRODUCTION 
 
The Chattanooga Housing Authority (hereinafter, “HA”) is a public entity that was formed in 1938 to provide 
Federally-subsidized housing and housing assistance to low-income families within the Chattanooga area.  The 
HA is headed by an executive director and is governed by a seven-person Board of Commissioners and is 
subject to the requirements of Title 24 of the Code of Federal Regulations (hereinafter, “CFR”) and the HA’s 
procurement policy.   
 
Currently, the HA owns and/or manages 2,987 units public housing units and administrates a total of 3,140 
Section 8 Housing Choice Vouchers, for a total of 6,127 potential units assisted.  The HA currently has 
approximately 130 employees. 
 
In keeping with its mandate to provide efficient and effective services, the HA is now soliciting proposals 
from qualified, licensed, and insured entities to provide IPA (Independent Public Accountant) Annual Audit 
Services to the HA.  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 their 
entirety. 
 

RFP INFORMATION AT A GLANCE 
[Table No. 1] 

HA CONTACT PERSON Andrew Lawrence, Procurement Officer; Telephone, 
423-752-4867, alawrence@chahousing.org  
TDD 423-752-4830 
Debbie Chadwick, Telephone: 423-752-4192, 
dchadwick@chahousing.org  

HOW TO OBTAIN THE RFP DOCUMENTS ON THE 
APPLICABLE INTERNET SITE 

1. Access www.chahousing.org.    
2. Click on the “Procurement/RFPs” icon on the left 

side to access the procurement page. 
3. Click on the RFP link for this solicitation. 
If you have any problems in accessing the RFP on the 
website, please call Debbie Chadwick@ 423-752-4192 

PRESUBMISSION CONFERENCE Thursday, July 22, 2010, 2:00 PM 
Chattanooga Housing Authority Main Office  
810 N. Holtzclaw Avenue Chattanooga, TN 37404 

HOW TO FULLY RESPOND TO THIS RFP BY 
SUBMITTING A PROPOSAL 

As instructed within Section 3.0 of the RFP document, 
submit Original + 2 copies of your "hard copy" proposal to 
the HA Procurement Department. 

PROPOSAL SUBMITTAL DEADLINE Wednesday, August 4, 2010, 4:00 PM 
Procurement Department 
Chattanooga Housing Authority Main Office  
810 N. Holtzclaw Ave., Chattanooga, TN 37404 
The "hard copy" proposal must be received in-hand and 
time-stamped by the HA no later than 4:00 pm on this 
date. 

ANTICIPATED APPROVAL BY HA BOARD OF 
COMMISSIONERS 

Tuesday, August 17, 2010 
Chattanooga Housing Authority Board Room  
810 N. Holtzclaw Ave., Chattanooga, TN 37404 

LINK TO VIEW CURRENT HA FINANCIAL 
DOCUMENTATION 

The link below will take you to the CHA website where 
certain financial documentation is available.  This is not 
a file generally accessible to the public.  You must have 
this link to access this page and these files.  Please be 
considerate of our request for minimum access to this 
information. 
 
http://www.chahousing.org/s/index.php/2010/07/13/post647/  
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1.0 HA’S RESERVATION OF RIGHTS:  
 

1.1  The HA reserves the right 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 HA 
to be in its best interests. 

 
1.2 The HA intends to award two separate contracts (one with Chattanooga Housing 

Authority and one with Greenwood Terrace, LLC (hereinafter, “LLC)”) to the 
responsible respondent(s) submitting the proposal(s) which is/are most advantageous 
to the HA based on compliance with this RFP and Addenda.  The HA reserves the 
right to make a partial award, split award, or no award. 

 
1.3 The HA reserves the right to terminate a contract awarded pursuant to this RFP, at 

any time for its convenience upon ten (10) days’ written notice to the successful 
proposer(s). 

 
1.4 The HA reserves the right to determine the days, hours and locations that the 

successful proposer(s) shall provide the services called for in this RFP. 
 

1.5 The HA reserves the right to 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 of the HA Procurement Officer (PO). 

 
1.6  The HA reserves the right to negotiate the fees proposed by the proposer entity(ies). 

 
1.7 The HA reserves the right to reject and not consider any proposal that does not meet 

the requirements of this RFP, including but not necessarily limited to incomplete 
proposals and/or proposals offering alternate or non-requested services. 

 
1.8 The HA shall have no obligation to compensate any proposer for any costs incurred in 

responding to this RFP. 
 

1.9 The HA shall reserve the right to, at any time during the RFP or contract process, 
prohibit any further participation by a proposer or reject any proposal submitted that 
does not conform to any of the requirements detailed herein.  By accessing the 
internet site and downloading this document or otherwise obtaining this document, 
each prospective proposer is thereby agreeing to abide by all terms and conditions 
listed within this document (or included by reference) and within the noted Internet 
site, and further agrees that he/she will inform the HA PO in writing within 5 days of 
the discovery of any item listed herein or of any item that is issued thereafter by the 
HA that he/she feels needs to be addressed.  Failure to abide by this timeframe shall 
relieve the HA, but not the prospective proposer, of any responsibility pertaining to 
such issue. 

 
2.0 SCOPE OF WORK (SOW)/TECHNICAL SPECIFICATIONS (T/S): The HA is seeking 

proposals from qualified and licensed entities to provide the detailed annual audit services 
and other attestation services described below.  Offerors may submit proposals for only the 
HA audit or only the LLC audit (and other Greenwood Terrace requirements) or for both.  
However, each portion of the scope for which a proposal is submitted must contain all 
information requested for that portion. 
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2.1  General Requirements 
 

2.1.1  Any audit that is performed by award of this RFP shall be performed in 
accordance with Generally Accepted Governmental Auditing Standards 
(GAGAS).  The HA audit requires compliance and internal accounting 
controls testing under OMB Circular A-133.  The successful proposer will 
be required to certify that each and every HA financial statement has 
been prepared and the HA has complied with all applicable Federal and 
state laws and regulations and in accordance with Generally Accepted 
Accounting Principles (GAAP). 

 
2.1.2  The HA was last audited for the fiscal year ending December 31, 2009.  

The programs for which the HA will require the successful proposer to 
perform  Single Audits are the fiscal years ending December 31, 2010 and 
December 31, 2011, with an option for three (3) additional one-year 
renewals at the HA’s option.  (NOTE: There may be minor changes in these 
programs from FY2012 to FY2014, but it is not anticipated that these 
changes will be so substantial that such will require any adjustment 
greater than 10% of the costs proposed in response to this RFP): 

 
2.1.2.1 A conventionally owned Low-Rent Housing Program with 2,987 

units; 
 
2.1.2.2 Section 8 Housing Choice Voucher Program with no greater than 

3,140 units; 
 

2.1.2.3 Capital Fund Program (CFP) Grants:  CFP fund numbers 
TN37P00450107 through 50109 (each CFP grant averages $4.3 
million); Unexpended CFP Replacement Housing grants of 
approximately $3 million; and two American Recovery and 
Reinvestment Act (ARRA) grants with unexpended funds 
totaling approximately $6 million. 

 
2.1.2.4 Resident & Opportunities Supportive Services (ROSS) Grants; 

 
2.1.2.5 Homeownership Grant Program. 

 
2.1.3 Onsite field work for the FY2010 audit must be performed between 

March 1 and May 15, 2011, and the report must be issued by June 30, 
2011. 

 
2.1.3.1 Field work must be completed by May 31, 2011. 
 
2.1.3.2 Draft report must be submitted to the HA by June 15, 2011.  In 

addition, audit should be presented to the Board of 
Commissioners at their June Meeting, which is currently 
scheduled for June 28, 2011.  

 
2.1.3.3 Final report and submission to State of Tennessee must be 

completed by June 30, 2011.  Submissions to HUD REAC and the 
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Federal Audit Clearinghouse shall be completed by 
September 30, 2011. 

 
2.1.3.4 Similar deadlines will be established for the work pertaining to 

FY2011. 
 

2.1.4 Once completed, the successful proposer will be required to submit to the 
HA a total of 25 copies of the audited financial statements to include the 
Single Audit Report, including one original unbound copy. 

 
 2.1.5 For the LLC, a single-purpose apartment ownership entity for the 98 

Low-Income Housing Tax Credit assisted units at Dee Drive, Emma Kate 
Drive, and Judy Ann Drive in Chattanooga, Tennessee, provide Audit and 
Tax Preparation Services for FY2010 and FY2011. 
 
2.1.5.1 The LLC audit only does not need to conform to GAGAS, but 

only to Generally Accepted Auditing Standards (GAAS). 
 
2.1.5.2 For the LLC only, the FY2010 audit shall be completed and in 

final form prior to Monday, February 28, 2011.  The FY2011 
audit shall be completed and in final form prior to Wednesday, 
February 29, 2012.  A draft of each report should be submitted 
at least one week earlier.  It is anticipated that the year-end 
Accounting close-out for the LLC will be complete by the end of 
January each year. 

 
2.2 The Auditor's Responsibilities:  As defined within OMB Circular A-133 at 

http://www.whitehouse.gov/omb/circulars/a133/a133.html. 
 

2.2.1 General Responsibility, A-133.500(a):  The audit shall be conducted in 
accordance with GAGAS.  The general audit shall cover the entire 
operations of the HA; the LLC audit covers only the operations pertinent 
to the LLC. 

 
2.2.2 Financial Statements, A-133.500(b):  The auditor shall determine whether 

the HA's financial statements are fairly presented in all material respects 
in conformity with GAAP.  The auditor shall also determine whether the 
schedule of expenditure of Federal awards is presented fairly in all 
material respects in relation to the HA's financial statements taken as a 
whole. 

 
2.2.3 Internal Control, A-133.500(c):  In addition to the requirements of GAGAS, 

the auditor shall perform procedures to obtain an understanding of the 
HA's internal control systems. 

 
2.2.4 Compliance, A-133.500(d):  In addition to the requirements of GAGAS, the 

auditor shall determine whether the HA has complied with laws, 
regulations, and the provisions of contracts or grant agreements that may 
have a direct and material impact on each of its major programs. 
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2.2.5 Audit Follow-up, A-133.315(b):  The auditor shall follow up on any prior 
audit findings and perform procedures to assess the reasonableness of the 
summary of schedule of prior audit findings prepared by the HA.  (Note: 
The FY 2009 Audit contained no formal audit findings.) 

 
2.2.6 Data Collection Form, A-133.320 (b)(3):  The auditor shall complete and 

sign specified sections of the Data Collection Form (Form SF-SAC). 
 

2.2.7 Audit Reporting, A-133.505:  The auditor's report shall include: 
 

2.2.7.1 An opinion on financial statements and schedule of expenditure 
of Federal awards; 

 
2.2.7.2 A report on Internal Control; 

 
2.2.7.3 A report on Compliance; 

 
2.2.7.4 A schedule of findings and questioned costs. 

 
2.2.8 Audit Working Papers, A-133.515: 

 
2.2.8.1 Retention of Working Papers:  The auditor shall retain working 

papers for a minimum of 5 years after the date of issuance of 
the auditor's report to the HA. 

 
2.2.8.2 Access to Working Papers:  Audit working papers shall be made 

available upon request to the cognizant or oversight agency for 
audit or its designee.  Access to working papers includes the 
right of Federal agencies to obtain copies of working papers as 
is reasonable and necessary. 

 
2.2.9 Determine the HA's major programs, A-133.520. 
 
2.2.10 Adherence to standards set forth by Generally Accepted Auditing 

Standards (GAAS) and GAGAS. 
 

