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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 300 employees and services over 10,000 residents.  The Authority, 
its partners and subsidiaries operate approximately 4000 units of rental housing; and, through its 
Housing Choice Voucher Program, funds housing assistance for the rental of more than 6000 other 
units of privately owned housing. 
 
Major operational departments include Asset and Site Management, Facility Services, Occupancy, 
Housing Choice Voucher, and Modernization & Development. Major administrative departments 
include Legal, Finance, Information Technology, and Human Resources.  Our public and 
community relations departments are Community Affairs 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 (HACP) seeks proposals from persons or 
organizations qualified to provide Unarmed Security Services for six (6) family high-rise buildings 
and the HACP One-Stop Shop.  
 
The Public Safety Department in an effort to ensure fair and competitive wage/pricing alternatives, 
conducted a nationwide analysis to evaluate the pay rates of Armed and Unarmed security guards, 
specifically for those performing services at Public Housing Authorities (PHAs) sites. The 
methodology and process of the in-depth analysis considered several sources of data to include 
PHAs across the county, local businesses in the City of Pittsburgh, and hourly rates paid for 
applicable security guard services of other security companies.  Based on the data received and 
reviewed, the HACP has prepared an Independent Cost Estimate (ICE) to be utilized in the 
procurement process for obtaining Armed and Unarmed Guard services for the designated 
sites.  The revised ICE includes an hourly wage rate plus a benefit package, and a 50% 
Administrative Fee (added to the total cost of the wages + benefits).  For years 2 and 3 (option 
years of the Contract) a 3% increase will be added to the total for market rate fluctuations.  
 
The Authority is contemplating the award of a professional service contract, or contracts, for an 
initial term of one (1) year with two (2), one (1) year extension options, for a total of three (3) 
years, in the form of the Contract (Attachment A) through this solicitation process.  If submitting 
alterations to the HACP contract for review and acceptance by HACP, please submit an electronic 
version in MS Word format with your proposal.  If submitting your company contract for review 
and acceptance by HACP, please submit an electronic version in MS Word format with your 
proposal.  If your contract is not included with your proposal, it is assumed that HACP’s contract 
will be used and is binding. 
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Any questions regarding this Request for Proposals should be in writing and directed to:  
 
   Mr. Brandon Havranek –  

Associate Director of Procurement/Contracting Officer 
Housing Authority of the City of Pittsburgh 

   412 Boulevard of the Allies 
6th Floor, Procurement Department 

   Pittsburgh, PA 15219 
   412-456-5000 Ext 2890  
If submitting questions via email, please send to brandon.havranek@hacp.org  
 
A complete proposal package may be obtained from: 
  Business Opportunities Section of the HACP website, www.hacp.org  

mailto:brandon.havranek@hacp.org
http://www.hacp.org/
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Following are the Key Dates associated with this Request for Proposals: 
 
April 22, 2025 
10:00 a.m. 

Deadline for Submission of Proposals 
 
Mr. Brandon Havranek 
Associate Director of Procurement/Contracting 
Officer 
Housing Authority of the City of Pittsburgh 
412 Boulevard of the Allies 
6th Floor, Procurement Department 
Pittsburgh, PA 15219 

  
April 11, 2025 
10:00 a.m. 

Pre-submission Meeting: 
will be held via Zoom Meeting: 
Join Zoom Meeting 
https://hacp-
org.zoom.us/j/89190941027?pwd=53FQi92pa6Nl
rEpai3labeyZEwVv7p.1 
 
Meeting ID: 891 9094 1027 
Passcode: 234657 
Dial by your location: 
 +1 301 715 8592 US (Washington D.C) 
 

  
April 14, 2025 
10:00 a.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. 

 
HACP will also accept online submissions for this Request for Proposals, for those respondents 
wishing to submit online, please go to the following web address to upload documents: 
 

https://www.dropbox.com/request/xyqSf3O5pzhn3pzj9W0D 
 
Please include your name and email address when prompted before submitting and upload all 
relevant attachments in the same document. Formatting for online submission should be 
organized in the same manner as if submitting the information via flash drive. The title of the 
uploaded bid shall be as follows: 
 

[Full Company Name]_RFP #350-04-25__Technical 
[Full Company Name]_RFP #350-04-25__Fee Proposal 

 

https://hacp-org.zoom.us/j/89190941027?pwd=53FQi92pa6NlrEpai3labeyZEwVv7p.1
https://hacp-org.zoom.us/j/89190941027?pwd=53FQi92pa6NlrEpai3labeyZEwVv7p.1
https://hacp-org.zoom.us/j/89190941027?pwd=53FQi92pa6NlrEpai3labeyZEwVv7p.1
https://www.dropbox.com/request/xyqSf3O5pzhn3pzj9W0D
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In the unlikely event your bid is too large to be uploaded as a single file, add: _Part-1, _Part-2… 
etc. to the end of the file name.   
 
