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HOUSING AUTHORITY OF THE CITY OF PITTSBURGH 

 
 

REQUEST FOR PROPOSALS  
Workers’ Compensation Insurance Program 

RFP# 650-42-11 
 

 
 
 
 
 

 
Due: 

 Wednesday, October 26, 2011 at 
2:00 pm. 

 
To:   Will McDanel 
         Procurement Director 
         100 Ross St. 2nd Fl. Suite 200 
         Pittsburgh, PA  15219 
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SECTION I 
INTRODUCTION 

 
The HACP is a municipal corporation, formed under the U.S. Housing Act of 1937, codified at 
42 U.S.C. Section 1401 et seq. as amended and the Housing Authority Law of Commonwealth of 
Pennsylvania codified at 35 P.C. 1542, et. seq. as amended.  As such, the HACP is charged with 
providing “affordable decent, safe and sanitary housing for low-income persons.” 
 
The HACP has approximately 350 employees and services over 18,000 family member residents.  
The Authority itself maintains approximately 2,992 low-income public housing rental units; and, 
through its Section 8 program, funds the rental of more than 5,452 occupied Section 8 
households that are  privately owned.  
 
Major operational departments include Property Management, Maintenance, Occupancy, Section 
8, and Modernization & Development.  Major administrative departments include Legal, 
Finance, Management Information Systems, and Human Resources.  Our public and community 
relations departments are Community Affairs, Public Safety and Resident Self-Sufficiency.  All 
departments work together to achieve the goals of the Authority that are set by the Board of 
Commissioners.  Day to day decision-making rests with the Executive Director, who reports to 
the Board of Commissioners on a regular basis.   
 
The Housing Authority of the City of Pittsburgh is qualifying agents, brokers, carriers and 
persons or organizations qualified to market HACP’s Worker’s Compensation Insurance 
Program requirements to insurance carriers.  Those qualifying parties that are selected will be 
assigned insurance companies to pursue the program requirements as outlined in a subsequent 
request-for-proposal (RFP) document.  In general, the RFP document will detail the underwriting 
data typically required for the qualifying parties to secure proposals from their assigned 
insurance company markets.  Those proposals will be submitted under a separate HACP proposal 
request.  It is anticipated this second phase will be due mid November 2011.  
 
Any questions regarding this Request for Proposals should be in writing and directed to:  
   Will McDanel-Procurement Director 

Housing Authority of the City of Pittsburgh   
   100 Ross St. 2nd Fl. 
   Pittsburgh, PA  15219 
   412.456.5248 phone 
   412.456.5007 fax 
   Will.mcdanel@hacp.org 
 

A complete proposal package may be obtained from: 
   Housing Authority City of Pittsburgh 
   Will McDanel – Director of Procurement 
   100 Ross St. 2nd Fl. Suite 200 
   Pittsburgh, PA  15219 
   (412) 456-5248 
   FAX  (412) 456-5007 
   Will.mcdanel@hacp.org 
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Following are the Key Dates associated with this Request for Proposals: 
 
Wednesday, October 26, 2011 at 2:00 p.m. Deadline for Submission of Proposals 

 
Will McDanel – Procurement Director 
Procurement Department 
Housing Authority of the City of Pittsburgh 
100 Ross Street 2nd Fl. Suite 200 
Pittsburgh, PA  15219 

 
Thursday, October 20, 2011, at 10:00 a.m. 

 
Pre-submission Meeting: 
Human Resources Department 
Housing Authority of the City of Pittsburgh 
200 Ross Street 1st Fl. 
Pittsburgh, PA  15219 
 

Thursday, October 20, 2011, at 4:00 p.m. Deadline for the submission of written 
questions. 

 
 

**Deadlines are subject to extension at HACP discretion and will be communicated as an 
addendum to this solicitation.
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SECTION II 
SCOPE OF SERVICES  

 
PROGRAM SUMMARY 

 

Prior to January 1, 2010, HACP self-insured the workers’ compensation exposure.  The self-
insurance program began in 1992 and continued through January 1, 2010.  At that time, HACP 
moved the program to a Paid Large Loss Deductible Program with a $250,000 per accident 
deductible and a $900,000 aggregate inclusive of ALAE.  HACP  moved the workers’ 
compensation program to  a guaranteed cost program as of January 1, 2011.   Although HACP 
prefers a guaranteed cost program, other loss sensitive programs will be evaluated if received.   
 

GENERAL UNDERWRITING INFORMATION 
(To assist with market request and preference) 

 

• Housing Authority is contemplating the award of a 1 year contracts with 2 two one year  
renewable options to be determined by the Housing Authority.  

• Total payroll expected for 2012 is approximately $16 million.  
 

• Total Employee Count is approximately 300.  There are approximately 20 locations with 
the highest location at 80 employees.  
 

• No experience modification has been issued, but is expected for the 2012 renewal. 
 

• Employees at the authority conduct a variety of maintenance tasks including carpentry, 
painting, plumbing, electrical work and excavating.  The Authority eliminated their 
police department in 2007.  