2.2.11 Prepare the Audit Engagement Letter in accordance with the American 
Institute of Certified Public Accountants (AICPA) standards.  This letter 
will be executed by the HA.  It confirms the auditor's acceptance of the 
appointment and documents the agreed-upon scope and terms of the 
engagement and shall become a part of the ensuing contract between the 
HA and the selected auditor.  The basic elements of the Audit Engagement 
Letter shall be: 

 
2.2.11.1 Names of the parties to the contract. 
 
2.2.11.2 Audit schedule. 

 
2.2.11.3 Reporting package and its format. 
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2.2.11.4 Auditor/HA relationship regarding changes in the kind or 
amount of work required and access to and ownership of 
audit products, including: 

 
2.2.11.4.1 At any time the HA may, by written notice, 

make changes in or additions to work or 
services within the general scope of the 
agreement.  If such changes are made, an 
equitable adjustment will be made in the 
cost of the audit using the rates specified in 
the agreement. 

 
2.2.11.4.2 If the auditor believes that a change in or 

addition to work is beyond the general scope 
of the agreement, it must notify the HA in 
writing within 10 days of being notified to 
begin such work.  The final administrative 
authority in settling such disputes shall rest 
with the HA. 

 
2.2.11.4.3 Audit Work Papers:  The work papers 

prepared by the auditor during the audit are 
its own property.  These documents shall be 
retained for a period of at least 3 years after 
issuance of the Report.  Copies of these work 
papers, if requested by the HA, the U.S. 
Department of Housing and Urban 
Development (HUD) or any other 
governmental agency having jurisdiction to 
request such (i.e. Office of Inspector 
General), are to be made available to the 
requesting party within 10 days of receipt of 
such request.  All reports rendered to the HA 
by the auditor are the exclusive property of 
the HA and subject to its use and control, 
according to applicable laws and regulations.  

 
2.2.11.5 The objective of the audit is the expression of an opinion on 

the financial statements. 
 
2.2.11.6 The Management of the HA is responsible for the PHA's 

financial statements.  The auditor will be provided a draft 
copy of the upper level Statement of Net Assets, Schedule 
of Revenues, Expenses and Changes in Net Assets, the 
Schedule of Federal Financial Awards, and the Financial 
Data Schedule.  In addition, a draft copy of the Notes to the 
Financial Statements will also be provided to facilitate 
completion of the audit report.  The auditor shall be 
responsible for producing the final audited financial 
statements (including cash flow). 
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2.2.11.7 HA Management is responsible for establishing and 
maintaining effective internal control systems. 

 
2.2.11.8 HA Management is responsible for identifying and ensuring 

that the HA complies with applicable laws and regulations. 
 

2.2.11.9 HA Management is responsible for making all financial 
records and related information available to the auditor. 

 
2.2.11.10 At the conclusion of the audit, HA Management will provide 

the auditor with a letter that confirms certain 
representations made during the audit (Management 
Representation Letter). 

 
2.2.11.11 The auditor is responsible for conducting the audit in 

accordance with GAAS and/or GAGAS. 
 
2.2.11.12 The audit includes obtaining an understanding of the HA's 

internal controls sufficient to plan the audit and to 
determine the nature, timing, and extent of audit 
procedures to be performed.  An audit is not designed to 
provide assurance on internal control or to identify 
reportable conditions.  However, the auditor is responsible 
for ensuring that the audit committee or its equivalent is 
aware of any reportable conditions that come to its 
attention. 

 
2.2.11.13 HA Management is responsible for adjusting the financial 

statements to correct material misstatements and for 
affirming to the auditor in the representation letter that 
the effects of any uncorrected misstatements aggregated 
by the auditor are immaterial, both individually and in the 
aggregate. 

 
2.2.11.14 Arrangements regarding the conduct of the engagement 

(i.e., timing, client assistance, availability of documents, 
and use of specialists or internal auditors, etc.). 

 
2.2.11.15 Arrangements involving a predecessor auditor, fees, 

expense reimbursement, and payment schedule. 
 

2.2.11.16 Any limitation of or other arrangements regarding the 
liability of the auditor or the HA. 

 
2.2.11.17 Any other conditions under which third parties may be 

granted access to the auditor work papers. 
 

2.2.11.18 Provision of services relating to regulatory requirements or 
other non-audit services. 
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2.2.12 All proposed work shall include any required assistance and verification 
that the auditor must provide to assist and ensure the appropriate on-time 
submission of the audited FDS to HUD.   

 
2.3 The HA's Responsibilities:  

 
2.3.1   As defined within OMB Circular A-133: 

 
2.3.1.1 Provide Federal program-related information:  Federal awards 

received and expended including the Catalog of Federal 
Domestic Assistance (CFDA) title and number, award number 
and year, name of the Federal agency, and the name of the 
pass-through entity, per A-133.300(a). 

 
2.3.1.2 Maintain internal control over Federal program that provides 

reasonable assurance that the HA is managing Federal awards 
in compliance with laws, regulations, and the provisions of 
contracts or grant agreements that could have a material 
effect on each of its Federal programs, per A-133.300(b). 

 
2.3.1.3 Comply with laws, regulations, and the provisions of contracts 

or grant agreements related to each of its Federal programs, 
per A-133.300(c). 

 
2.3.1.4 Prepare the appropriate financial statements, including the 

schedule of expenditure of Federal awards in accordance with 
A-133.310, per A-133.300(d).   

 
2.3.1.5 Ensure that the required audits are properly performed and 

submitted timely, per A-133.300(e). 
 

2.3.1.6 Follow up and take corrective action on audit findings, 
including preparation of a summary schedule of prior audit 
findings and a corrective action plan in accordance with OMB 
Circular A-133.315(b) & (c), [A-133.300(f)]. 

 
2.3.1.7 Submit the reporting package to OMB-designated Federal 

Clearinghouse and to its Cognizant Agency, including the Data 
Collection Form (SF-SAC), (A-133.320).  

 
2.3.2   Per 24 CFR Part 85.20: 

 
2.3.2.1 Financial Reporting:  Disclose accurate, current, and complete 

financial results of HUD-assisted Programs. 
 
2.3.2.2 Accounting Records:  Identify the source and application of 

funds provided for HUD-assisted activities. 
 

2.3.2.3 Internal Controls:  Maintain effective controls and 
accountability for all assets, including accounting controls and 
management activities. 
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2.3.2.4 Budget Controls:  Prepare separate budget for each HUD-

assisted program, based on HUD-prescribed categories, and 
assure that expenditures do not exceed the approved budget. 

 
2.3.2.5 Allowable Cost:  Ensure that funds are expended in accordance 

with program requirements, based on OMB Circular A-87 or as 
amended. 

 
2.3.2.6 Source Documentation:  Maintain source documents and files 

that support the financial transactions recorded in the books, 
providing an adequate audit trail. 

 
2.3.3   Per Statement on Auditing Standards No. 85: 

 
2.3.3.1 Prepare Management Representation Letter.  This is the HA's 

written representation on financial statements under 
examination by the auditor.  In accordance with GAAS, the 
auditor requests this document from the HA prior to the 
conclusion of the audit. 

 
2.3.4   Per 24 CFR 902.33: 

 
2.3.4.1 Electronically submit the audited financial data to HUD's Real 

Estate Assessment Center (REAC) within 9 months after its 
fiscal year-end date.  The HA will draft all financial statements 
for all years including the Financial Data Schedule (FDS), 
leaving the auditor to edit and provide their opinions thereto.  
The HA will enter the information into REAC, leaving the 
auditor only to review and electronically submit their related 
opinions.  Any changes in FDS format between years 2010 and 
2011 will be completed by the HA. 

 
3.0 PROPOSAL FORMAT: 

  
3.1 Tabbed Proposal Submittal:  The HA intends to retain the successful proposer 

pursuant to a “Best Value” basis, not a “Low Bid” basis ("Best Value," in that the HA 
will, as detailed within the following Section 4.0, consider factors other than just 
cost in making the award decision).   Therefore, so that the HA can properly evaluate 
the offers received, all proposals submitted in response to this RFP must be 
formatted in accordance with the sequence noted following.  Each category must be 
separated by numbered index dividers (which number extends so that each tab can 
be located without opening the proposal) and labeled with the corresponding tab 
reference also noted below.  None of the proposed services may conflict with any 
requirement the HA has published herein or has issued by addendum.   
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[Table No. 2] 
RFP 
Section 

Tab 
No. 

 
Description 

3.1.1 1 Proposal Form:  This Form is attached hereto as Attachment A 
to this RFP document.  This 2-page Form must be fully 
completed, executed where provided thereon, and submitted 
under this tab as a part of the proposal submittal. 

3.1.2 2 Form HUD-5369-C (8/93), Certifications and Representations 
of Offerors, Non-Construction Contract:  This Form is attached 
hereto as Attachment C to this RFP document.  This 2-page Form 
must be fully completed, executed where provided thereon, and 
submitted under this tab as a part of the proposal submittal. 

3.1.3 3 Profile of Firm: The Profile of Firm Form is attached hereto as 
Attachment D to this RFP document.  This 2-page Form must be 
fully completed, executed and submitted under this tab as a 
part of the proposal submittal. 

3.1.4 4 Proposed Services:  As more fully detailed within Section 2.0, 
Scope of Proposal/Technical Specifications, of this document, 
the proposer shall, at a minimum, clearly detail within the 
information submitted under this tab documentation showing: 

3.1.4.1  As detailed within Section 4.2, Evaluation Factor No. 2, herein, 
the proposer’s ORGANIZATION SIZE AND STRUCTURE, including 
a concise description of its managerial and financial capacity to 
deliver the proposed services, qualifications to provide the 
services, and descriptions of the background and current 
organization of the firm. 

3.1.4.2  As detailed within Section 4.2, Evaluation Factor No. 3, herein, 
the QUALIFICATIONS OF STAFF TO BE ASSIGNED TO THE 
AUDIT, including resumes from all staff anticipated to be 
assigned to the engagement (including, if appropriate, labor 
categories, estimated hours, and skill mix) and the proposer’s 
proposed WORK PLAN to provide the required services.  NOTE:  
While proposers may make reference to the proposed hours for 
each position listed, proposers shall NOT enter anywhere within 
the tabbed proposal submittal any reference to the proposed 
fees entered on the Fixed Fee Schedule which will be submitted 
in a separate sealed envelope. 

3.1.4.3  As detailed within Section 4.2, Evaluation Factor No. 4, herein, 
the proposer’s UNDERSTANDING OF THE WORK TO BE 
PERFORMED and MANAGEMENT PLAN (including staffing of key 
positions, method of assigning work, procedures for maintaining 
level of service, and realistic time estimates of total proposed 
manhours). 

3.1.4.4  As detailed within Section 4.2, Evaluation Factor No. 5, herein, 
the proposer’s DEMONSTRATED PRIOR EXPERIENCE in 
performing PHA and/or LIHTC audits and the proposer’s 
DEMONSTRATED SUCCESSFUL PAST PERFORMANCE (of contract 
work similar in size and complexity to that of this proposal) as 
verified by reference checks or other means.   

3.1.4.5  Evidence that the proposer is qualified under State Licensing 
requirements. 
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3.1.4.6  The proposer’s quality control program. 
3.1.4.7  A copy of the most recent Peer Review Report rendered under 

the requirement of professional peer review standards and a 
copy of the results of any Quality Assurance audits under any 
requirement of HUD regulations if any sub audits have been 
performed. 