In addition to the electronic submittal above, The Housing Authority of the City of Pittsburgh 
will only be accepting physical proposals dropped off in person from 8:00 AM until the 
closing time of 10:00 a.m. on April 22, 2025, in the lobby of the One Stop Shop at 412 
Boulevard of the Allies, Pittsburgh, PA 15219.  Proposals may still be mailed via USPS at which 
time they will be time and date stamped in the Procurement Department at 412 Boulevard of the 
Allies, 6th Floor Procurement Department, Pittsburgh, PA  15219.  All proposals must be 
received at the above address no later than 10:00 a.m. on April 22, 2025, regardless of the 
selected delivery mechanism. 
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SECTION II 
SCOPE OF SERVICES  

General Description of Communities:  

Contractor shall provide the following services, meeting the requirements set forth below: 

A. Contractual security services for the protection of all Housing Authority of the City of 
Pittsburgh (HACP) or referred to as “Authority”, residents, employees, customers, invitees, 
management personnel and other assets in or on the development sites (as identified below) 
against any criminal activity including but not limited to vandalism, theft, trespass, fire, bodily 
harm, and other events detrimental to the security of such individuals, assets, or property in 
any of the following locations: 

  
PROPERTY 

 
Hours 

 
UNARMED 

1. Pennsylvania Bidwell High-Rise 
1014 Sheffield Street 
Pittsburgh, PA 15233 

24 Hours per day Unarmed 

2. Pressley Street High-Rise  
601 Pressley Street  
Pittsburgh, PA 15212 

24 Hours per day  Unarmed  

3. Caliguiri Plaza High-Rise 
803 East Warrington Avenue 
Pittsburgh, PA 15210 

3:00 PM – 7:00 AM  Unarmed 

4. Finello Pavilion High-Rise 
3206 Niagara Street 
Pittsburgh, PA 15213 

3:00 PM – 11:00 
PM 

Unarmed 

5. Morse Gardens High-Rise 
2416 Sarah Street 
Pittsburgh, PA 15203 

11:00 PM – 7:00 
AM 

Unarmed 

6. Murray Towers High-Rise 
2825 Murray Avenue 
Pittsburgh, PA 15217 

3:00 PM – 11:00 
PM 

Unarmed 

7 HACP One-Stop Shop 
412 Boulevard of the Allies  
Pittsburgh, PA 15219  

8:00 AM - 4:30 PM Unarmed 

 

B. The Authority is seeking to qualify one (1) vendor to provide contractual security services at 
the referenced HACP sites to include six (6) family high-rise buildings and the HACP One-
Stop Shop. The Contractor shall submit their proposal detailing their availability to provide 
the required services at all of the sites listed. The Contractor shall provide unarmed Security 
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Guards to patrol all of the above listed locations. One (1) Security Guard shall work 
simultaneously at each hi-rise/ booth location. There must be at least one (1) Security Guard 
Supervisor available 24/7. Patrols will consist of canine (if applicable), and foot patrols.  

C. The Authority reserves the right to increase or decrease the hours, number of Security 
Guards to be provided at the contracted rate, or the number of properties serviced, to 
include properties that are in addition to those referenced in this scope of work, by 
providing a twenty- four (24) hour written notice. The increases and or decreases to the 
number of Guards to be provided at the contracted rate, the number of properties 
serviced, to include properties that are in addition to those referenced in this scope of 
work will be determined by the HACP and based on a variety of factors to include calls 
for service, crime rates, utilization of Artificial Intelligence (AI), camera deployment, 
and other measures deemed applicable for crime-effacement strategies.  

D. The Contractor must employ a Roving Security Guard Supervisor (not billed as an hourly 
wage to the HACP) to be responsible for monitoring, supervising, and directing Security 
Guards at all assigned sites during all guard shifts. The Security Guard Supervisor position is 
an on-site not an on-call position. The Supervising Guard must physically patrol sites, 
checking on the security guards at each site during the duration of their shift. Supervising 
guards must relieve guards on duty at sites for lunch break and therefore must be authorized 
and approved with the same credentials as the guards assigned to the sites. The Roving 
Security Guard supervisor responsibilities will include but are not limited to: 

1. Periodic monitoring of the security guards to ensure that they are performing their 
required duties. Specify the frequency the Contractor intends to conduct this 
monitoring and include the proposal as part of an overall Quality Assurance Plan. 

2. Completion of a Daily Activity Report to be submitted to the Authority no later than 
8:00 AM. (See section VI)  

3. Submission of legible visitor sign in registers for each of the sign-in locations, in order 
by date and time, weekly to the HACP google drive provided by the Authority,  

4. Shall maintain a daily log provided by the Authority  of all silent complaints / tips and 
911 calls for service made by Security Officers while on duty. 

5. Be equipped with a GPS tracking system on his or her phone and/or vehicle and 
provide access to the system at the start of the contract. 

6. The Roving Security Guard Supervisor may be required to work from the Public 
Safety Office of the Authority located at 412 Boulevard of the Allies, Pittsburgh PA 
15219 (or other designated HACP office) during his/her shift at times to be agreed 
upon by the Contractor and the Authority. During these times, the Roving Security 
Guard Supervisor will be required to utilize the Authority's video surveillance system 
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to monitor and direct Security Guards during their shifts and will be required to 
complete quality control reports pertaining to the performance of the Security Guards. 
These reports will be completed in a format acceptable to the Authority.  

The Roving Security Guard Supervisor will be a non-billable expense to the HACP. 
The Roving Security Guard Supervisor's duties will also include the patrol of all 
locations and assist regular duty officers with more serious incidents as well as 
perform other special duties as required on a case by case basis. The Contractor's 
proposed hourly rate will incorporate the cost for operating the supervisor.  

The Security Guards' employment in the contract is subject to approval by the 
Authority. Previous employment or performance on an Authority contract does not 
guarantee hiring of a Security Guard. All Security Guards are processed and evaluated 
individually and in accordance with all applicable laws and regulations. The Authority 
shall provide the Contractor with the final requested coverage schedule. This schedule 
is subject to change by the written notification of the Authority and allows for changes 
to include 24-hour coverage at sites with 24-hour prior notice. The Contractor's 
proposed costs should include all costs associated with performing these services. 

7. Security Guard Supervisors must obtain all the requirements that a security guard must 
have to be employed with the contract to include all valid and approved credentials as 
an armed guard.  