 

• HACP engages the services of Compliance Management International (Montgomeryville, 
PA) for safety consulting services.  The consultant assigned to HACP has over 25 years 
of professional experience in occupational health & safety.  The firm attends safety 
meetings, develops and promote safety training and educational materials, develop safe 
operating procedures, provide summary reports, and advice on various safety and health 
issues that arise during the contract period. 

 

• Over the past 5 years, undeveloped incurred losses average about $450,000 per year 
(excluding police department losses). 
 

• New employees hired by the authority are given initial safety training. Topics include, 
slips/trips/falls, Hazard Communication, office safety and blood borne pathogens. 
Refresher training is provided to employees annually on Hazard Communication (PA 
Right to Know) at the HACP University All Employee Training event. During this 
meeting, employees are also usually given training on a second topic that is different each 
year.  
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• Trenching activities are usually done at depths of less than eight feet but have been as 
deep as 12 feet in the past. Trench boxes are used when working below grade.  
 

• HACP holds 7 Minute Trainer safety meetings. The training will be given to management 
who will then provide the training to their employees. Three topics will be done during 
the year.  

 

• Scaffolding is not used often by HACP employees. Generally the work is not more than 
five feet high. Occasionally, employees will work as high as 18 feet (3 levels). 
Employees who are tasked with erecting scaffolds have gone through training in 2007.  

 

• New hires are required to complete a pre-employment drug screening and physical. The 
physicals are coded so the doctor is aware of the physical requirements the prospective 
employee must meet.  

 

• Currently, the Housing Authority has implemented a “Transitional Return-to-Work” 
program through the current WC carrier which is reviewed by the Loss Prevention 
Specialist and the Site Manager.  When an injured worker receives their restrictions from 
the medical provider, the Loss Prevention Specialist along with the employee’s 
Supervisor evaluate the work available and the extent of the restrictions in performing 
their job duties to make the decision about their return to work. 
 

• A physician’s panel is in place. 
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SECTION III 
GENERAL REQUIREMENTS 

 
An Offeror may be an individual or a business corporation, partnership, firm, joint venture or 
other legal entity duly organized and authorized to do business in the City of Pittsburgh, 
financially sound and able to provide the services being procured by HACP. 
 
If an Offeror has been debarred, suspended or otherwise lawfully precluded from participating in 
any public procurement activity, such firm shall disclose that information in its offer, which may 
be sufficient ground for disqualification. If the selected firm fails to disclose such information 
and HACP discovers it thereafter, then HACP could terminate the contract. 
 
Each Offeror must be in good standing with HACP, and any Federal, State or Municipality that 
has or has had a contracting relationship with the firm.  Therefore, if a Federal, State or 
Municipal entity has terminated any contract with an Offeror for deficiencies or defaults, that 
Offeror is not eligible to submit a Response to this Solicitation. 
 
If Offeror is not in good standing with HACP, and/or any Federal, State or Municipality this 
must be disclosed.   
 
Offeror must have and maintain all necessary insurance to cover malpractice liability and 
workers’ compensation and submit proof of it with their proposal submission. 
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SECTION IV 
CONTENT OF RESPONSE DOCUMENTS 

 
Offerors submitting Proposals should fully read and comprehend the Instructions to Offerors 

Non-Construction provided in Attachment B and General Conditions – Non Construction 
provided in Attachment C.  Proposals received without all of the required information may be 
deemed non-responsive.  Offerors must submit one (1) original plus three (3) paper copies of 
their technical proposal and one (1) electronic copy in .PDF format on a CD.  Vendors shall 
include one (1) copy of the Questionnaire in Excel format, on the CD.  Proposals must include, 
in the same order as below and using the forms attached hereto, the following information, 
exhibits and schedules: 
 
A. General Information 

1. Letter of Interest (Cover letter) 
2. Type of Organization; Corporation, Partnership, Joint Venture or Sole 

Proprietorship.  Names of shareholders, partners, principals and any other persons 
exercising control over the Firm. 

3. Description of the Offeror’s capacity including staff resources 
4. Organizational Certifications: 

(a) Copies of Certificate of Incorporation, Partnership Agreement, Joint Venture 
or other organizational document. 

(b) A corporate resolution signed by the Secretary of the Corporation and 
notarized, certifying the name of the individual(s) authorized to sign the offer, 
the contract and any amendments thereto. 

 
B. References 
 

1. Through Attachment A – 2012 Workers Compensation Brokers 
Questionnaire, provide reference contact information: 

i. Name of the contracting entity. If the Offeror has performed work for any 
housing authority, including HACP, that housing authority must be listed 
as a reference. 

ii. Name, title and a telephone number of a contract person for each 
identified contracting entity to permit reference checks to be performed.  
The identified party must be one who has first-hand knowledge regarding 
the operation of the contracted facility or project and who was involved in 
managing the contract between the Offeror and the contracting entity. 