3.1.4.8  A complete description of the products and services the firm 
provides. 

3.1.5 5 Client Information: The proposer shall submit a listing of former 
or current clients, including those for which the proposer has 
performed PHA and LIHTC audits similar in size and complexity 
to those being proposed herein.  The listing shall, at a minimum, 
include: 

3.1.5.1  The client’s name; 
3.1.5.2  The client’s contact name; 
3.1.5.3  The client’s telephone number; 
3.1.5.4  A brief description and scope of the service(s) and the dates the 

services were provided; 
3.1.6 6 Section 3 (See Attachment E):  The Section 3 Clause page 

(Form #S3-8) shall be executed and inserted in this section 
whether claiming a preference or not.  

3.1.7 7 Required Certifications:  The proposer must submit under this 
tab all other certifications and forms which are attached to the 
RFP and required by the HA and/or HUD (See Section 3.6).  The 
proposer may submit its own Equal Opportunity Employment and 
Affirmative Action policies and goals and any history of 
employing minorities, women, and low-income individuals, 
especially in professional positions.  If the proposer does not 
have such written policies, the forms attached may be executed 
showing compliance to the HA’s minimum standards. 

3.1.8 8 Other Information (Optional Item):  The proposer may include 
hereunder any other general information that the proposer 
believes is appropriate to assist the HA in its evaluation. 

 
3.1.9 If no information is to be placed under any of the above noted tabs 

(especially the "Optional" tabs), please place there under a statement 
such as "NO INFORMATION IS BEING PLACED UNDER THIS TAB" or "THIS TAB 
LEFT INTENTIONALLY BLANK."  DO NOT eliminate any of the tabs. 

 
3.1.10 Proposal Submittal Binding Method:  It is preferable and recommended 

that the proposer bind the proposal submittals in such a manner that the 
HA can, if needed, remove the binding (i.e. “comb-type;” etc.) or remove 
the pages from the cover (i.e. 3-ring binder; etc.) to make copies then 
conveniently return the proposal submittal to its original condition. 

 
3.2 Fixed Fee Schedule:  The dedicated total hours (where required) and proposed fees 

shall be entered on the Fixed Fee Schedule (Attachment B) and submitted in a 
separate sealed envelope submitted with the proposal.  The Fixed Fee Schedule will 
allow the proposer to multiply the quantities entered by the unit costs (typically 
hourly fees) to arrive at a subtotal for each item; then, the subtotals shall be added 
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to become the firm fixed fee proposed to complete the work.  Do not submit, enter, 
or refer to any fees or costs within the 8-tab “hard copy” proposal submittal; any 
proposer that does so will be rejected without further consideration.  Unless 
otherwise stated, the proposed fees are all-inclusive of all related costs that the 
auditor will incur to provide the noted services, including but not limited to:  
employee wages and benefits, clerical support, overhead, profit, licensing, insurance, 
materials, supplies, tools, equipment, long distance telephone calls, document 
copying, etc.  

 
3.2.1 Entry of Unit Costs:  Each proposer must enter on the Fixed Fee Schedule 

(see Attachment B) the proposed hourly costs and the dedicated hours 
(where required) for each listed position and calculate the listed 
quantities multiplied by the proposed unit fees entered to arrive at a 
subtotal for each item.  Each proposer shall also enter a lump sum amount 
for "expenses."  The ensuing total sum will be the firm fixed fee for the 
proposed work for the two-year contract.  The proposer may enter a 
proposal fee for either item (HA audit or LLC audit) or for both.  However, 
any submission for one main item (HA audit or LLC audit) must contain 
fees broken down by each sub-item and/or year.  "No Proposal" should be 
entered if there is no proposal for one of the items.  If the same person 
from the firm will perform work for multiple positions, then the HA would 
expect that the same hourly fee would probably be proposed for each 
position, though such is not required.  Please note that the proposed fees 
submitted by each proposer are inclusive of all necessary costs to provide 
the proposed services, including but not limited to: employee costs and 
benefits, clerical support, overhead, profit, supplies, materials, licensing, 
insurance, etc.  Note also that each of the following positions is inclusive 
of all necessary clerical work and each hourly fee proposed shall be fully 
“burdened” with profit and overhead costs.   

 
3.2.2 Additional Related Work That May Be Required:  Please note that if the 

HA decides that it will/must retain the auditor to perform any additional 
related work, the HA will determine if that work must be done onsite or if 
it could be done remotely.  The labor and travel costs of such work shall 
be negotiated. 

 
3.3 Proposal Submission:  All proposals must be submitted and time-stamped received in 

the HA Procurement Department by no later than the submittal deadline stated 
herein (or within any ensuing addendum).  A total of 1 original signature copy 
(marked "ORIGINAL") and 2 exact copies (each of the 3 proposal submittals shall have 
a cover and extending tabs) of the proposal, along with the Fixed Fee Schedule in a 
separate sealed envelope, shall be placed unfolded in a sealed package and 
addressed to: 

 
Chattanooga Housing Authority 
Attention:  Andrew Lawrence,  

Procurement Officer  
801 N. Holtzclaw Avenue 
Chattanooga, TN 37404 
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 The package exterior must clearly denote the above noted RFP number, the date 
and time proposals are due, and the proposer’s name and return address.  
Proposals submitted after the published deadline will not be accepted. 

 
3.3.1 Submission Conditions:  DO NOT FOLD OR MAKE ANY ADDITIONAL MARKS, 

NOTATIONS OR REQUIREMENTS ON THE DOCUMENTS TO BE SUBMITTED!  
Proposers are not allowed to change any requirements or forms contained 
herein, either by making or entering onto these documents or the 
documents submitted any revisions or additions; and if any such additional 
marks, notations, or requirements are entered on any of the documents 
that are submitted to the HA by the proposer, such may invalidate that 
proposal.  If, after accepting such a proposal, the HA decides that any 
such entry has not changed the intent of the proposal that the HA 
intended to receive, the HA may accept the proposal and the proposal 
shall be considered by the HA as if those additional marks, notations or 
requirements were not entered on such.  By registering as a recipient of 
the RFP documents, each prospective proposer is thereby agreeing to 
confirm all notices that the HA delivers to him/her as instructed, and by 
submitting a proposal, the proposer is thereby agreeing to abide by all 
terms and conditions published herein and by addenda pertaining to this 
RFP. 

 
3.3.2 Submission Responsibilities:  It shall be the responsibility of each 

proposer to be aware of and to abide by all dates, times, conditions, 
requirements, and specifications set forth within all applicable documents 
issued by the HA, including the RFP document, the documents listed 
within the following Section 3.6, and any addenda and required 
attachments submitted by the proposer.  By virtue of completing, signing, 
and submitting the completed documents, the proposer is stating his/her 
agreement to comply with the all conditions and requirements set forth 
within those documents.  Written notice from the proposer not authorized 
in writing by the HA PO to exclude any of the HA requirements contained 
within the documents may cause that proposer to not be considered for 
award.   

 
3.4 Proposer's Responsibilities - Contact With the HA:  It is the responsibility of the 

proposer to address all communication and correspondence pertaining to this RFP 
process to the HA PO or Purchasing Agent (PA) only.  Proposers must not make 
inquiry or communicate with any other HA staff member or official (including 
members of the Board of Commissioners) pertaining to this RFP.  Failure to abide by 
this requirement may be cause for the HA to not consider a proposal submittal 
received from any proposer who has not abided by this directive. 

 
3.4.1 Addenda:  The proposer shall notify the Procurement Officer (PO) in 

writing of any conflict with and/or desired change to any of the terms or 
conditions as stated in the Request for Proposals (RFP), and any other 
general questions regarding the RFP, by Tuesday, July 27, 2010.  Such 
notice may be in a letter to Andrew Lawrence, Procurement Officer, P.O. 
Box 1486, Chattanooga, TN  37401-1486, which should be received by the 
HA by that date, or by e-mail addressed to alawrence@chahousing.org 
(copy to dchadwick@chahousing.org).  The HA PO will respond to all such 



REQUEST FOR PROPOSALS (RFP) NO. F-310-00, IPA ANNUAL AUDIT SERVICES 

 

 
CHATTANOOGA HOUSING AUTHORITY 

Page 14 

inquiries in writing by addendum to all prospective proposers (i.e. firms 
or individuals of record that have obtained the RFP Documents).  During 
the RFP solicitation process, the HA PO will NOT conduct any ex parte (a 
substantive conversation - “substantive” meaning, when decisions 
pertaining to the RFP are made - between the HA and a prospective 
proposer when other prospective proposers are not present) conversations 
that may give one prospective proposer an advantage over other 
prospective proposers.  This does not mean that prospective proposers 
may not call the HA PO) - it simply means that, other than making replies 
to direct the prospective proposer where his/her answer has already been 
issued within the solicitation documents, the HA PO may not respond to 
the prospective proposer’s inquiries but will direct him/her to submit 
such inquiry in writing so that the HA PO may more fairly respond to all 
prospective proposers in writing by addendum. 

 
3.5 Presubmission Conference:  The scheduled presubmission conference identified on 

Page 1 of this document is, pursuant to HUD regulation, not mandatory.  Many 
prospective proposers have previously responded to an RFP with a multi-tabbed 
submittal and feel comfortable in doing so without attending the presubmission 
conference.  Typically, such conferences last 1 hour or less, though such is not 
guaranteed.  The purpose of this conference is to assist prospective proposers in 
having a full understanding of the RFP documents so that he/she feels confident in 
submitting an appropriate proposal; therefore, at this conference the HA will 
conduct an overview of the RFP documents, including the attachments.  Prospective 
proposers may also ask questions, though the PO may require that some such 
questions are delivered in writing prior to a response.  Whereas the purpose of this 
conference is to review the RFP documents, attendees who have already obtained 
the RFP should bring a copy of it to this conference.  Those who are responding to 
advertisements for the RFP and have not already obtained a copy will receive one at 
this conference. 

 
3.6 Recap of Attachments:  It is the responsibility of each proposer to verify that 

he/she has downloaded the following attachments pertaining to this RFP, which are 
hereby included by reference as a part of this RFP: 

 
 [Table No. 3] 

RFP 
Section 

 
Attachment 

 
Attachment Description 

3.6.1 A Proposal Form 
3.6.2 B Fee Schedule 
3.6.3 C Form HUD-5369-C (8/93), Certifications and 

Representations of Offerors, Non-Construction Contract 
3.6.4 D Profile of Firm Form 
3.6.5 E Section 3 Clause Signature Form 
3.6.6 F HA Instructions To Offerors for Service Contracts 
3.6.7 G Form HUD-5369-B (8/93), Instructions to Offerors, Non-

Construction 
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3.6.8 H State Contract Audit Form.  (This contract is being given 

as a sample only - the HA reserves the right to revise any 
clause herein and/or to include within the ensuing 
contract any additional clauses that the HA feels are in its 
best interests to do so.) 

3.6.8.1 H-1 Form HUD-5370-C (10/2006), General Conditions for  Non-
Construction Contracts Section I (With or without 
Maintenance Work) 

3.6.9 I Mandatory Clauses 
3.6.10  Additional Forms/Certifications Required to be Submitted: 

1) Corporate or Partnership Certificate 
2) Equal Employment Opportunity Form 
3) Affirmative Action Plan 
4) Certification for a Drug-Free Workplace  
    (HUD-50070) 
5) Certification of Payments to Influence Federal  
    Transactions (HUD-50071) 

 
4.0 PROPOSAL EVALUATION:  The entire Proposal Evaluation section will apply separately to 

the proposal for HA services and to the proposal for LLC services, so that a top-ranked 
proposer will be determined for each of the contracts to be awarded. 