E. In addition to those services that the Security Guard Supervisor is required to provide to the 
HACP residents, the Security Guard Supervisor shall provide or agree to the following: 

1. Provide services that are in addition to and will be considered to be above the baseline 
services of patrol and investigation of 911 services. 

 
2. Agree that a Contractor policy manual exists to regulate Security Guards' conduct and 

activities while working on HACP properties. The Contractor will provide this manual 
to the Authority as part of their proposal. 

 
3. Agree that all Security Guards working on the HACP properties have received the 

required certifications and training to provide Security Guard service and possess valid 
certifications to carry and utilize a firearm on Authority property. All firearms to be 
utilized in service of this contract must be approved by the Authority prior to the 
firearms being used on Authority property. 

4. Agrees that he or she will provide all Security Guards working on the HACP 
properties with such basic equipment (including but not limited to radio, cell phone, 
uniform, firearm) as may be necessary and reasonable in order to allow the Security 
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Guards to carry out the duties anticipated under the contract with HACP. The 
equipment utilized by the Security Guards under this contract will be the Contractor-
issued resources. See Section C under Description of Duties for minimum required 
equipment. 

5. Provide supervision, control and direction of work activities and assignment of 
Security Guard personnel, including disciplinary actions. The Contractor will be 
required to provide notice to HACP of any disciplinary action pertaining to security 
guards assigned to the property. The Contractor is required to submit, as part of their 
proposal, a detailed procedure for progressive disciplinary action against its employees 
to be adhered to throughout the duration of the contract. It is expressly understood that 
the Contractor alone shall be responsible for the compensation of the Security Guards 
to include court time and all related expenses, holiday time, and all employee benefits, 
including but not limited to any and all insurance or liability payments for any injury 
to Security Guards or their property while on the HACP property. 

6. The Contractor shall develop, outline, and submit in their proposal a training program, 
with instructor's information, to be approved by HACP prior to execution of a final 
contract. Costs of training shall not be billable to the Authority. All Security Guards 
including supervisors working on the contract who carry a weapon must have current 
Act-235 certifications. The Contractor must provide written certification to the 
Authority that all employees including supervisors  have received the approved 
training prior to beginning work. At a minimum, the training must include instruction 
in the following areas and be administered by a certified instructor and/or an HACP 
approved instructor: 

I. Use of Force and Powers to Detain 

II. Defensive Tactic 

III. Observation and Documentation 

IV. Public Relation 

V. Customer Service 

VI. Handling Difficult People 

VII. Liability and Legal Issues 

VIII. Post Orders & Assignments 

IX. Crisis Prevention & Intervention (302 issues) 

X. Cultural Diversity and Sensitivity training 
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XI. Emergency Medical Care- First Aid/CPR 

XII. Report Writing 

XIII. Firearms Training – Act 235 

XIV. Crowd Control/Safety and Defensive Tactics 

XV. Other training required by HACP after execution of a contract 
to include the Admissions and Continued Occupancy Policy 
(ACOP), Lease One Strike Policy, Reasonable 
Accommodations, Bed Bug, and any other training HACP will 
provide 

XVI. Radio Procedures 

XVII. Trespassing 

XVIII. Supervision of Security Personnel (if applicable) 

XIX. Baton use (if applicable) 

XX. Counterterrorism 

XXI. Fire Safety 

 

A resume and valid certifications for all instructors to be utilized in performing this contract 
must be provided to the Authority as part of the Contractor's proposal submission.  

Security Guards shall receive the minimum mandatory training hours as set forth in the 
training program approved by HACP.  

F. The duties and extent of services of the Contactor shall include, but shall not be 
limited to: 

1.  Provide a single and back-up Liaison who is able to be available 24 hours a day to 
assist with facilitating the terms and conditions of the contract, to include review and 
submission of reports on the timeframe established by the HACP, to ensure timely 
invoicing of activities performed. The Liaison shall also be available to monitor 
Security Guards and Security Guard supervisors during their shifts to ensure 
compliance with the terms of the contract.  

2. Provide monthly security guard schedules to Authority one (1) month in advance. If 
the schedule changes from what was previously submitted, the Contractor agrees to 
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provide a revised schedule within a timely manner. Notification of daily schedule 
changes shall be communicated to HACP prior to the beginning of each shift.  

3. Assist with the facilitation of a Neighborhood Watch/Crime Watch Program to include 
the provision of training (if applicable) for resident participants. 

4. Provide monthly statistical data summaries and statistical workload reports for the 
HACP by the 5th of each month to serve as supporting documentation, partnership 
initiative and crime reduction strategies. Attachment D to the scope of work contains 
the Authority’s required template for the monthly report.  

5. On a monthly basis, the contractor executive staff will be required to meet with HACP 
staff to discuss any and all issues related to the execution of the contract to be 
scheduled by the Public Safety Director. 

6. All records will be maintained by the Contractor. A copy of the required records will 
be provided to the HACP for documentation of services rendered and activity of 
occurrence. 

7. Attend community association meetings, tenant council meetings and other meetings 
as needed and directed by the Public Safety Director.  

8. Respond to Anonymous Telephone Calls on the HACP Anonymous Tip Line (as 
directed by the Public Safety Director) and keep a log of all investigations and actions 
taken which is to be reported to the Authority on a weekly basis in a format deemed 
acceptable by the Authority. Respond to Silent Complaints and keep a log of all 
investigations and actions taken on a weekly basis in a format deemed acceptable by 
the Authority.  

9. Liaison shall meet bi-weekly with the HACP Public Safety Director according to an 
agreed- upon schedule and shall be accessible by phone for any issues that may arise.  