2. All bidders will provide 3 references with contact information. 
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C. Proposed Staffing and Sub-consultants Responsibilities and Qualifications 
Through Attachment A – 2012 Workers Compensation Brokers Questionnaire and 
supplemental sheets, provide the following information relative to the proposed staffing 
and sub-consultants for this contact: 

 
1. Provide background information regarding each identified Staff member that 

accurately describes his or her employment history and relevant experience 
providing services similar to those described in this Request for Proposals. 

 
 
D. Market Selection / Request 

Through Attachment A – 2012 Workers Compensation Brokers Questionnaire, provide the 
requested information on the insurance companies you would like to approach in order of 
preference. 

 
E. Certifications and Representations of Offerors 

Each Offeror must complete the Certifications and Representations of Offerors provided in 
Attachment D. 

 
F. Minority and Women Business Participation Plan 

HACP MBE and WBE Goals.  It is the policy of HACP to ensure that Minority Business 
Enterprises (MBEs) and Women-owned Businesses (WBEs) are provided maximum 
opportunity to participate in contracts let by HACP.  In accordance with Executive Order 
11625, HACP has established a minimum threshold of eighteen percent (18%) of the total 
dollar amount for MBE utilization in this contract. HACP has established a seven percent 
(7%) minimum threshold for participation of WBEs, and, HACP strongly encourages and 
affirmatively promotes the use of MBEs and WBEs in all HACP contracts. For these 
purposes, an MBE is defined as "any legal entity other than a joint venture, organized to 
engage in commercial transactions, that is at least fifty-one percent (51%) owned and 
controlled by one or more minority persons." Also, a minority person is defined as a member 
of a socially or economically disadvantaged minority group, which includes African-
Americans, Hispanic Americans, Native-Americans, and Asian Americans.  A WBE/MBE is 
defined as "any legal entity other than a joint venture, organized to engage in commercial 
transactions, that is at least fifty-one percent (51%) owned and controlled by a female.  
 
Proposals submitted in response to this solicitation MUST include an MBE/WBE 
participation plan which, at a minimum, demonstrates “Best Efforts” have been taken 
to achieve compliance with MBE/WBE goals. HACP’s Procurement Policy defines 
“Best Efforts” in compliance with MBE/WBE goals to mean that the contractor must 
certify and document with its bid or proposal that it has contacted in writing at least ten 
(10) certified MBE/WBE subcontractors to participate in the proposed contract with 
HACP or lesser number if the contractor provides documentation that ten (10) certified 
MBE/WBE contractors could not be identified. Each contractor shall certify as to same 
under penalty of perjury and shall submit the back-up documentation with its bid or 
proposal. Any bid or proposal received from a contractor that does not contain such 
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certification and back-up documentation acceptable to HACP shall be deemed non-
responsive by HACP. 
 
 If you have any questions regarding the HACP MBE/WBE goals please contract Mr. Kim 
Detrick, Contract Manager, by e-mail at Kim.Detrick@HACP.org or by contacting him at the 
Procurement Department, Housing Authority of the City of Pittsburgh, 100 Ross Street, 2nd 
Floor, Pittsburgh PA  15219, telephone (412) 456-5116 opt.4.  Proposals must demonstrate 
how the Offeror intends to meet or exceed these goals.  Also, complete the table provided in 
Attachment E and include with your proposal. 

 
G. Section 3 Participation 

Section 3 of the Housing and Urban Development Act of 1968, as amended (12 U.S.C. 1701, 
et seq.) (“Act”) requires the Housing Authority of the City of Pittsburgh to ensure that 
employment and other economic and business opportunities generated by financial assistance 
from the Department of Housing and Urban Development (“HUD”), to the greatest extent 
feasible, are directed to public housing residents and other low income persons, particularly 
recipients of government housing assistance, and business concerns that provide economic 
opportunities to low and very low income persons. 
 
To comply with the Act HACP requires its contractors to provide equal employment 
opportunity to all employees and applicants for employment without regard to race, color, 
religion, sex, national origin, disability, veteran’s or marital status, or economic status and to 
take affirmative action to ensure that both job applicants and existing employees are given 
fair and equal treatment. 
 
The goal of this policy is to obtain a reasonable level of success in the recruitment, 
employment, and utilization of HACP residents and other eligible persons and/or businesses 
by contractors working on contracts partially or wholly funded with HUD monies. HACP 
shall examine and consider a contractor’s potential for success in providing employment and 
business opportunities to those covered under Section 3 prior to acting on any proposed 
contract award. In response to any RFP, RFQ or IFB HACP will require submission of the 
Section 3 Opportunities Plan and roster of current employees, and certification that the bidder 
will comply with the requirements of Section 3 either by hiring Section 3 employees to 
directly perform under the contract or by committing a dollar amount to HACP’s Section 3 
program in an amount consistent with the chart below. 
 