 
 4.1 Minimum Mandatory Criteria:  The following criteria must be met for a proposer to 

be considered for further evaluation.  Failure to meet any one of these criteria 
is automatic ineligibility.  Please provide documentation regarding each in 
your proposal. 

 
  4.1.1 Must be a Certified Public Accountant properly licensed to practice 

in the State of Tennessee. 
 
  4.1.2 Must meet independence standards established by GAO. 

 
 

4.2 Evaluation Factors:  The following factors will be utilized by the evaluation 
committee appointed by the HA to evaluate each proposal received; award of points 
for each listed factor will be based upon the documentation that the proposer 
submits within his/her proposal submittal.   

 
[Table No. 4] 

NO. MAX POINT 
VALUE 

FACTOR 
TYPE 

 
FACTOR DESCRIPTION 

1 30 points Objective The PROPOSED COSTS; 
2 5 points Subjective 

(Technical) 
The proposer’s ORGANIZATION SIZE AND STRUCTURE: 

3 25 points Subjective 
(Technical) 

The QUALIFICATIONS OF STAFF TO BE ASSIGNED TO THE AUDIT 
[including qualifications and audit team makeup (up to 20 points) 
and overall supervision to be exercised over audit team by firm’s 
management (up to 5 points)]. 
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4 20 points Subjective 

(Technical) 
The proposer’s UNDERSTANDING OF WORK TO BE PERORMED (in 
terms of personnel, equipment, and materials) and the 
MANAGEMENT PLAN (including staffing of key positions, method 
of assigning work, and procedures for maintaining level of 
service, etc.). 

5 20 points Subjective 
(Technical) 

The proposer’s DEMONSTRATED PRIOR EXPERIENCE in 
performing PHA and/or LIHTC audits and the proposer’s 
DEMONSTRATED SUCCESSFUL PAST PERFORMANCE (of similar 
size and complexity as verified by reference checks or other 
means). 

 100 points 100 points Total Points 
 

4.3 Evaluation Method: 
 

4.3.1 Initial Evaluation for Responsiveness:  Each proposal received will first 
be evaluated for responsiveness (i.e. meets the minimum of the 
requirements). 

   
4.3.2 Evaluation Packet:  An evaluation packet will be prepared for each 

evaluator including the following documents: 
 
4.3.2.1 Instructions to Evaluators; 
 
4.3.2.2 Proposal Tabulation Form; 
 
4.3.2.3 Written Narrative Form for each proposer; 
 
4.3.2.4 Recap of each proposer’s responsiveness; 
 
4.3.2.5 Copy of all pertinent RFP documents. 

   
4.3.3 Evaluation Committee:  The HA anticipates that it will select a minimum 

of a three-person committee to evaluate each of the responsive proposals 
submitted in response to this RFP.  PLEASE NOTE: No proposer shall be 
informed at any time during or after the RFP process as to the identity of 
any evaluation committee member.  If, by chance, a proposer does 
become aware of identity of such person(s), he/she SHALL NOT make any 
attempt to contact or discuss with such person anything related to this 
RFP.  As detailed within Section 3.4 of this document, the HA PO or PA are 
the only people at the HA that the proposers shall contact pertaining to 
this RFP.  Failure to abide by this requirement may cause such proposer(s) 
to be eliminated from consideration for award. 

   
4.3.4 Evaluation:  The HA PO will evaluate and award points pertaining to 

Evaluation Factor No. 1.  The appointed evaluation committee, 
independent of the HA PO or any other person at the HA, shall evaluate 
the responsive proposals submitted and award points pertaining to 
Evaluation Factors Nos. 2, 3, 4, and 5.  Upon final completion of the 
proposal evaluation process, the evaluation committee will forward the 
completed evaluations to the HA PO.   
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4.3.5 Potential “Best and Final” Negotiations:  The HA reserves the right to, as 
detailed within Section 7.2.N through Section 7.2.R of HUD Procurement 
Handbook 7460.8 REV 2, conduct a “Best and Final” Negotiation, which 
may include oral interviews, with all firms deemed to be in the 
competitive range.  Any firm deemed not to be in the competitive range 
shall be notified of such in writing by the HA in a timely manner as 
possible, but in any case within no longer than 5 days after the beginning 
of such negotiations with the firms deemed to be in the competitive 
range. 

 
4.3.6 Determination of Top-Ranked Proposer:  The points awarded by the 

evaluation committee shall be combined with the points awarded by the 
HA PO to determine the final rankings, which shall be forwarded by the 
HA PO to the HA Executive Director (ED) for approval.   

 
4.3.6.1 Minimum Evaluation Results:  To be considered to receive an 

award a proposer must receive a total calculated average of at 
least 70 points of the 100 total possible points detailed within 
Section 4.2 herein.   

 
4.3.6.2 Recommendation for Multiple Awards:  For this solicitation, 

separate contracts may be recommended for award for each 
area of services.  

 
4.3.6.3 Tie:  Contract award will be made on the basis of the 

proposal(s) most advantageous to HA as determined by 
evaluating proposals in accordance with the stated Evaluation 
Factors.  The proposal(s) from responsible Offeror(s) which 
is/are the most advantageous to HA and which satisfactorily 
meets the solicitation requirements shall be recommended for 
award.  The most advantageous offer(s) will be the proposal(s) 
with the best combination of technical merit and price.  HA 
reserves the right to determine whether a differential between 
offers represents any actual significant difference in technical 
merit.  If it is determined that there is not a significant 
difference in technical merit, HA reserves the right to make an 
award solely on price.  Evaluation will be based upon each 
Offeror’s capability to provide affordable, timely, and quality 
services. 

 
4.3.7 Award Recommendation:  As detailed within the following Section 5.1.1, 

if the ensuing contract award is $100,000 or greater, the final rankings 
will be forwarded to the HA Board of Commissioners (BOC) at their next 
regularly scheduled meeting for approval.  The HA BOC will then make its 
determination as to whether or not to follow the evaluation committee’s 
recommendation.  Contract price negotiations may, at the HA's option, be 
conducted prior to and/or after the BOC approval. 

 
4.3.8 Notice of Results of Evaluation:  If an award is completed, all proposers 

will receive by e-mail a Notice of Results of Evaluation.  Such notice shall 
inform all proposers of: 
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4.3.8.1 Which proposer received the award; 
 
4.3.8.2 Where each proposer placed in the process as a result of the 

evaluation of the proposals received; 
 
4.3.8.3 The cost or financial offers received from each proposer; 
 
4.3.8.4 Each proposer’s right to a debriefing and to protest. 
 

4.3.9 Restrictions:  All persons having familial (including in-laws) and/or 
employment relationships (past or current) with principals and/or 
employees of a proposer entity will be excluded from participation on the 
HA evaluation committee.  Similarly, all persons having ownership interest 
in and/or contract with a proposer entity will be excluded from 
participation on the HA evaluation committee. 

 
5.0 CONTRACT AWARD:  The entire Contract Award section will apply to both of the contracts 

to be awarded (one to with HA and one with the LLC). 
 

5.1 Right To Negotiate Final Fees:  The HA shall retain the right to negotiate the 
amount of fees that are paid to the successful proposer, meaning the fees proposed 
by the top-rated proposer may, at the HA's options, be the basis for the beginning of 
negotiations.  Such negotiations shall begin after the HA evaluation committee has 
chosen a top-rated proposer.  If such negotiations are not, in the opinion of the HA 
PO, successfully concluded within 5 business days, the HA shall retain the right to 
end such negotiations and begin negotiations with the next-rated proposer.  The HA 
shall also retain the right to negotiate with and make an award to more than one 
proposer (possible separate contracts - one for the HA audits and one for the LLC 
audits and other requirements), as long as such negotiation(s) and/or award(s) are 
addressed in the above manner (i.e. top-rated first, then next-rated following until a 
successful negotiation is reached). 

 
5.2  Contract Award Procedure:  If a contract is awarded pursuant to this RFP, the 

following detailed procedures will be followed: 
 
5.2.1  It is anticipated that upon final completion of the proposal evaluation 

process, the evaluation committee will forward the completed evaluations 
to the HA PO.  The HA PO will formulate and forward to the HA ED for 
approval a written award recommendation.  The HA ED will review the 
recommendation and, if in agreement, take the award recommendation to 
the HA BOC at a scheduled board meeting for approval (typically for 
contracts with a total value equal to or greater than $100,000).  If so, the 
HA BOC will then make its determination of whether or not to follow the 
committee’s recommendation.  If the recommendation is followed and the 
top-rated proposer(s) is/are approved for award, all proposers will, as 
detailed within Section 4.3.9 herein, receive a Notice of Results of 
Evaluation.  Contract price negotiations may, at the HA's option, be 
conducted prior to and/or after the Board approval.  
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5.3 Contract Conditions:  The following provisions are considered mandatory conditions 
of any contract award made by the HA pursuant to this RFP: 
 
5.3.1 Contract Form:  The HA will sign the Audit Engagement Letter to 

evidence that all items in Sections 2.1 and 2.2 are included.  Further, the 
Tennessee State Contract Audit Form will be executed by both parties.  
See Sample Contract, Attachment H, and General Conditions for Non-
Construction Contracts, Section I (With or Without Maintenance Work) 
(HUD-5370-C), Attachment H-1.  By submitting a proposal the successful 
proposer thereby agrees to abide by all terms and conditions listed within 
the contract form and general conditions (Please note that the HA 
reserves the right to amend this form as the HA deems necessary.)  
However, the HA will consider any contract clauses that the proposer 
wishes to include therein, but the failure of the HA to include such clauses 
does not give the successful proposer the right to refuse to execute the 
HA's contract form.  It is the responsibility of each prospective proposer to 
notify the HA, in writing, prior to submitting a proposal, of any contract 
clause that he/she is not willing to include in the final executed contract 
and abide by.  The HA will consider and respond to such written 
correspondence, and if the prospective proposer is not willing to abide by 
the HA's response (decision), then that prospective proposer shall be 
deemed ineligible to submit a proposal.  

 
5.3.1.1 Please note that the HA has no legal right or ability to (and will 

not) at any time negotiate any clauses contained within ANY of 
the HUD forms included as a part of this RFP. 

  
5.3.2  Assignment of Personnel:  The HA shall retain the right to demand and 

receive a change in personnel assigned to the work if the HA believes that 
such change is in the best interest of the HA and the completion of the 
contracted work.  The HA may request the successful firm to 
immediately remove from assignment to the HA any employee found 
unfit to perform duties due to one or more of the following reasons: 

 
5.3.2.1 Neglect of duty. 
 
5.3.2.2 Disorderly conduct, use of abusive or offensive language, 

quarreling, intimidation by words or actions or fighting. 
 
5.3.2.3 Theft, vandalism, immoral conduct or any other criminal 

action. 
 
5.3.2.4 Selling, consuming, possessing, or being under the 

influence of intoxicants, including alcohol, or illegal 
substances while on assignment to the Authority. 