10. Assist in conducting security assessments and surveys. 

11. Provide technical assistance, to include consultation on planning of grant funded 
security programs within the Authority.  

12.  The Contractor shall provide to the HACP’s Public Safety Director in a prompt and 
timely manner reports of all daily incidents, calls, arrest records, and other information 
that will enable the HACP to take remedial action against offenders- for example: 
legal action for eviction, vandalism, or trespass. 

13. The Contractor shall carry $5,000,000 public liability, workers' compensation, 
unemployment compensation and vehicle liability insurance and such other necessary 
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and proper insurance. Evidence of insurance shall be provided prior execution of the 
contact with the HACP.  

14. The Contractor will supervise, schedule, and deploy Security Guards in a manner to 
best minimize criminal activity in the HACP's developments.  

15. The Contractor agrees to require all Security Guards who are assigned to work at 
HACP's premises pursuant to this Agreement to attend the Admissions and Continuing 
Occupancy (ACOP), Lease, One-Strike policy and ADA/ 504 training. An updated log 
of Security Guards who have received this training shall be sent to the HACP Public 
Safety Director on a monthly basis and by the 5th of each month regardless of whether 
or not the list has changed since the previous month. The format of this list will be 
provided by the HACP Public Safety Director. 

16. The Contractor agrees that the Director/Manager or his/her designee may be required 
to meet quarterly with an HACP-designated representative and the Resident councils 
of HACP's developments based on a predetermined schedule set by the Public Safety 
Director, in order to discuss items of mutual concern and interest to the police, HACP, 
and the residents of the aforementioned developments. Prior to the quarterly meetings, 
the Contractor will provide to the HACP its quarterly report on such activities. The 
report shall be submitted in a manner deemed acceptable by the Authority and will be 
due on the 5th day of the first month following the quarter. Meetings will also be 
conducted on a monthly basis. The Contractor owner, or his or her designee, will be 
required to attend. Attachment D contains the Authority's required template for the 
quarterly report. 

17. The Contractor agrees to maintain a GPS tracking system on all vehicles used in 
service of any contract. The GPS tracking system shall be coordinated to interface 
with the HACP. The Contractor must provide daily GPS tracking information to the 
HACP electronically via e-mail or by means of a web based service by 8:00 AM of the 
day following the shift date. These reports shall be included with the other daily 
reports provided to the Authority on a daily basis. The Contractor is expected to utilize 
the GPS tracking information to cross-reference the Security Guard daily reports for 
all sites to confirm that Security Guards are working at the appropriate locations. 
Reports of these evaluations must also be submitted to HACP within 24 hours of the 
end time of the day's shift in a format approved by the HACP. If feasible, the 
Contractor shall provide HACP with a direct interface to their GPS tracking and 
reporting software enabling the Authority to generate and review GPS reports 
independently from the Contractor. The Contractor must establish a protocol to 
monitor the GPS and ensure that it is working at all times and provide for secondary 
measures to be implemented in case the primary GPS system fails at any time. A 
detailed outline of this protocol must be submitted with the Contractor's proposal. 
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18. The Contractor agrees to provide an apprenticeship for qualifying residents who wish 
to provide security as a security officer for the Housing Authority based on the 
standards of the applicable security firm.  

 

 Descriptions of Duties 

The selected Security Services company shall provide all labor and equipment to perform the 
following security services at all or some of the HACP sites selected. The selected security 
services company shall be required to attend meetings with the Public Safety Director to 
discuss adjustments to the sites and schedules during transitional times and to ensure that the 
Security Guards meet the following expectations and perform the following responsibilities: 

A. Security Guard Requirements (Including Supervisors): Security Guards performing 
services under the contract to be executed based on this RFP must: 

1) Have a high school diploma or the equivalent GED.  

2) Have completed training and be licensed to provide Security Guard 
services or the equivalent through certification, experience, and 
training. 

3) Possess all required licenses and certifications to carry and utilize a 
firearm on Authority property when performing this contract. 

4) Be completely outfitted with Authority approved uniforms, 
identification and other equipment as needed and as deemed acceptable 
by the HACP at all times while on duty. As part of their proposal, the 
Contractor shall submit pictures of proposed uniforms. 

5) Comply with the requirements of the security company's Employee 
Handbook which the Contractor shall provide to the Authority as part 
of their proposal. 

6) Pass a criminal background check that is to be reviewed by the HACP 
Public Safety Director.  

7) Background checks must be within the last 30 days of applicants name 
submission to the HACP.  

8) Pass a drug test that is to be reviewed by the HACP Public Safety 
Director.  
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9) Drug test must be within the last 30 days of applicants name 
submission to HACP.  

 
B. Patrol Duties:  If applicable, Security Guards shall sign in and meet with the site 

management staff to receive important information at the start of their shift at the 
designated guard station, and patrol and provide security checks at key points in each 
community to provide maximum security for the residents and property. These security 
checks shall be varied and conducted randomly throughout each shift. The Security 
Guards shall provide ingress and egress control as well as foot patrol throughout the 
areas(s) designated by the HACP. All activities should be documented on the Daily 
Activity Reports. 