Below are the HACP Section 3 Guidelines as listed in the HACP Program Manual: 

 
Resident Hiring Requirements / Resident Hiring Scale 

 

TOTAL LABOR DOLLARS 
USE TOTAL CONTRACT 
AMOUNT FOR SERVICE 

CONTRACTS 

RESIDENT LABOR AS A % OF 
TOTAL LABOR 

A. DOLLARS 

Labor dollars $25,000 but less than 
$100,000 

10% of the labor dollars 
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$100,000, but less than $200,000 9% of the labor dollars 

At least $200,000, but less than 
$300,000 

8% of the labor dollars 

At least $300,000, but less than 
$400,000 

7% of the labor dollars 

At least $400,000, but less than 
$500,000 

6% of the labor dollars 

At least $500,000, but less than $1 
million 

5% of the labor dollars 

At least $1 million, but less than $2 
million 

4% of the labor dollars 

At least $2 million, but less than $4 
million 

3% of the labor dollars 

At least $4 million, but less than $7 
million 

2% of the labor dollars 

$7 million or more ½  to 1 % of the labor dollars 

**A copy of HACP’s Section 3 Program Manual is available for download at 
www.HACP.org 
 

A copy of HUD’s Section 3 requirement is provided in Attachment F.  If you have any questions 
regarding the Section 3 Requirements or would like to discuss goals and planning for Section 3 
Requirements please contract Kamaria Hayden, Section 3 Liaison, by e-mail at 
Kamaria.Hayden@hacp.org or by contacting her at Housing Authority of the City of Pittsburgh, 
1205 Liverpool Street, Pittsburgh PA  15233, telephone (412) 456-5000 ext. 1228.  Proposals 
must demonstrate how the Offeror intends to meet or exceed the Authority’s Section 3 
requirements.  Also, complete Attachment F Section 3 Opportunities Plan and include with 
your proposal. 
 
Any bid or proposal received from a contractor that does not contain a Section 3 
Opportunities Plan or certification and back-up documentation acceptable to HACP shall 
be deemed non-responsive by HACP. 
 
H. Firm Demographics 
Provide demographic description of all employees of your firm using the table provided in 
Attachment G 

 
I. TIN/W-9 Form 
Complete a W-9 Request for Tax Payer Identification Number and Certification, as provided in 
Attachment H. 
 
J. MBE/WBE Letter of Intent 
Complete a Letter of Intent for each MBE/WBE firm contacted, as provided in Attachment I. 
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SECTION V 
Market Assignments 

 
An Evaluation Committee will review the 2011 Workers Compensation Broker Questionnaires 
to select qualifying agents / brokers / carriers who write direct and determine the market 
assignments based on the information provided.  Additional information will then be provided 
under a separate phase of this procurement to enable the selected qualifying agents / brokers / 
carriers who write direct to secure program proposals.  
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SECTION VI 

PROCUREMENT AND AWARD PROCESS 
 
Pursuant to 24 C.F.R. Section 85.36 (d)(3), goods or services are being procured as described in 
Section II of this solicitation.  The following instructions are intended to aid Offerors in the 
preparation of their Proposals:   
 

A. Pre-Submission Conference  
A pre-submission conference will be conducted on Thursday October 20, 2011 at 
10:00 a.m., at 200 Ross Street, 1st Floor – Human Resources Department, 
Pittsburgh, PA  15219. Nothing discussed or expressed at the Pre-Submission 
Conference will change, alter, amend or otherwise modify the terms of this 
Solicitation unless a subsequent written amendment (addendum) is issued.  Verbal 
responses by HACP's representatives shall not constitute an amendment or change to 
this Solicitation. 
 
Material issues raised and addressed at the Pre-Submission Conference shall be 
answered solely through an addendum to this Solicitation.  Likewise, ambiguities and 
defects of this Solicitation raised at the Pre-Submission Conference shall be corrected 
by a written amendment only, which, if issued, shall form an integral part hereof. 
 
Although not mandatory, all prospective respondents are strongly encouraged to 
attend the Pre-Submission Conference.  Failure to attend will not excuse the legal 
contractual duty imposed by this Solicitation and the subsequent contract on each 
respondent to familiarize itself with the request for proposals. 
 
Each firm shall submit in writing to the Contract Manager to request additional 
information as follows: 
 
1. Describe any items, information, reports or the like, if any, that the Proposer will 

require from the HACP in order to comply with the scope of Services. 
 

B. Amendments to Solicitation 
Any and all amendments to this Solicitation shall be sent by certified mail, return 
receipt requested, electronic mail, and/or by fax, to all potential Offerors who attend 
the Pre-Submission Conferences and/or receive the solicitation materials. 
 
Notwithstanding any information that may be contained in the Solicitation and 
amendments thereto, Offerors are responsible for obtaining all information required 
thus enabling them to submit Responses.   
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C. Submission of Proposals and/or Amendments to Proposals; Deadlines 
Responses may be hand-delivered or sent by certified or registered mail, return 
receipt requested, to the following address: 

Will McDanel 
Procurement Director 
Housing Authority of the City of Pittsburgh 

       100 Ross St. 2nd Fl. 
       Pittsburgh, PA  15219 
 
Proposals must be received at the above address no later than Wednesday, October 
26, 2011 at 2:00 p.m., regardless of the selected delivery mechanism.   
 