 
5.3.3 Unauthorized Subcontracting Prohibited:  The successful proposer shall 

not assign any right, nor delegate any duty for the work proposed pursuant 
to this RFP (including but not limited to, selling or transferring the 
contract) without the prior written consent of the HA PO.  Any purported 
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assignment of interest or delegation of duty, without the prior written 
consent of the HA PO shall be void and may result in the cancellation of 
the contract with the HA, or may result in the full or partial forfeiture of 
funds paid to the successful proposer as a result of the proposed contract, 
either as determined by the HA PO. 

 
5.4 Contract Period:  The HA intends to award a contract for a period of two (2) years to 

include separate HA audits for FY2010 and FY2011.  A second contract will be 
awarded with the LLC for a period of two (2) years to include separate LLC audits for 
FY2010 and FY2009 and additional work related to the LLC.  At the HA’s discretion, 
these contract may each be renewed for up to three (3) additional one-year option 
periods, for a maximum total contract period of five (5) years.  These contracts may 
be awarded to the same or different proposer(s). 

 
5.5 Licensing and Insurance Requirements:  Prior to award (but not as a part of the  

proposal submission) the successful proposer will be required to provide:  
 

5.5.1 An original certificate evidencing the proposer’s current workers 
compensation insurance carrier and coverage amount; 

 
5.5.2 An original certificate evidencing General Liability coverage, naming the 

HA as an additional insured, together with the appropriate endorsement 
to said policy reflecting the addition of the Chattanooga Housing Authority 
as an additional insured under said policy (minimum of $1,000,000 each 
occurrence, general aggregate minimum limit of $1,000,000, together 
with damage to premises and fire damage of $50,000 and medical 
expenses any one person of $5,000), with a deductible of not greater than 
$1,000; 

 
5.5.3 An original certificate showing the proposer's professional liability and/or 

"errors and omissions" coverage (minimum of $1,000,000 each occurrence, 
general aggregate minimum limit of $5,000,000) ), with a deductible of 
not greater than $1,000; 

 
5.5.4 An original certificate showing the proposer's automobile insurance 

coverage on owned or non-owned vehicles in a combined single limit of 
$500,000.  For every vehicle utilized during the term of this program, 
when not owned by the entity, each vehicle must have evidence of 
automobile insurance coverage with limits of no less than 
$50,000/$100,000 and medical payment of $5,000. 

 
5.5.5 If any such insurance is due to expire during the Contract period, the 

auditor shall not permit the coverage to lapse and shall furnish evidence 
of coverage to the HA.  All certificates of insurance, as evidence of 
coverage, shall state that no coverage may be canceled or non-renewed 
by the insurance company until at least thirty (30) days prior written 
notice has been given to the HA.  All Certificates of Insurance must list 
Chattanooga Housing Authority as “Additional Insured,” list the 
sites/work (including contract/purchase order number), and be 
originals. 
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5.5.6 For local firms, a copy of the proposer's business license allowing that 
entity to provide such services within the City of Chattanooga and/or 
County of Tennessee. 

 
5.5.7 A copy of the proposer's professional license issued by the state where the 

proposer is located and confirmation of its authority to do business in the 
State of Tennessee.  Failure to maintain this authorization in a current 
status during the term of this contract shall constitute a material breach 
of the agreement. 

 
5.5.8 The requested related information shall also be entered where provided 

for on the Profile of Firm Form (DO NOT ATTACH/SUBMIT COPIES WITHIN 
THE PROPOSAL SUBMITTAL – the HA will garner the necessary certificates 
from the successful proposer prior to contract execution).   

 
5.6 Contract Service Standards:  All work performed pursuant to this RFP must conform 

and comply with all applicable local, state and Federal laws.  
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PROPOSAL FORM 
Attachment A 

(This Form must be fully completed and placed under Tab No. 1 of the “hard copy” proposal submittal.) 
 
Instructions:  Respondents to the HA Request for Proposals (RFP) for IPA Audit Services, Solicitation 
No. F-310-00, must complete and submit this Proposal Form.  Offerors not using this form to 
respond will not be considered.  An original (so marked) and two (2) copies of this form and all 
items listed below must be completed and included in the proposal submittal.  If more room is 
needed for a response to any request, please attach a sheet directly behind the pertinent page of 
the form and identify your response.  Please complete this form by marking an “X,” where 
provided, to verify that the referenced completed form or information has been included within the 
“hard copy” proposal submittal submitted by the offeror. 
 
The penalty for making false statements in any offer is prescribed in 18 U.S.C. 1001. 

 
X=ITEM INCLUDED SUBMITTAL  ITEMS (Three copies of each bid, including one with 

                               original signatures and so marked)                            
            ________ Separate Sealed Envelope - Fixed Fee Schedule (Attachment B) 
            ________ Tab 1     Proposal Form (Attachment A) 
            ________ Tab 2     Form HUD-5369-C (Attachment C)) 
            ________ Tab 3     Profile of Firm Form (Attachment D) 
            ________ Tab 4     Proposed Services 
            ________ Tab 5     Client Information 
            ________ Tab 6     Section 3:  Executed Section 3 Clause (Form #S3-8 –  

              Mandatory) and Section 3 Business Preference Documentation 
              (Form #S3-5 - Optional) 

            ________ Tab 7     Required Certifications (See Section 3.6.10) 
            ________ Tab 8     Other Information the proposer wants to include for  

              evaluation 
 
 
 

                                                                                                    
(Offeror) 

                                                                                                    
(Street Address) 

                                                                                                    
(City/State/Zip) 

                                                                                                    
(Telephone/FAX) 

                                                                                                    
(E-Mail Address) 

                                                                                                    
(State License No.) 

                                                                                                    
 (Federal I.D. and/or SSN) 
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The above offeror is an:  (  ) Individual  (  ) Corporation  (  ) Partnership  (  ) Joint Venture consisting of 
________________________________________________________________________ 
_____________________________________________, (  ) licensed to do business in the State where 
project is located. 
 
ADDENDA (Offeror acknowledges receipt of the following Addenda): 
Addendum No. ________  Date ____________ 
Addendum No. ________  Date ____________ 
Addendum No. ________  Date ____________ 
 
An official authorized to sign and negotiate on behalf of the firm submitting this proposal must sign 
this form below.  Proposals must be valid for a period of at least 60 days. 
 
In submitting this proposal, it is understood that the right is reserved by the HA to reject any and 
all proposals or to waive any informality in the proposals.  If written notice of the acceptance of 
this proposal is delivered to the undersigned within 60 days after the opening thereof, or at any 
time thereafter before this proposal is withdrawn, the undersigned agrees to execute and deliver a 
contract in the prescribed form and furnish the required insurance certifications no later than ten 
(10) days after the “Notice of Award” or “Intent to Award.” 
 
PROPOSAL FEES 
 
Enter proposal fees on Fixed Fee Schedule as directed in Section 3.2.  The HA shall have the right to 
reject any proposal which indicates an unbalanced proposal or prices or hours not realistic for the 
work.  
 
DISCOUNT OFFER     
 
OFFEROR’S REFERENCE NUMBER – Solicitation F-310-00 
 
Unless otherwise qualified by the Offeror on this form:  (1) discounts will be deducted from the 
gross purchase order price; and (2) time in connection with discounts offered will be computed 
from date of correct invoice. 
 
TERMS_______________________________________________________________________ 
 
Offers not offering discount terms will be considered to require net payment in the number of days 
stated in the Terms of Payment clause.  Early payment discounts will be considered in evaluating 
offers.  Offers requiring net payment in less than 30 days will not be considered.  
 
CHA reserves the right to request oral information or additional written documentation to 
supplement any or all written proposals. 

 
SECTION 3 STATEMENT 

 
Are you claiming a Section 3 business preference?  YES___ or NO____.  If “YES,” pursuant to 
the Section 3 portion within the Conditions and Specifications, and pursuant to the 
documentation justifying such submittal under Tab No. 9, which priority are you claiming? 
____________. 
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OFFEROR’S STATEMENT/ACCEPTANCE OF CHA TERMS AND CONDITIONS 

 
The undersigned offeror hereby states that by completing and submitting this Form and all 
other documents within this proposal submittal, he/she is verifying that all information 
provided herein is, to the best of his/her knowledge, true and accurate, and that if the HA 
discovers that any information entered herein to be false, such shall entitle the HA to not 
consider or make award or to cancel any award with the undersigned party.  Further, by 
completing and submitting the proposal, and by entering and submitting the costs where 
provided, the undersigned offeror is thereby agreeing to abide by all terms and conditions 
pertaining to this RFP as issued by the HA, either in hard copy or on the noted website, 
including an agreement to execute the attached Sample Contract form.  Pursuant to all RFP 
Documents, this Proposal Form, and all attachments, and pursuant to all completed Documents 
submitted, including these forms and all attachments, the undersigned proposes to supply the 
HA with the services described herein for the fee(s) entered on the Fixed Fee Schedule. 
 
 
 
                                                                                                                                              
PERSON AUTHORIZED TO SIGN OFFER - Name and title (print or type) 
 
 
Signature:        Date:      
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FIXED FEE SCHEDULE 

SOLICITATION NO. F-310-00 
REQUEST FOR PROPOSALS FOR IPA ANNUAL AUDIT SERVICES 

 
 

RFP 
Section 

Item 
No. 

Lot 
No. 

 
Description 

Unit 
Cost 

 
Qty. 

 
Total 

LOT #1: WORK PERTAINING TO FY2010 HA AUDIT 
3.2.1.1 1 1 Partner/Owner:  Proposed hourly fee and 

dedicated hours for work on the FY2010 audit 
   

3.2.1.2 2 1 Manager/Supervisor:  Proposed hourly fee 
and dedicated hours for work on the FY2010 
audit 

   

3.2.1.3 3 1 Senior Audit Staff:  Proposed hourly fee and 
dedicated hours for work on the FY2010 audit 

   

3.2.1.4 4 1 Junior Audit Staff:  Proposed hourly fee and 
dedicated hours for work on the FY2010 audit 

   

3.2.1.5 5 1 Expenses:  Total proposed fee for all 
expenses to allow the staff identified within 
the preceding 3.2.1.1 through 3.2.1.4 to 
complete the work pertaining to FY2010.  
Such expenses include but are not limited to:  
travel, lodging, per diem, copying, printing, 
clerical, etc. 

 1  

LOT #1 TOTAL FIXED FEE PROPOSAL:  
 
 

RFP 
Section 

Item 
No. 

Lot 
No. 

 
Description 

Unit 
Cost 

 
Qty. 

 
Total 

LOT #2: WORK PERTAINING TO FY2011 HA AUDIT 
3.2.1.6 6 2 Partner/Owner:  Proposed hourly fee and 

dedicated hours for work on the FY 2011 audit 
   

3.2.1.7 7 2 Manager/Supervisor:  Proposed hourly fee 
and dedicated hours for work on the FY 2011 
audit 

   

3.2.1.8 8 2 Senior Audit Staff:  Proposed hourly fee and 
dedicated hours for work on the FY 2011 audit 

   

3.2.1.9 9 2 Junior Audit Staff:  Proposed hourly fee and 
dedicated hours for work on the FY 2011 audit 

   

3.2.1.10 10 2 Expenses:  Total proposed fee for all 
expenses to allow the staff identified within 
the preceding 3.2.1.6 through 3.2.1.9 to 
complete the work pertaining to FY2011.  
Such expenses include but are not limited to:  
travel, lodging, per diem, copying, printing, 
clerical, etc. 

 1  

LOT #2 TOTAL FIXED FEE PROPOSAL:  
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RFP 
Section 

Item 
No. 