 
C. Methods of Patrol and Communication: The Contractor shall provide patrol vehicles to 

Security Guards for each community for those guards that are required to do community 
patrol. Guards are not permitted to use personal vehicles while on duty. Patrol vehicles 
must be equipped with Authority approved markings and/or decals prior to the start of the 
contract. The Contractor shall submit a picture of the proposed vehicles to be used on the 
contract as part of their proposal. Generally, one patrol vehicle per community is to be 
used and will be used in addition to foot patrols. Foot patrols shall be mandatory for the 
patrolling officers for all communities in order to make a better connection and promote 
effective communication with the residents in the communities. With the exception of 
extreme weather conditions, Security Guards are to perform a minimum of four (4) hours 
of foot patrol per shift that shall be documented on the Daily Activity Reports. In order to 
ensure continuity of services and familiarity with the residents and dynamics of each 
community, the security company shall make every effort to ensure that specific Security 
Guards assigned to a community remain constant during the term of the contract. 
Notification of changes to the assigned community shall be submitted to the Public Safety 
Director. 

Security Guard Supervisors and guards must:  

1. Be equipped with Authority approved uniforms for both summer and winter 
weather. The Contractor shall provide the Authority a picture of the proposed 
uniforms as part of their proposal along with guidelines for use of issued 
uniforms as they pertain to changes in weather. At no cost to the Security 
Guard, the Contractor shall provide each Security Guard three (3) pairs of 
pants, two (2) short-sleeve and two (2) long-sleeve shirts, appropriate outdoor 
clothing, including a coat, and one (1) pair of shoes.  
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2. Be equipped with a radio in order to maintain direct communication with one 
another during the time when Security Guards are on duty at any of the 
communities.  

3. In addition, Supervisors and patrols must be equipped with a cellular phone in 
order to receive and respond to calls from HACP Public Safety Director, site 
staff or management at all times and to stay in communication with law 
enforcement agencies. If the contact telephone number for the Security Guards 
is changed during the term of the contract the new telephone number should be 
provided to the Public Safety Director as soon as possible.  

4. Be equipped with equipment that will enable the Security Guard to monitor 
police communications and emergency calls. Guards must engage with police 
during the time the incident is occurring at HACP sites. All equipment is 
subject to approval by HACP and must remain functional at all times during 
shifts.  

5. Respond within 30 minutes or less to telephone calls from HACP staff or 
management.  

6. Maintain and have available at all times while on duty a list of key contacts, 
and make direct contact with the Public Safety Director, emergency 
maintenance or on duty HACP management and/or staff, as necessary.  

7. Go to residents' and/or homeowner homes, as needed, to respond to security 
concerns. 

8. Complete a one-time orientation with the HACP Public Safety Director and /or 
staff before beginning patrol duties at the locations. 

 
D. Communications with Residents, Homeowners and Youth: Security Guards/Supervisors 

shall work with the HACP diversion programs. Security Guards/Supervisors  shall interact 
positively and encourage effective communication with residents, homeowners, and 
youth. In particular, to the greatest extent possible, Security Guards shall interact and 
dialogue with the youth of each community in order to reinforce positive behaviors and to 
provide alternative behaviors for youth who are violating community rules and/or creating 
disturbances.  

 
E. Communication with the Pittsburgh Police Department (PPD): Security 

Guards/Supervisors are a critical element in maintaining security and law enforcement at 
the HACP communities. The Contractor shall ensure that the Security Guards/Supervisors 
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work cooperatively with, and establish and maintain good, positive communications with 
the PPD and the Community Policing officers assigned to the geographic area. The 
Contractor should provide a description of their experience working with municipal police 
departments. 

 
F. Domestic Violence: Security Guards/Supervisors must record domestic violence and other 

family disturbances and contact the PPD immediately as well as document them in daily 
reports to the HACP Public Safety Director and the 911 call log. 

 
G. Cooperation with HACP Personnel: The Contractor and its Security Guards/Supervisors 

shall work cooperatively with the HACP Property Management and staff at all HACP 
Communities. 

 
H. Premises Checks: On each shift, Security Guards/Supervisors shall patrol the HACP 

communities including the rental and for sale properties, the perimeter of the construction 
zone, areas of high activity, and agency and management offices as specified by HACP. 
Security Guards/Supervisors shall make daily checks of locks and gates leading into 
construction zones, and intermittently patrol the perimeter and/or fenced area. Also 
checked for doors being propped open. Security breaches or hazards shall be reported to 
the Public Safety Director immediately upon becoming aware of such issues and will be 
followed-up in daily reports. 

 
I. Interactions with Loiterers: Security Guards/Supervisors shall assist with enforcing 

curfews and "No Trespassing" rules, identify loiterers and trespassers, and escort violators 
to their residences or off the premises as applicable. All incidents will be documented and 
forwarded to the HACP Public Safety Department. 

 
J. Drug or Suspicious Activity: Security Guards/Supervisors shall identify persons and/or 

residential units involved in drug or suspicious activity and note the destinations of such 
individuals within each community and/or their associations and shall notify PPD and 
HACP Public Safety Department. 

 
K. Deterrence Through Enforcement: Security Guards/Supervisors shall maintain a visible 

presence in the community, assist in enforcing the community rules, and inform residents 
and guests of community rules and trespass policies. 
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L. Complaints by Residents: Any resident complaints about other residents and about 
problems encountered by visitors or guests that Security Guards/Supervisors receive 
should immediately be documented and referred to the HACP Public Safety Director. 

 
M. Trespass Notices: Security Guards/Supervisors shall enforce trespass rules, ask violators 

to leave the premises, identify residents associated with trespassers and telephone 911 for 
assistance in removing uncooperative individuals and document all incidents in reports. 

 
N. HACP Exclusion List: Security Guards/Supervisors shall enforce the HACP Exclusion 

List, ask violators to leave the premises, identify residents associated with trespassers and 
telephone 911 for assistance in removing uncooperative individuals and document all 
incidents in reports. 