Each Response will be date-time stamped immediately upon its receipt at HACP to 
document its timeliness.  Any Proposal received after the specified deadline shall be 
automatically rejected and will be returned unopened except as identified in the 
Instructions to Offerors attached hereto. 
 
Any amendments to a response must be received before the specified response due 
date and time established for the delivery of the original Proposal except as identified 
in the Instructions to Offerors attached hereto. 

 
D. Evaluation and Award Process 

HACP staff will review each Proposal to determine if it was complete and if it was 
responsive to this Request for Proposals.  HACP may allow a Proposer to correct 
minor deficiencies in its Proposal that do not materially affect the Proposal. 
 
All Proposals determined to be complete and responsive will be provided to an HACP 
Evaluation Committee.  HACP’s Evaluation Committee will review and evaluate the 
Proposals. 
 
HACP reserves the right to interview Offerors in the competitive range, request 
additional information from selected Offerors and/or negotiate terms and conditions 
with selected Offerors. 
 
HACP will perform a responsibility determination of the Offerors which may include 
reference and financial background checks. 
 
HACP will award Market assignments to the highest-ranked Offerors determined to 
be responsive and responsible and whose offer is in the best interest of HACP. 
 
HACP shall not be responsible for and will not reimburse any Offeror for any cost(s) 
associated with preparing a proposal. 
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A Proposal submitted by an Offeror does not constitute a contract, nor does it confer 
any rights on the Offeror to the award of a contract.  A letter or other notice of Award 
or of the intent to Award shall not constitute a contract.  A contract is not created until 
all required signatures are affixed to the contract. 
 
Prior to contract execution of any professional service contracts which have a 
potential amount of $25,000.00 or greater, the selected firm may be required to 
appear before and present a Minority and Woman Owned Business participation plan 
to the City of Pittsburgh Equal Employment Opportunity Review Commission for 
approval.  Any HACP contract which has a potential amount of $50,000.00 or more is 
subject to approval by the HACP Board of Directors. 
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ATTACHMENT A 
 

2011 Workers Compensation Brokers Questionnaire 

 

Housing Authority of the City of Pittsburgh 
Broker Questionnaire  

    

  

Company Name:   

Type: Agency/Brokerage/Direct Writer:   

Signature (Hard Copy):   

 

  

 

GENERAL INFORMATION  

Contact & Background   

Phone Number:   

Fax Number:   

 Address:   

    

    

E-Mail:   

Type   

Year Founded / Opened:   

Errors & Omissions:   

Limit:   

Expiration:   

   

AGENCY/BROKERAGE QUALIFICATIONS (Skip if Direct Writer)   

Staffing -  Indicate the number of personnel employed in each 
function 

  

Sales/Producers   

Acct Executives/Managers   

Acct Service/Assistants   

Claims   

Loss Control   

RIMS   

Support Staff   

Total FTE  Commercial   

    

This document is to be completed in Excel.  All response lines will expand/wrap to accommodate your response.   
1)  A hard copy is to be signed and returned to Housing Authority of the City of Pittsburgh, 100 Ross Street 2nd 
Floor, Pittsburgh, PA  15219, Attention Will McDanel.    2)  A saved Excel file with your agency/brokerage included 
in the file name is requested to be submitted with your proposal documents.  



 16 

ACCOUNT TEAM QUALIFICATIONS  

Executive/Manager Primary - Contact that Manages Services to Acct 

Name:   

Title:   

Responsibilities to Client:   

Number of Accounts Handled   

Same Type Accounts   

Other Accounts   

Total for Individual   

Total Premium Handled   

Same Type Accounts   

Other Accounts   

Total for Individual   

Commercial Insurance Experience:   

Yrs with Current Firm/Company   

Yrs  in Current Function   

Yrs in Commercial Insurance Industry   

Education:  Designation/Degree   

Professional   

College Degree/Major   

Prior Employment History Includes:   

  
  

Sub-Executive/Assistant Day-to-Day Servicing - End., COI, etc 

Name   

Title   

Responsibilities to Client   

Number of Accounts Handled   

Same Type Accounts   

Other Accounts   

Total for Individual   

Total Premium Handled   

Same Type Accounts   

Other Accounts   

Total for Individual   

Commercial Insurance Experience:   

Yrs with Current Firm/Company   

Yrs  in Current Function   

Yrs in Commercial Insurance Industry   

Education:  Designation/Degree   

Professional   

College Degree/Major   

Prior Employment History Includes:   
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Other Key Service Personnel Providing claims, loss control, RIMS, etc employed by the 
Agency/Brokerage 

Name   

Title   

Responsibilities to Client   

Name   

Title   

Responsibilities to Client   

    

REFERENCES  

References Active Similar Clients Only 

Name   

Contact   

Yrs Represented   

Name   

Contact   

Yrs Represented   

Name   

Contact   

Yrs Represented   

Name   

Contact   

Yrs Represented   

Name   

Contact   

Yrs Represented   

  