Lot 
No. 

 
Description 

Unit 
Cost 

 
Qty. 

 
Total 

LOT #3: WORK PERTAINING TO FY2010 GREENWOOD TERRACE 
3.2.1.11 11 3 Partner/Owner:  Proposed hourly fee and 

dedicated hours for work on the FY2010 audit 
   

3.2.1.12 12 3 Manager/Supervisor:  Proposed hourly fee 
and dedicated hours for work on the FY 2010 
audit 

   

3.2.1.13 13 3 Senior Audit Staff:  Proposed hourly fee and 
dedicated hours for work on the FY2010 audit 

   

3.2.1.14 14 3 Junior Audit Staff:  Proposed hourly fee and 
dedicated hours for work on the FY2010 audit 

   

3.2.1.15 15 3 Proposed hourly fee and dedicated hours for 
work on the FY2010 Tax Preparation 

   

3.2.1.16 16 3 Expenses:  Total proposed fee for all 
expenses to allow the staff identified within 
the preceding 3.2.1.11 through 3.2.1.15 to 
complete the work pertaining to FY2010.  
Such expenses include but are not limited to:  
travel, lodging, per diem, copying, printing, 
clerical, etc. 

 1  

LOT #3 TOTAL FIXED FEE PROPOSAL:  
 
 

RFP 
Section 

Item 
No. 

Lot 
No. 

 
Description 

Unit 
Cost 

 
Qty. 

 
Total 

LOT #4: WORK PERTAINING TO FY2011 GREENWOOD TERRACE 
3.2.1.17 17 4 Partner/Owner:  Proposed hourly fee and 

dedicated hours for work on the FY2011 audit 
   

3.2.1.18 18 4 Manager/Supervisor:  Proposed hourly fee 
and dedicated hours for work on the FY 2011 
audit 

   

3.2.1.19 19 4 Senior Audit Staff:  Proposed hourly fee and 
dedicated hours for work on the FY2011 audit 

   

3.2.1.20 20 4 Junior Audit Staff:  Proposed hourly fee and 
dedicated hours for work on the FY2011 audit 

   

3.2.1.21 21 4 Proposed hourly fee and dedicated hours for 
work on the FY2011 Tax Preparation 

   

3.2.1.22 22 4 Expenses:  Total proposed fee for all 
expenses to allow the staff identified within 
the preceding 3.2.1.17 through 3.2.1.22 to 
complete the work pertaining to FY2011.  
Such expenses include but are not limited to:  
travel, lodging, per diem, copying, printing, 
clerical, etc. 

 1  

LOT #4 TOTAL FIXED FEE PROPOSAL:  
 
 

TOTAL FIXED FEE PROPOSAL:  
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1. Contingent Fee Representation and Agreement

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

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

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

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

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

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

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

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

(b) [    ] is, [    ] is not a women-owned small business concern.
“Women-owned,” as used in this provision, means a small
business that is at least 51 percent owned by a woman or
women who are U.S. citizens and who also control and
operate the business.

(c) [    ] is, [    ] is not a minority enterprise which, pursuant to
Executive Order 11625, is defined as a business which is at
least 51 percent owned by one or more minority group
members or, in the case of a publicly owned business, at least
51 percent of its voting stock is owned by one or more
minority group members, and whose management and daily
operations are controlled by one or more such individuals.

For the purpose of this definition, minority group members are:

(Check the block applicable to you)

[   ]  Black Americans [   ]  Asian Pacific Americans

[   ]  Hispanic Americans [   ]  Asian Indian Americans

[   ]  Native Americans [   ]  Hasidic Jewish Americans

3. Certificate of Independent Price Determination

(a) The bidder/offeror certifies that—

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

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

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

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

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

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

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

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

Certifications and
Representations
of Offerors
Non-Construction Contract

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

This form includes clauses required by OMB’s common rule on bidding/offering procedures, implemented by HUD in 24 CFR 85.36, and those requirements
set forth in Executive Order 11625 for small, minority, women-owned businesses, and certifications for independent price determination, and conflict of interest.
The form is required for nonconstruction contracts awarded by Housing Agencies (HAs).  The form is used by bidders/offerors to certify to the HA's Contracting
Officer for contract compliance.  If the form were not used, HAs would be unable to enforce their contracts.  Responses to the collection of information are
required to obtain a benefit or to retain a benefit.  The information requested does not lend itself to confidentiality.
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(iii)  As an agent, has not personally participated, and will
not participate in any action contrary to subparagraphs
(a)(l) through (a)(3) above.

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

4. Organizational Conflicts of Interest Certification

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

(i)  Award of the contract may result in an unfair competi-
tive advantage;

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

(iii) That the Contractor has disclosed all relevant infor-
mation and requested the HA to make a determination
with respect to this Contract.

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

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

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

5. Authorized Negotiators (RFPs only)

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

6. Conflict of Interest

In the absence of any actual or apparent conflict, the offeror, by
submission of a proposal, hereby warrants that to the best of its
knowledge and belief, no actual or apparent conflict of interest
exists with regard to my possible performance of this procure-
ment, as described in the clause in this solicitation titled “Orga-
nizational Conflict of Interest.”

7. Offeror's Signature

The offeror hereby certifies that the information contained in
these certifications and representations is accurate, complete,
and current.

Signature & Date:

Typed or Printed Name:

Title:
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PROFILE OF FIRM  
 

(1) Prime ____  Sub-contractor _____   (This form must be completed by and for each). 
 
(2) Name of Firm:___________________________________ Telephone:_____________   Fax:_____________ 
 
(3) Permanent Main Office Street Address, City,  State,  Zip:________________________________________ 
 _________________________________________________________________________________________ 
 
(4) Year Firm Established:_________________________________________________________________________ 
 
(5) If a corporation, where incorporated:____________________________________________________________ 
 
(6) Former Name and Year Established (if applicable):_________________________________________________ 
 
(7) Name of Parent Company and Date Acquired (if applicable):________________________________________ 
 ____________________________________________________________________________________________ 
 
(8) Identify Principals/Partners in Firm (submit under Tab No. 5 a brief professional resume for each): 
NAME TITLE % OF OWNERSHIP 
   
   
   
   

 
(9) Identify  the  individual(s) that will  act as  project  manager and any other supervisory personnel that 

will work on project; please submit under Tab No. 5 a brief resume for each.  (Do not duplicate any 
resumes required above): 

NAME TITLE 
  
  
  
  

 
(10) Bidder Diversity Statement:  You must circle all of the following that apply to the ownership of this firm 

and enter where provided the correct percentage (%) of ownership of each: 

     Caucasian    Public-Held    Government   Non-Profit 
               American (Male)             Corporation         Agency       Organization 
           ________%                      _________%                  _________%                   _________% 
 

Resident- (RBE), Minority- (MBE), or Woman-Owned (WBE) Business Enterprise  (Qualifies by virtue of 
51% or more ownership and active management by one or more of the following: 

   Resident-    African       **Native     Hispanic     Asian/Pacific   Hasidic    Asian/Indian 
      Owned*         American        American       American      American     Jew           American 

         _______%        _______%       _______%       _______%      ________%           ______%      ________% 
             
         Woman-Owned   Woman-Owned    Disabled     Other (Specify): 
             (MBE)                    (Caucasian)             Veteran 
        _______%              _______%                ______%         _______% 
 

WMBE Certification Number:_________________________________________________________________ 
Certified by (Agency):______________________________________________________________________ 
(NOTE:  A Certification Number Not Required To Bid – Enter If Available) 
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(11) Federal Tax ID No.:_________________________________________________________________________ 
 
(12) [APPROPRIATE JURISDICTION] Business License No.:_____________________________________________ 
 
(13) State of _______ License Type and No.:_______________________________________________________ 
 
(14) Workers Compensation Insurance Carrier:______________________________________________________ 
 Policy No.:__________________________________  Expiration Date:_______________________ 
 
(15) General Liability Insurance Carrier:______________________________________________________________ 
 Policy No. __________________________________  Expiration Date:_______________________ 
 
(16) Professional Liability Insurance Carrier: __________________________________________________________ 
  Policy No. __________________________________  Expiration Date:_______________________ 
 
(17) Credit available: $____________________________  
 
(18) Give bank reference:__________________________________________________________________________  
 
(19) Provide your Dun & Bradstreet D-U-N-S number if you have one:_____________________________________  
 
(20) Will you, upon request, fill out a detailed financial statement and furnish any other information that may 

be required by the Chattanooga Housing Authority?                                                                               
 
(21) Debarred Statement:   Has this firm, or any principal(s) ever been debarred from providing any services 

by the Federal Government, any state government, the State of Tennessee, or any local government 
agency within or without the State of Tennessee?       Yes        No   

 If "Yes," please attach a full detailed explanation, including dates, circumstances and current status. 
 
(22) Disclosure Statement:  Does this firm or any principals thereof have any current, past personal or 

professional relationship with any Commissioner or Officer of the HA?      Yes        No         
 If "Yes," please attach a full detailed explanation, including dates, circumstances and current status. 
 
(23) Non-Collusive Affidavit: The undersigned party submitting this bid hereby certifies that such bid is 

genuine and not collusive and that said bidder entity 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, to fix overhead, 
profit or cost element of said bid price, or that of any other bidder or to secure any advantage against 
the HA or any person interested in the proposed contract; and that all statements in said bid are true. 

 
(24) Verification Statement:  The undersigned bidder hereby states that by completing and submitting this 

form he/she is verifying that all information provided herein is, to the best of his/her knowledge, true 
and accurate, and agrees that if the HA discovers that any information entered herein is false, that 
shall entitle the HA to not consider nor make award or to cancel any award with the undersigned party. 

 
(25) The undersigned hereby authorizes and requests any person, firm or corporation to furnish any information 

requested by the Chattanooga Housing Authority in verification of the recitals comprising this Statement of 
Bidder's Qualifications. 

 
 
 
 
________________________ ___________ __________________ ________________________________ 
Signature   Date  Printed Name  Company
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“THE SECTION 3 CLAUSE” 
 

A.  The work to be performed under this 
contract is on a project assisted under a program 
providing direct Federal Financial assistance 
from the Department and is subject to the 
requirements of Section 3 of the Housing and 
Urban Development Act of 1968, as amended.  
12 U.S.C. 1701u.  Section 3 requires that to the 
greatest extent feasible, opportunities for 
training and employment be given to lower 
income residents of the area of the Section 3 
covered project, and contracts for work in 
connection with the project be awarded to 
business concerns which are located in, or 
owned in substantial part by persons residing in 
the area of the Section 3 covered project. 
 
B.  The parties to this contract shall comply with 
the provisions of said Section 3 and the 
regulations issued pursuant thereto by the 
Secretary of Housing and Urban Development 
set forth in 24 Part CFR 135, and all applicable 
rules and orders of the Department issued 
thereunder prior to the execution of this contract.  
The parties to this contract certify and agree that 
they are under no contractual or other disability 
which would prevent them from complying with 
these requirements. 
 
C.  The contractor shall send to each labor 
organization or representative of workers with 
which he has a collective bargaining agreement 
or other contract or understanding, if any, a 
notice advising the said labor organization or 
workers’ representative of his commitments 
under this Section 3 clause and shall post copies 
of the notice in conspicuous places available to 
employees and applicants for employment or 
training. 
 