 
O. Daily Log: Security Guards/Supervisors shall record their activity at least hourly into a 

Daily Activity Report, which is to be submitted to the Public Safety Director by 8:00 AM 
of the day following the shift date.  

 
P. Towing Authority: Northview Heights Estates includes private streets. The other HACP 

communities include public and private streets and private lots and/or cul-de-sac parking. 
On public streets, Security Guards/Supervisors shall work with the PPD to tag inoperative 
and unlicensed vehicles that violate HACP community parking rules. Registration 
information will be made available to Security Guards/Supervisors who shall check 
vehicles for operable condition and for parking permits in assigned HACP Communities. 
All activity will be documented in daily logs. In case of all emergencies, guards should 
call 911. 

 
Q. Illegal Dumping and Disposal: Security Guards/Supervisors shall monitor all HACP sites 

for improper or illegal dumping of trash, furniture, or any debris into common areas 
and/or Housing Authority of the City of Pittsburgh Family Communities construction 
zones. Security Guards/Supervisors shall record information on the vehicles involved, 
shall attempt to identify the individuals, and shall contact PPD for ticketing and/or arrest, 
if opportunity arises. Security Guards/Supervisors shall contact violators and advise them 
to cease dumping and shall notify the Property Manager and Public Safety Director, as 
appropriate, for follow-up action. 

R. Building Access: Security Guards/Supervisors shall monitor access to tenants and guests 
at HACP high-rise buildings if applicable. Security Guards/Supervisors shall not provide 
access into residential units unless access to the unit is specifically authorized by 
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HACP/Management Staff. Tenants must escort their guests to their unit unless 
accommodation is in place.  

S. Alarm Responses: When a Security Guard/Supervisors is on duty, he/she will take care of 
alarm responses. 

T.  Special Occasions: Special Occasions include such things as security during Community 
gatherings, scheduled events in the buildings such as weddings, and extra security during 
special programming of the HACP, etc. Most Special Occasions will be scheduled well in 
advance and be billed at the contracted amount. If unexpected occasions arise security 
services should be available on short notice. These occasions will be scheduled and 
authorized by the Public Safety Director. The Contractor must provide a written response 
stating that they have received and can or cannot provide security services. Once the 
Contractor accepts the special detail a schedule must be provided at the start of the detail. 
If there are any changes the Director of Public Safety must be notified immediately. 

 

Procedures for Security Services in HACP Residential Communities 

I. General Duties and Responsibilities of Security Guards/Supervisors 

 
A. Each Security Guard will treat all residents, guests, and Housing Authority of the City 

of Pittsburgh (HACP) management staff with courtesy and respect. 

 
B. When arriving for duty, all Security Guards/Supervisors will log in, receive any 

special instructions, and conduct an inspection of the property to ensure that it is 
secure. The first-shift Security Guard shall relay any special instructions to the second 
shift Security Guard at the start of the second shift. The second-shift Security Guard 
shall then conduct an inspection of the property to ensure that it is secure. 

 
C. Each Security Guard/Supervisors will keep a written log which represents a record of 

service during his/her shift, and which records all incidents, both routine and non-
routine. This record will include arrival and departure times, actions taken, incidents 
observed, and notes on all suspicious activities. 

 
D. In all circumstances, and if included in site instructions, the Security 

Guard/Supervisors will request valid identification from all entrants coming onto the 
site, whether they are residents or guests, and will allow entry only to bona fide 
residents and to guests. The Security Guard will verify guest's validity by checking 
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with the tenant whom they are visiting by calling the tenant. Visitors must be escorted 
from the lobby by the unit tenant after 10 PM until 6 AM unless the tenant has an 
accommodation which can be obtained from management.  

 
E. During the initial inspection and while on duty, the Security Guard/Supervisors shall 

give special attention to the security of entrances to the Management Office, 
Community rooms, stairwells, to suspicious persons and vehicles on the property; and 
to safety and fire hazards. 

 
F. When encountering persons or hazards deemed to be an imminent threat to life, limb, 

or property, the Security Guard/Supervisors will notify 911 immediately to report the 
threat or hazard to the proper authorities. If necessary, the Security Guard/Supervisors 
will detain criminal suspects until police arrive. 

 
G. After notifying 911, the Security Guard/Supervisors will notify the Public Safety 

Director, or designated HACP employee, then properly log the incident. In the event 
that HACP staff cannot be contacted, the Security Guard/Supervisors will call a 
telephone number to be provided after contract award to report the incident to the 
HACP's answering service, which will invoke an emergency protocol to inform 
appropriate HACP Management staff. 

 
H. Whenever a significant event occurs involving suspicious persons, safety hazards, 

documented criminal activity, or incidents involving injuries or property damage, the 
Security Guard will prepare a report and provide a copy to the Public Safety Director 
by 8:00 AM of the day following the shift date. 

 
I. The Security Guard/Supervisors will report any circumstances which are unusual but 

not deemed to be emergencies to the Public Safety Director. All circumstances are to 
be written in a daily report. 

 
J. The Security Guard/Supervisors will follow all site-specific instructions for the site to 

which he/she is assigned, as developed by the HACP Public Safety Director. 

 
K. The Security Guard/Supervisors will abide by all operating rules and procedures 

adopted by the security service Contractor by whom he/she is employed. 
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L. At the conclusion of a shift, the Security Guard/Supervisors shall complete his/her log. 

A copy of all reports will be submitted daily to the Public Safety Director.  

 
M. Complete daily reports including but not limited to arrest reports and incident reports, 

daily activity reports, 911 calls for service, 3rd party accident/liability reports, and tip 
investigation reports. Provide said reports to the HACP by 8:00 AM of the day 
following the shift date or within one (1) hour of the end of the shift.  