  

  
MARKET SELECTIONS (Skip if Direct Writer) 
     P L E A S E   U S E   A D D I T I O N A L   S H E E T S   A S   R E Q U I R E D  (O R   C O P Y   A N D   P A S T E   T O   E N D) 

 
  

 

  

  

  

  

Coverage Line   

Carrier Name   

Commercial Volume   

Loss Ratio   

 # of Years Represented   

Local Claims Office   

Underwriter Years of Experience   

Local Underwriting of Account   

Identify the Coverage as needed, then list the insurance companies you would like to approach in order of 
preference.  All information is kept in strict confidence and utilized only for the purposes of this assignment.  
Incumbent brokers will automatically be assigned the incumbent carriers only if they are the highest 
preferences on the chart. 
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Coverage Line   

Carrier Name   

Commercial Volume   

Loss Ratio   

 # of Years Represented   

Local Claims Office   

Underwriter Years of Experience   

Local Underwriting of Account   

Coverage Line   

Carrier Name   

Commercial Volume   

Loss Ratio   

 # of Years Represented   

Local Claims Office   

Underwriter Years of Experience   

Local Underwriting of Account   

Coverage Line   

Carrier Name   

Commercial Volume   

Loss Ratio   

 # of Years Represented   

Local Claims Office   

Underwriter Years of Experience   

Local Underwriting of Account   

Coverage Line   

Carrier Name   

Commercial Volume   

Loss Ratio   

 # of Years Represented   

Local Claims Office   

Underwriter Years of Experience   

Local Underwriting of Account   
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MBE/WBE Please detail your MBE/WBE participation plan and document  your 
outreach  below:   

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

Please be sure to include your Section 3 Opportunities Plan Form.   
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ATTACHMENT B 
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ATTACHMENT C 
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ATTACHMENT D 
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ATTACHMENT E - SPECIAL PARTICIPATION SUMMARY 

 
 
I.  SMALL BUSINESS PARTICIPATION 
Is the Offeror a Small Business as defined by 
the size and standards in 13 CFR 121? 
 
 Yes    No    
 

III.  WOMEN-OWNED BUSINESS 
PARTICIPATION 
Is the Offeror classified as a Woman-Owned 
Business Enterprise as defined in Art. 2, Part C of 
HUD-5369-C 
 
 Yes    No    
 

II.  MINORITY BUSINESS PARTICIPATION 
Is the Offeror classified as a Minority Business 
Enterprise as defined in Art. 2, Part C of HUD-5369-C? 
 
 Yes    No    
 

If “No”, area any Consultants classified as  
Women-Owned Business Enterprises? 
 
 Yes    No    
 

If “No”, area any Consultants classified as  
Minority Business enterprises? 
 
 Yes    No    
 

If “Yes”, please fill in the following chart: 
 

Consulting Firm(s) 
(MBE) 

$ Value 
Contract 

% of Fee 

   

   

   

 
 

If “Yes”, please fill in the following chart: 
 
 

Consulting Firm(s) 
(WBE) 

$ Value 
Contract 

% of Fee 

   

   

    

 

 
 

Offeror:____________________  RFP#:       
  
 

Due Date:     
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ATTACHMENT F - Section 3 Clause 
 
A. The work to be performed under this contract is subject to the requirements of section 3 of the Housing 
and Urban Development Act of 1968, as amended, 12 U.S.C. 1701u (Section 3). The purpose of Section 3 
is to ensure that employment and other economic opportunities generated by HUD assistance or HUD-
assisted projects covered by Section 3, shall, to the greatest extent feasible, be directed to low- and very 
low-income persons, particularly persons who are recipients of HUD assistance for housing.  
 
B. The parties to this contract agree to comply with HUD’s regulations in 24 CFR part 135, which 
implement Section 3. As evidenced by their execution of this contract, the parties to this contract certify 
that they are under no contractual or other impediment that would prevent them from complying with the 
part 135 regulations.  
 
C. The contractor agrees to send to each labor organization or representative or workers with which the 
contractor has a collective bargaining agreement or other understanding, if any, a notice advising the 
labor organization or workers’ representative of the contractor’s commitments under this Section 3 clause, 
and will post copies of the notice in conspicuous places at the work site where both employees and 
applicants for training and employment positions can see the notice. The notice shall describe the Section 
3 preference, shall set forth minimum number and job titles subject to hire, availability of apprenticeship 
and training positions, the qualifications for each; and the name and location of the person(s) taking 
applications for each of the positions; and the anticipated date the work shall begin.  
 
D. The contractor agrees to include this Section 3 clause in every subcontract subject to compliance with 
regulations in 24 CFR part 135, and agrees to take appropriate action, as provided in an applicable 
provision of the subcontract or in this Section 3 clause, upon a finding that the subcontractor is in 
violation of the regulations in 24 CFR part 135. The contractor will not subcontract with any 
subcontractor where the contractor has notice or knowledge that the subcontractor has been found in 
violation of the regulations in 24 CFR part 135.  
 