D.  The contractor shall include this Section 3 
clause in every subcontract for work in 
connection with the project and shall, at the 
direction of the applicant for or recipient of 
Federal Financial assistance, take appropriate 
action pursuant to the subcontract upon a finding 
that the subcontractor is in violation of 
regulations issued by the Secretary of Housing 
and Urban Development, 24 CFR Part 135.  The 
contractor shall not subcontract with any 
subcontractor where it has notice or knowledge 
the latter has been found in violation of 
regulations under 24 CFR Part 135 and shall not 
let any subcontract unless the subcontractor has 
first provided it with a preliminary statement of 
ability to comply with the requirements of these 
regulations. 
 
E.  Compliance with the provisions of Section 3, 
the regulations set forth in 24 CFR Part 135, and 
all applicable rules and orders of the Department 
issued thereunder prior to the execution of the 
contract, shall be a condition of the Federal 
financial assistance provided to the project, 
binding upon the applicant or recipient, its 
contractors and subcontractors, it successors, 
and assigns to those sanctions specified by the 
grant or loan agreement or contract through 
which Federal assistance is provided, and to 
such sanctions as are specified by the grant or 
loan agreement or contract through which 
Federal assistance is provided, and to such 
sanctions as are specified by 24 CFR Part 135. 
 
F.  Noncompliance with HUD's regulations in 24 
CFR Part 135 may result in sanctions, 
termination of this contract for default, and 
debarment or suspension from future HUD 
assisted contracts. 

 
 
I hereby certify that (company name)____________________________________, as Contractor 
on Section 3 covered project, shall comply with the Section 3 requirements as set forth above. 
Typed Name: __________________________________________ 
Title:  __________________________________________ 
Signature: __________________________________________ 
Date:  __________________________ 
 
 
CHATTANOOGA HOUSING AUTHORITY - FORM #S3-8         VERSION: NOVEMBER 2009 
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CHATTANOOGA HOUSING AUTHORITY 
 

INSTRUCTIONS TO OFFERORS FOR SERVICE CONTRACTS 
 

I. PROPOSAL FORMS 
 
 A. All proposals must be submitted on forms furnished by the Chattanooga Housing 

Authority (CHA).  The original proposal must be signed. 
 
 B. Proposal forms shall be sealed in an envelope which shall be clearly labeled with the 

words “Proposal Documents,” and shows the solicitation number, name of offeror, and 
date and time proposals are due. 

 
II. INTERPRETATIONS 
 
 No oral interpretation will be made to any offeror.  Every request for interpretation shall be 

made in writing and any inquiry received seven (7) or more days prior to the date fixed for 
receiving proposals will be given consideration.  Interpretations will be in the form of addenda, 
which will be on file in the office of CHA at least seven (7) days prior to the submission date.  
In addition, addenda will be mailed to each offeror of record, but it shall be the offeror’s 
responsibility to make inquiry as to addenda issued.  All such addenda shall become a part of 
the contract and all offers shall be bound by such addenda, whether or not received by the 
offerors. 

 
III. NONCOLLUSION AFFIDAVIT 
 
 Each proposer submitting an offer for any portion of the work contemplated by the proposal 

documents shall execute an affidavit, in the form provided by CHA to the effect that it has not 
colluded with any other person, firm or corporation in regard to any offer submitted.  Such 
affidavit shall be attached to the proposal. 

 
IV. OFFEROR’S EXPERIENCE 
 
 Before an offer is considered for award, the offeror may be requested by CHA to submit a 

statement regarding any previous experience in performing comparable work, its business and 
technical organization, and financial resources. 

 
V. TIME FOR RECEIVING OFFERS 
 

A. All offers received prior to the submission deadline date and time will be securely kept 
and unopened until such time as is determined for opening of proposals.  They will not 
be opened publicly.  No proposal received thereafter will be considered except when a 
proposal arrives by mail after the time fixed for submission, prior to award, and is 
shown to the satisfaction of the officer authorized to make the award that the tardiness 
was due solely to delay in the mail for which the offeror was not responsible.  No 
responsibility will attach to CHA or its employees for the premature opening of a 
proposal not properly addressed and identified.  Unless specifically authorized, 
telegraphic offers will not be considered, but modification by telegraph of proposals 
already submitted will be considered if received prior to the date and time for 
submission and written confirmation of such modification over the signature of the 
offeror is placed in the mail and postmarked prior to the proposal opening. 
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B. Offerors are cautioned that, while telegraphic modifications of offerors may be received 

as provided above, such modifications, if not explicit and if in any way subject to 
misinterpretation, shall make the offer so modified or amended subject to rejection. 

 
VI. OPENING OF OFFERS 
 
 There will be no public opening of proposals.  The HA will open and review all bids in detail 

after the submission deadline for correctness, completeness, responsiveness, and 
responsibility.  Offers will be available for public inspection only after the award has been 
completed. 

 
VII. WITHDRAWAL OF OFFERS 
 
 Offers may be withdrawn on written or telegraphic request dispatched by the offeror in time 

for delivery during the normal course of business prior to the submission date, provided written 
confirmation of any telegraphic withdrawal over the signature of the offeror is placed in the 
mail and postmarked prior to the time set for proposal submission. 

 
VIII. AWARD OF CONTRACT/REJECTION OF OFFERS 
 

A. The contract will be awarded to the responsible offeror submitting a proposal complying 
with the conditions of the Request for Proposals and whose proposal is reasonable and 
considered to be in the best interest of CHA.  The offeror to whom the award is made 
will be notified at the earliest practical date.  CHA, however, reserves the right to 
reject any and all proposals whenever such rejection or waiver is in the best interest of 
CHA. 

 
B. CHA is prohibited from making any awards to contractors or accepting as subcontractors 

any individuals or firms which are on a list of contractors ineligible to receive awards 
from the United States, as furnished from time to time by the U.S. Department of 
Housing and Urban Development. 

 
C. CHA also reserves the right to reject a proposal of any offeror who has previously failed 

to perform properly or to complete on time contracts of a similar nature, who is not in 
a position to perform the contract, or who has habitually and without just cause 
neglected the payment of bills and otherwise disregarded its obligations to 
subcontractors, materialman, employees, and creditors. 
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7. Any reasonable suspicion of fraud, such as defalcation, misappropriation, misfeasance, malfeasance, embezzlement or other illegal acts 

shall be reported by the auditor, in writing immediately upon discovery, to the Comptroller of the Treasury, State of Tennessee, who shall under all 
circumstances have the authority, at the discretion of the Comptroller, to directly investigate such matters. If the circumstances disclosed by the audit call 
for a more detailed investigation by the auditor than necessary under ordinary circumstances, the auditor shall inform the organization's management 
and those in charge of governance in writing of the need for such additional investigation and the additional compensation required therefor. Upon 
approval by the Comptroller of the Treasury, an amendment to this contract may be made by the organization's management and those charged with 
governance and the auditor for such additional investigation. (See Instruction 11) 
 

8. (Special Provisions)              
 
               
 
               
 
               

 
9. In consideration of the satisfactory performance of the provisions of this contract, the organization shall pay to the auditor a fee of 

________________  (Fees may be per diem or fixed amounts. If per diem, an estimated gross fee should be furnished to the governing unit for 
budgetary purposes. A schedule of such per diem fees should be set forth below. Interim billings may be arranged with consent of both parties to this 
contract.) Provision for the payment of fees under this agreement has been or will be made by appropriation of management and those charged with 
governance.  Fees under this agreement shall not include anything other than audit charges. 
 
(Estimated gross fee:   ) 
 
SCHEDULE OF PER DIEM FEES:  
 
 
 
 

10. As the auditor and authorized representative of the firm, I do hereby affirm that our office is currently registered with the State Board of 
Accountancy and our organization has participated in an external quality control review at least once every three (3) years, conducted by an organization 
not affiliated with our firm, that a copy of our most recent external quality control review report has been provided to the organization, and that all 
members of the staff assigned to this audit have obtained the necessary hours of continuing professional education required by Government Auditing 
Standards. (Refer to instruction 8).  In addition, as the auditor I also affirm that all auditors participating in the engagement are independent under the 
requirements of the American Institute of Certified Public Accountants and Government Auditing Standards. 
 

11. This writing, including any amendments, contains all terms of this contract. There are no other agreements between the parties hereto and 
no other agreements relative hereto shall be enforceable, unless entered into in accordance with the procedures set out herein and approved by the 
Comptroller of the Treasury, State of Tennessee.  If digital signatures, as defined in Instruction 2 of this contract, are used in this contract, all parities 
agree that they are acceptable as provided for in the  Uniform Electronic Transaction Act. 
 
 
                
   Audit Firm               Governmental Unit or Grant Recipient 
 
___________________________________________________  ________________________________________________________ 
                         Print or Type Signature Name                                                                  Print or Type Signature Name 
 
 
 
 
 
By       By        
                                    Signature                                                                                                      Signature 
 
 
Title/Position:       Title/Position:       
 
 
Date:       Date:        
 

Approved by the Comptroller of the Treasury, State of Tennessee 
 
For the Comptroller: 
 
 
 
 
By        Date:        
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INSTRUCTIONS 
Contract to Audit Accounts 

 
1. All contracts for auditing financial statements between an auditor and any governmental entity or private or nonprofit organization receiving 

funds from the State of Tennessee require the prior approval of the Comptroller of the Treasury, State of Tennessee. (Such approval is not 
required for system improvement and similar services of a non-audit nature.)  The reports, as filed with the Comptroller of the Treasury, State of 
Tennessee, become a matter of public record and are available for inspection. 

 
2. If a paper version of the contract is used, the contract should be executed in triplicate and submitted to the Comptroller of the Treasury, State of 

Tennessee -- for municipalities, school activity and non-centralized cafeteria funds, charter schools, utility districts, housing authorities, or for 
private or nonprofit organizations to the Division of Municipal Audit; and for counties, county related entities, and emergency communication 
districts to the Division of County Audit., as noted below: 

 
Division of County Audit Division of Municipal Audit 
Suite 1500, James K. Polk Building Bank of America Plaza 
Nashville, Tennessee 37243-0269 414 Union Street, Suite 1100 
 Nashville, Tennessee 37219-1718 

 
 If an electronic version of the contract is used, the electronic contract should be digitally signed using a digital representation of a written 

signature (digital graphic signature), or a typed signature should be entered, or the completed paper copy should be scanned and converted to 
an electronic document.  The completed document should be emailed to the Comptroller of the Treasury, State of Tennessee -- for 
municipalities, school activity and non-centralized cafeteria funds, charter schools, utility districts, housing authorities, or for private or nonprofit 
organizations to the Division of Municipal Audit; and for counties and county related entities to the Division of County Audit., as noted below: 
 
Division of County Audit Division of Municipal Audit 
CA.Contracts@tn.gov MA.Contracts@tn.gov 
 

3. Upon approval by the Comptroller of the Treasury, State of Tennessee, one contract will be returned to the organization, one forwarded to the 
auditor, and one retained by the Comptroller of the Treasury. The audit should not be started before the contract is approved. 

 
4. The auditor’s opinion shall be expressed on each of the opinion units which collectively comprise the basic financial statements. The 

organization may require the auditor to express an opinion on the basic financial statements and on combining and individual fund financial 
statements presented as supplementary information.  Reference: AICPA Audit and Accounting Guide -Audits of State and Local Governments.  
The auditor and the organization should contemplate an unqualified opinion on the basic financial statements, and any limitations or restrictions 
which would lead to a qualification should be fully explained.  If an auditor anticipates issuing a disclaimer or an adverse opinion on a 
governmental entity’s financial statements due to an incomplete presentation under GASB Statement 34 or for any other reason, the auditor 
should contact the appropriate division, ie, the Division of County Audit or the Division of Municipal Audit. for guidance concerning financial 
statement presentation.   