N. The Security Guard/Supervisors posted at  the Welcome Booths must comply with the 
general duties and responsibilities listed in this scope. In addition, the Security 
Guard/Supervisors must stop each vehicle entering the HACP property for a valid 
Driver’s License. If the driver does not have a valid license, Security shall not allow 
the driver to enter the property.  

 
O. Assist and cooperate with law enforcement personnel as well as HACP Public Safety 

staff. 

P. Monitor 911 calls and report as necessary all emergency situations on and adjacent to 
the HACP properties and update a 911 call log as needed. 

Q. Collection and delivery of found property and evidence to City Police with follow-up 
documentation on a separate report. 

R. Enforcement of illegal traffic, parking, and towing. Enforcement of vehicles posted to 
be towed with the approved towing company provided by HACP. Criminal trespass 
citations and warnings will be issued by the authorized agent of the property, i.e., 
police, property manager or designee, and may be in the presence of a Security Guard. 

S. Assisting/Counseling residents in crisis. 

T. Compliance with all City and State Laws. 

U. Investigating lost or missing persons. 

V. Attend community association meetings, tenant council meetings and other meetings 
as needed and directed by the Public Safety Director.  

W. Respond to Anonymous Telephone Calls on the HACP Anonymous Tip Line (as 
directed by the Public Safety Director) and keep a log of all investigations and actions 
taken which is to be reported to the Authority on a weekly basis in a format deemed 
acceptable by the Authority. Respond to Silent Complaints and keep a log of all 
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investigations and actions taken on a weekly basis in a format deemed acceptable by 
the Authority.  

X. Assist the HACP anti-drug coalitions or special interest groups, i.e., in fighting drugs 
and crime in the communities.  

Y. Attend workshops on crime prevention and security as pertains to public housing sites 
(if applicable and financially feasible). 

Z. Assist in conducting security assessments and surveys. 

AA.  Patrol Hi-Rise community. Security Guards are to patrol floors of the hi-rise 
throughout their shift and document the time and location on their Daily Activity 
Reports. 

BB.  Identify vehicles that are abandoned or illegally parked on HACP property to 
tow or the city police to issue citations and/or arrange for towing. 

CC.  Enforce the HACP policies against drinking, gambling, use or sale of 
alcoholic beverages and illegal narcotics in public areas of HACP developments. 

DD.  Deter trespassing, vandalism, disorderly conduct, gambling and enforce all 
other applicable laws. Deter loitering in all common areas to include lobby, corridors, 
stairwells, and streets located within the HACP properties. 

EE. Report any dangerous conditions, vandalism, or any safety hazards to HACP's Public 
Safety Director immediately after becoming aware of such conditions and follow up, 
in writing, with a report of the incident by 8:00 AM of the day following the shift date. 

FF. The Security Guard/Supervisors shall record on a daily activity log their presence on 
HACP property and details of their activity thereon. 

 

 

II. Daily position description for work on all Public Housing Communities 

 
A. Develop and maintain rapport with public housing residents, thus fostering an 

atmosphere of cooperation, compassion, coordination, peace, and order within the 
HACP developments. 

 
B. Utilize canine patrols, if applicable, within the HACP designated developments. 
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C. Encourage residents, through developing a rapport of effective communication  

and trust, to report any and all suspicious or criminal activities, and 
suspected/observed abuse or neglect of people, animals, or property. 
 

D. Communicate with and assist homeless people on HACP properties, referring them to 
other agencies, when appropriate, for further assistance. 

E. Perform walking patrols throughout the shift in all public areas of the HACP 
development a minimum of four (4) hours to deter and prevent disorder or crime and 
to develop a rapport with the residents. 

F. Work with youth in the HACP developments to help them understand and comply 
with all HACP policies and procedures. 

G. Engage in effective techniques to develop a positive rapport with the residents in the 
HACP communities to include youth i.e., recreational activities. 

H. Work with staff and residents to help clean up the HACP developments, including 
organizing or participating in a "community clean-up day" to include removal of trash 
and debris. 

I. Notify and report to the HACP for removal of graffiti after documentation and referral 
to appropriate departments and/or Agencies. 

J. Remain alert to the emergency needs of residents and visitors and take the appropriate 
action to protect life and property. 

K. Investigate the activities of suspicious persons, as encountered or upon resident 
complaint, in conformance with legal requirements to determine the identity, activity, 
and reason for the presence of the suspicious person. 

L. Identify and record violation of HACP policies and regulations, vehicle, and local 
ordinances in conformance with legal requirements and police department policies and 
procedures to include pet and trespassing policies, vehicle parking and exclusion 
notices. 

M. Participate in "knock and talk" interactions while working on the HACP properties. 

N. Attend resident community meetings to develop a "proactive" positive rapport and 
relationship with the residents. 
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O. Engage persons in common areas to ascertain verified status of HACP residence to 
include going to the address provided to the Security Guard by person(s) questioned 
and documenting conversation with the tenant(s) at residence. 

P. Direct vehicle and traffic on HACP property as required, ensuring a safe, orderly flow 
of traffic. 

Q. Promptly and properly prepare and submit the required reports of the HACP to the 
Public Safety Director on each shift. 

R. Enforce towing of abandoned or stolen vehicles on HACP property. 

S. Counsel juvenile and adult residents, referring them to the appropriate persons or 
agencies for further assistance. 

T. Assist police officers, as appropriate; accept and adhere to lawful direction and orders 
issued by a superior officer. 

U. Assist the HACP attorneys in the preparation of court cases and, as required, testify at 
judicial trials and hearings. 