E. The contractor will certify that any vacant employment positions, including training positions, that are 
filled (1) after the contractor is selected but before the contract is executed, and (2) with persons other 
than those to whom the regulations of 24 CFR part 135 require employment opportunities to be directed, 
were not filled to circumvent the contractor’s obligations under 24 CFR part 135.  
 
F. Noncompliance with HUD’s regulations in 24 CFR part 135 may result in sanctions, termination of 
this contract for default, and debarment or suspension from future HUD assisted contracts. 
  
G. With respect to work performed in connection with Section 3 covered Indian housing assistance, 
section 7(b) of the Indian Self-Determination and Education Assistance Act  
(25 U.S.C. 450e) also applies to the work to be performed under this contract. Section 7(b) requires that to 
the greatest extent feasible (i) preference and opportunities for training and employment shall be given to 
Indians, and (ii) preference in the award of contracts and subcontracts shall be given to Indian 
organizations and Indian-owned Economic Enterprises. Parties to this contract that are subject to the 
provisions of Section 3 to the maximum extent feasible, but not in derogation of compliance with section 
7(b). 
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SECTION 3 OPPORTUNITIES PLAN 

 

Business Opportunities and Employment Training for Housing Authority of the City of Pittsburgh Low 
Income Public Housing Residents (LIPH) and Area Residents of Low and Very Low Income Status (ARLIS) 
 
PRIME CONTRACTOR’S NAME:           
SPECIFICATION OR RFP/IFB/RFQ NUMBER:          
SPECIFICATION OR RFP/IFB/RFQ TITLE:          

 
The Contractor hereby agrees to comply with all the provisions of Section 3 as set forth in 24 CFR 
135.1 et seq. and the HACP Section 3 Policy and Program requirements. The Contractor hereby submits 
this document to identify employment opportunities for HACP residents (LIPH) and Area Residents of 

Low and Very Low Income Status (ARLIS) during the term of the contract between the Contractor and the 
HACP. 
 

The preference of HACP is to ensure that as many HACP residents as possible are employed. In an effort 
to further that requirement, HACP has created a preference tier structure as outlined in the HACP Section 
3 Policy and Program Manual which can be reviewed by visiting the “Vendor Services” section of 
www.hacp.org. Contractors are required to comply with Section 3 by first considering Tier I – Hiring. If 
the Contractor cannot meet its Section 3 requirement in Tier I and needs to move to Tier II or Tier III, that 
Contractor must document this inability to comply with the preference and the need to move to a lower 
tier. (Such inability must be documented for moves within tiers).  The Contractor agrees to meet its 
Section 3 requirement following the Preferential Tier Structure as indicated by the selection below (check 
one or more tiers below): 

 
[   ] Tier I – HIRING 
 

The Contractor affirms that the jobs identified shall be for meaningful employment that may or may not 
be related to the scope of services covered under Contract/Purchase Order # _______________________. 
The Contractor has committed to employ ______ resident(s) in order to comply with its Section 3 
requirements. A prime contractor may satisfy the HACP Resident Hiring Requirements through his/her 
subcontractors. Contact the HACP Resident Employment Program for resident referrals at 412-395-3950, 
Ext 1048. 
 

When Tier I is selected, the Contractor shall complete the following table as instructed below: 
(1) Indicate each job title for all phases of this contract 
(2) The number of positions that will be needed in each category 
(3) How many of those positions are currently filled 
(4) The number currently filled by low and very low-income HACP residents 
(5) The number currently filled by City of Pittsburgh neighborhood area residents 
(6) How many positions need to be filled 

 

Indicate your requirement for the number of positions you intend to fill with: 
(7) Low income HACP Residents (LIPH) and/or  
(8) Low and very low income City of Pittsburgh Neighborhood Area Residents (ARLIS) 
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SECTION 3 OPPORTUNITIES PLAN 

 
 
 

Section 3 Labor Utilization Assessment and Plan 

SPEC or RFP TITLE: SPEC or RFP NUMBER: 

NUMBER OF POSITIONS HIRING 
REQUIREMENT 

CURRENTLY FILLED 
JOB TITLE 

(1) 
# 

NEEDED 
(2) 

TOTAL  
(3) 

LIPH 
(4) 

ARLIS 
(5) 

TO BE 
FILLED 

(6) 

LIPH 
(7) 

ARLIS 
(8) 

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 

LIPH – HACP low income public housing resident 
ARLIS - Area Residents of Low/Very Low Income Status  – (Area is the Pittsburgh metropolitan area) 
 
In the event the value of Section 3 resident hiring is less than the amount identified in the Resident Hiring Scale, 
vendors must contribute to the HACP Education Fund an amount not less than the difference between the value of 
Section 3 hiring and the amount identified in the Resident Hiring Scale, which funds shall be used to provide other 
economic opportunities.  
Therefore, if it is anticipated that any position listed above shall be for less than the full term of the contract period, 
you must indicate on the lines below, the anticipated term for each position: 
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SECTION 3 OPPORTUNITIES PLAN 

 

[   ] Tier II – CONTRACTING 
 

The contractor has identified     HACP resident-owned business(es) or    Section 3 
business(es) which is/are 51 percent or more owned by Section 3 residents or 30 percent or more of their 
permanent full-time workforce are Section 3 residents. This will satisfy the contractor’s Section 3 
requirement covered under Contract/Purchase Order #     . 
 