 
5. The responsibility of the auditor for funds not covered under the contract should be set forth in Paragraph 1, and the assistance and information 

that is to be furnished by the organization should be set forth in Paragraph 11 of the contract. An addendum may be used where additional 
space is required. 

 
6. If, after being approved, the contract is modified by either of the parties, the modification must be reduced to writing and submitted to the 

Comptroller of the Treasury, State of Tennessee, for approval. No change shall be effective unless approved by the Comptroller. If a paper 
contract is filed, original signatures are required on all copies of the contract. Retyped copies of this contract will not be approved. However, 
photo copies are permissible. 

 
7. The scope of the audit should be clearly stated and the fee stated so the amount can be easily determined. A separate contract is not necessary 

for each division within an organization. The fee should be so stated that the amount to be paid by each unit is easily determined. 
 
8. Any firm submitting contracts to audit for approval should file a electronic copy of the firm’s most recent external quality control review report and 

related letter of comment, as applicable, with the Comptroller of the Treasury.  An electronic copy of the most recent external quality control 
review report should be on file with the Comptroller of the Treasury before  contracts to audit can be approved. 

 
9. The shaded box for Contract Filing and Report Filing on the front of this contract identifies the division of the Department of Audit with which the 

audit report must be filed. The Audit Manual for Local Governmental Units and Recipients of Grant Funds published by the Comptroller of the 
Treasury provides for specific reporting requirements for each division. The auditor should refer to the manual for guidance on these 
requirements prior to submission of the report.  If the division marked is incorrect, a digital stamp will be used by the Department of Audit to 
identify the proper division to file the audit report with. 

 
10. Both the auditor and the entity are responsible for filing updated contact information with the Comptroller’s Office, including email addresses, 

phone numbers, postal address, etc. To submit any changes, please access our web site at: 
http://www.comptroller.state.tn.us/ma/forminst.htm . 

 If the organization does not have internet access, please contact the appropriate division to obtain a form and mail the completed form to the 
address in instruction 2. 

 
11. Any amendment is subject to the same approval process as the original contract.  No work should begin until the amendment is signed by all 

parties.  For an example amendment, please access our web site at http://www.comptroller.state.tn.us/ma/maforms.htm. 
 
12. When submitting an electronic copy of the audit report, please note that files larger than 15MB will have to be transmitted on a compact disc or 

DVD.  Files up to 15MB may be emailed to the same address listed in Instruction 2 or transmitted on a compact disc or DVD.  The electronic 
copy should be accompanied by a transmittal letter or notation that identifies the electronic copy as the official copy of the audit report.  In 
addition, the electronic copy should be filed as a single document rather than several individual files. 
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CORPORATE CERTIFICATE 
 
 

 I,      , certify that I am the                                            of the 

corporation named as Contractor in the foregoing proposal; that                            who signed 

this proposal on behalf of the Contractor was then                                   of said corporation; 

that said proposal was duly signed for and on behalf of said corporation by authority of its Board of 

Directors; and is within the scope of its corporate powers; and that said corporation is organized under 

the laws of the State of      .  

 This    day of     ,               . 

 
 
 
              
      Signature            
 
 

 
          (Seal) 
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PARTNERSHIP CERTIFICATE 

 
 

STATE OF              
 
COUNTY OF        
 
 On this      day of                     ,                  , before me personally appeared 

                 known to me to be the person who executed the above instrument, and 

who, being duly sworn, did depose and say that                                                                   is a 

                                                          in the firm of                                   

         and that said firm consists of Affiant and 

                                                                     

              

          , and that Affiant executed 

the foregoing instrument on behalf of said firm for the uses and purposes stated therein, and that no 

one except the above-named members of the firm have any financial interest whatsoever in said 

proposed contract. 

 
              
                            (Affiant) 
 
 
Sworn and subscribed to before me, this        day of               ,              . 
 
 
              
             Notary Public 
My Commission Expires: 
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EQUAL EMPLOYMENT OPPORTUNITY (EEO) 

 
 
 
_______________________________________________________ (CONTRACTOR) is an equal 
opportunity employer and, during the performance of this contract, the CONTRACTOR agrees to 
abide by the equal opportunity goals of the CHATTANOOGA HOUSING AUTHORITY as follows: 
 
1. The CONTRACTOR will not discriminate against any employee or applicant for employment 

because of race, color, religion, sex, national origin, or handicap.  The CONTRACTOR will take 
affirmative action to ensure that applicants are employed and that employees are treated during 
employment without regard to their race, color, religion, sex, national origin, or handicap.  Such 
action shall include, but not be limited to, the following:  employment, upgrade, demotion, or 
transfer; recruitment or recruitment advertising; layoff or termination; rates of pay or other forms 
of compensation; and selection for training, including apprenticeship.  The CONTRACTOR agrees 
to post in conspicuous places, available to employees and applicants for employment, notices to be 
provided by the CHATTANOOGA HOUSING AUTHORITY setting forth the provisions of this 
nondiscrimination clause. 

2. The CONTRACTOR will, in all solicitations or advertisements for employees placed by or on 
behalf of the CONTRACTOR, state that all qualified applicants will receive consideration for 
employment without regard to race, color, religion, sex, or national origin. 

3. The CONTRACTOR will send to each labor union or representative of workers with which he has 
a collective bargaining agreement or other contract or understanding a notice advising the said 
labor union or workers' representatives of the CONTRACTOR'S commitments under Section 202 
of Executive Order 11246 of September 24, 1965, and shall post copies of the notice in 
conspicuous places available to employees and applicants for employment. 

4. The CONTRACTOR will comply with all provisions of Executive Order 11246 and of the rules, 
regulations, and relevant orders of the Secretary of Labor. 

5. The CONTRACTOR will furnish all information and reports required by Executive Order 11246 
and by the rules, regulations, and orders of the Secretary of Labor, or pursuant thereto, and will 
permit access to his books, records, and accounts by the Department of Housing and Urban 
Development (HUD) and the Secretary of Labor for purposes of investigation to ascertain 
compliance with such rules, regulations, and orders. 

6. In the event of the CONTRACTOR'S noncompliance with the nondiscrimination clauses of this 
contract or with any of such rules, regulations, or orders, this contract may be canceled, terminated 
or suspended in whole or in part and the CONTRACTOR may be declared ineligible for further 
Government contracts in accordance with procedures authorized in Executive Order 11246 and 
such other sanctions may be imposed and remedies invoked as provided in Executive Order 11246 
or by rule, regulation, or order of the Secretary of Labor, or as otherwise provided by law. 
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The CONTRACTOR will include this entire document in every subcontract or purchase order unless 
exempted by rules, regulations, or orders of the Secretary of Labor issued pursuant to Section 204 of 
Executive Order 11246, so that each provision will be binding upon each subcontractor or vendor.  The 
CONTRACTOR will take such action with respect to any subcontract or purchase order as HUD may 
direct as a means of enforcing such provisions including sanctions for noncompliance.  Provided, 
however, that in the event the CONTRACTOR becomes involved in or is threatened with litigation 
with a subcontractor or vendor as a result of such direction by HUD, the CONTRACTOR may request 
the United States to enter into such litigation to protect the interest of the United States. 

Under the provisions of Section 3 of the Housing and Urban Development Act of 1968, as amended, 
the CHATTANOOGA HOUSING AUTHORITY shall require that, to the greatest extent feasible, 
opportunities for training and employment be given to lower income persons residing within the unit of 
local government. 

Under Executive Order 11246, as amended, the CHATTANOOGA HOUSING AUTHORITY shall 
advise all construction-related contracts over $500,000 to document affirmative actions taken to ensure 
equal opportunity in employment.  As part of its normal contract administration, the 
CHATTANOOGA HOUSING AUTHORITY is responsible for determining compliance with the EEO 
clause. 

 

      _____________________________________ 
      (Signature/Title) 
 
 
      _____________________________________ 
      (Company) 
 
 
      _____________________________________ 
      (Date) 
 
 
 
 
 
 
 
 
 
CHA Form (4/26/96) 
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AFFIRMATIVE ACTION PLAN 

 
 for 
 

                                                                                                                  
 
 
 
                                                                                                                                     , hereinafter called 
"CONTRACTOR,"  is an equal opportunity employer and during the performance of this contract, the 
CONTRACTOR agrees to abide by the following Affirmative Action Plan: 
 
 1. CONTRACTOR shall not discriminate against any employee or applicant for 

employment because of race, color, religion, sex, national origin, or handicap.  The 
CONTRACTOR will take affirmative action to ensure that applicants are employed, and 
that employees are treated during employment without regard to their race, color, religion, 
sex, national origin, or handicap.  Such action shall include, but not be limited to the 
following:  employment, upgrading, demotion or transfer; recruitment or recruitment 
advertising; layoff or termination; rates of pay or other forms of compensation; and 
selection for training, including apprenticeship.  CONTRACTOR agrees to post in 
conspicuous places, available to employees and applicants for employment, notices setting 
forth the provisions of this nondiscrimination clause. 

 
 2. CONTRACTOR shall in all solicitations or advertisements for employees placed by or on 

behalf of the CONTRACTOR, state that all qualified applicants will receive 
consideration for employment without regard to race, color, religion, sex, or national 
origin. 

 
 3. CONTRACTOR shall send to each labor union or representative of workers with which 

he has a collective bargaining agreement or other contract or understanding, a notice 
advising the said labor union or workers' representatives of the CONTRACTOR'S 
commitments under this section, and shall post copies of the notice in conspicuous places 
available to employees and applicants for employment. 

 
 4. It is the goal of CONTRACTOR to have a workforce with a minimum of _______ 

percent minority and                percent female employees. 
 
 5. This Plan or any attachments thereto shall further provide a list of all employees annotated 

by job function, race and sex who are expected to be utilized on this project. 
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 6. During the term of this contract, the following nondiscriminatory hiring practices shall be 

employed to provide employment opportunities for minorities and women: 
 
  a. All help-wanted ads placed in newspapers or other publications shall contain the 

phrase "Equal Opportunity Employer." 
  b. Maintain systematic contacts with minority groups and human relations 

organization. 
  c. Encourage present employees to refer qualified minority group and female 

applicants for employment opportunities. 
  d. Use only recruitment sources which state in writing that they practice equal 

opportunity.  Advise all recruitment sources that qualified minority group members 
and women will be sought for consideration for all positions when vacancies occur. 

 
 7. During the term of this contract, CONTRACTOR, upon request of the Chattanooga 

Housing Authority, will make available for inspection by the Chattanooga Housing 
Authority copies of payroll records, personnel records, and other records and/or documents 
that may be used to verify CONTRACTOR'S compliance with these equal opportunity 
provisions. 

 
 8. CONTRACTOR agrees to notify the Chattanooga Housing Authority of any failure or 

refusal on the part of the CONTRACTOR or any Subcontractors to comply with the 
equal opportunity provisions as set forth.  Any failure or refusal to comply with the 
aforementioned provisions by the CONTRACTOR and/or Subcontractors shall be a 
breech of this contract. 

 
 
 
 
                                                                                             
            (CONTRACTOR) 
 
      BY:                                                                           
           (Authorized Official) 
 
        TITLE:                                                                           
 
 
      DATE:                                                                           
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