In a one (1) page letter on your firm’s letterhead: 
 

1) Indicate the requirements, expressed in terms of percentage, of planned contracting dollars for 
the use of Section 3 business concerns as subcontractors. 
 

2) A statement of the total dollar amount to be contracted, total dollar amount to be contracted to 
Section 3 business concerns for building trades, and total dollar amount to be contracted to Section 3 
business concerns for other than building trades work (maintenance, repair, modernization, and 
development). 
 

3) A description of the method used to develop the requirements above and the efforts to be 
undertaken by the contractor to meet those requirements. 

 
[  ] Tier III - OTHER ECONOMIC OPPORTUNITIES 
 

Firms may provide other economic opportunities to train and employ Section 3 residents or make a direct 
cash contribution to the HACP Education Fund.  HACP has established the following minimum threshold 
requirements for provision of training or contribution to the HACP fund that provides other economic 
opportunities: 
 

a) Contractor incurs the cost of providing skilled training for residents in an amount commensurate with 
the sliding scale set forth in the Resident Hiring Scale; or,  
 

b) Contractor makes a contribution to the HACP Education Fund at Clean Slate E3 to provide assistance 
to residents to obtain training. The level of contribution would be commensurate with the sliding scale set 
forth in the Resident Hiring Scale.   
Contractor shall provide, in a letter on firm letterhead: 
1) Indication of the skilled training to be provided, the number of persons to be trained, the training 

provider, the cost of training, and the trainee recruitment plan; or, 
2) Provide the amount of planned contribution to be made in relation to percentage of the contract labor 

hours costs.  (Contribution checks should be made payable to:  Clean Slate E3 Education Fund and 
mailed to Clean Slate E3, C/O Housing Authority of the City of Pittsburgh, Finance Department, 200 
Ross Street, 9th Floor, Pittsburgh, PA  15219. 

 

[  ] Tier IV – No New Hire Opportunity 
 

If awarded this contract, the contractor will be able to fulfill the requirements of the IFB/RFP/RFQ with 
the existing work force. No new hires will be employed as a result of this award. If this position changes 
and hiring opportunities become necessary, the HACP Resident Employment Program will be notified. 
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SECTION 3 OPPORTUNITIES PLAN 

 

 
By signing below, the Contractor hereby agrees to comply with the selected Section 3 requirements 
indicated above. To the extent that the completion of this form is contingent upon future 
information, for example price negotiations, request for specific services, etc., the undersigned 
hereby affirms and agrees to fully adhere to the spirit and intent of the HACP Section 3 Policy.  
 
Furthermore, the undersigned acknowledges and affirms responsibility for completion and 
submission of this form as part of the response documentation for this Invitation for Bid or Request 
for Proposal. Failure to submit this form may jeopardize the responsiveness of your submission. 
 
 
Company Name: __________________________________________________________ 
 
Name:   __________________________________ _____________ 
 
 
Title:______________________   _________    
 
 
Signature:_____________________________________________Date:______________ 
 
 
Witness Name:____________________________________________________________ 
 
 
Witness Signature:_______________________________________Date:______________ 
 

 
 

 
 
 

 



 

 36 

ATTACHMENT G - Firm Demographics 

   Male Female 
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Partner                                   

Associate                                   

Professional                                    

Secretarial                                   

Clerical                                   

Other                                   

Total                                   

                  

                  

Explain all other American Minority:                           

                                    

                  

                                    

                  

Be certain that the numbers in this table are accurate and add up correctly.       
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ATTACHMENT H 

 
Instructions for completing this form can be found at http://www.irs.gov/pub/irs-pdf/fw9.pdf 
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Attachment I 
 
 

<Date> 
 

 
<Name Of MBE or WBE Contact Person> 
<Name of MBE or WBE firm> 
<Address> 
<City>, <State> <Zip> 
 
 
 Re:   <Name of HACP Project> 
 
Dear <Name of Contact Person at MBE or WBE Firm> 
 
 

<Name of Prime Bidder>  has submitted a bid for the above referenced project to the 
Housing Authority City of Pittsburgh (HACP). 
 

If we are the successful bidders and awarded the contract, <Name of Prime Bidder> 
intends to utilize <Name of proposed MBE or WBE firm> as follows: 
 
Scope of Proposed Services: 
 
 
Estimated Dollar Value: 
 

Please call should you have any further questions.  We thank you for your continuing 
interest. 

 
Sincerely, 
 
<Contact Person from Prime Bidder>   <Contact Person from MBE/WBE> 
 
 
 
(Signature)     (Signature) 
 
 
 
 
(Name)     (Name) 
 
 