V. Maintain a professional decorum and attitude in all dealings with residents, visitors, 
superiors, and other department personnel; conduct personal life in a manner that sets 
a positive example for residents, especially youths. Any behavior deemed 
unacceptable by the Authority may be grounds for the Authority to request suspension, 
reassignment, or removal of an employee from performing services on the contract. 

W. Operate a Security vehicle within the assigned geographic area at the direction of a 
supervisor in order to deter and detect criminal activity.  

X. Operate and monitor cameras in public housing developments, as required, for the 
purpose of deterring criminal activity and arresting violators. Notify if cameras are 
offline or broken. Report in the Daily Activity Report and Incident Report if cameras 
are not working, offline, etc. Immediately contact the Public Safety Director or his/her 
designee. 

Y. Attend training courses to include sensitivity training, as assigned, to increase and 
enhance professional knowledge, skills, and ability.  

Z. Provide any service necessary to further the HACP mission and objectives that is not 
restricted by legal policy.  

AA. Perform other duties as assigned. 
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III. Camera Access 

Security Guards have access to the HACP’S security cameras to view live feed. 

In addition to viewing the live feed, the Security Guard Supervisor will have access to 
playback features.  

All footage is confidential to HACP and law enforcement. The camera system is only to 
be used in accordance with the policies and procedures and instructions approved by the 
HACP. 

Security guards shall not: 

1. Disclose information to any third parties 

2. Disclose passwords or access codes to the security system 

3. Distribute, share, or make copies of any footage.  

4. View or share footage for personal use  

5. Use personal devices, such as smartphones, laptops, or unauthorized software, to 
access or monitor surveillance footage. Camera access shall only be accessible on 
contractor equipment. 

6. Use surveillance footage to harass, discriminate, or target individuals. 

7. View archived footage  

Failure to comply with  this duty to maintain and protect the confidentiality of HACP security 
systems can result in disciplinary action, including termination from the contract.  

IV. Examples of Suspicious Activity That Should Be Noted by Security Guards 

 
A. Any person or persons loitering within the site.  

 
B. Any vehicles parked on HACP property that do not have a registration tag (where 

registration tags are applicable) on the vehicle or are not known to be a vehicle of a 
guest of a resident.  

 
C. Suspicious activities may include, but are not necessarily limited to, the following: 

1. Transfer of small objects from hand to hand in return for money. 
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2. Individuals loitering (hanging out), consuming alcohol or other drugs, with 
discreet exchanges of small items between individuals. 

3. Individuals with known gang affiliations loitering inside or near the outside 
perimeter of the site.  

4. Persons attempting to enter the site under false pretenses. 

5. Persons wandering the halls of the Management Office, or any of the 
agency offices, the common areas, or loitering where other persons pass or 
legitimately congregate. 

6. Persons observed “trying” doors in search of unlocked entries and propping 
open any doors. 

7. Abandoned vehicles, “junkers” or vehicles leaking excessive engine/ 
driveline fluids. 

8. Heavy flow of vehicles to HACP Communities while vehicle occupants 
remain in their cars and are met by others.  

9. Frequent visitors to specific residences who stay for a short duration. 

10. Non- residents coming and going on a regular basis who have keys to the 
units.  

11. Persons to be non-residents who are observed over a period of time 
frequenting specific units, which may indicate that they are lodgers. 

12. Uncivil behavior on the part of residents, visitors, or homeowners, which 
may include the disturbance or harassment of other residents or guests, or 
which may be the result of intoxication or drug abuse. 

 
V. Guidelines for Dealing with Safety Hazards 

 
A. While conducting inspections or roving the area, Security Guards will ensure that all 

previously described buildings’ fire doors, common area doors and nonresidential 
doors are closed. 

 
B. Security Guards will inspect flammable items left outside the buildings, especially 

against the buildings, and notify the Property Manager or designated back-up of any 
flammables found.  
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C. While conducting inspections or roving the area, Security guards will note any volatile 

chemicals improperly stored or placed inside or outside the area, taking appropriate 
action to report the finding, according to the level of danger perceived. No Security 
Guard, resident, or unqualified HACP employee should intervene in the collection or 
disposal of any chemicals.  

 
D. Protocols for responding to fire alarms/ security alarms will be posted on site, and 

Security Guards will familiarize themselves with the fire alarm system/ security 
system of the facility in which they are working.  

 
E. While conducting inspections or roving the premises, Security Guards will note and 

report any potential tripping hazards or other dangers posed by items found in 
common areas.  

 
F. Dangerous weapons and tools should be secured by the Security Guard if that action 

poses no threat to the Security Guard or to others. 

 
G. Syringes found in common areas should be disposed of properly by the Security 

Guard/Supervisor if she/he has been given that training by the security services the 
Contractor. Otherwise, the finding of syringes should be reported to the HACP 
Property Manager or designated back up.  

 
H. Biological hazards should be dealt with by the Security Guard only to the extent of 

his/her training. Otherwise, biological hazards should be reported to the HACP 
Property Manager or designated staff person, if available or to 911, according to the 
perceived level of danger. 

 
I. If a Security Guard receives a threat involving a bomb or other explosive device, the 

Security Guard shall notify 911 immediately, and then notify the Public Safety 
Director.  

 
 
 

 
VI. General Reporting Guidelines 
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A. Any activity or incident which the Security Guard believes creates an imminent risk to 

life or property must be reported promptly to 911. Calls to 911 must always be 
followed with a verbal report to the HACP Property Management if available and the 
Public Safety Director, and then with a written report to the security contractor 
supervisor. 

 
B. Activities of an unusual but non-emergency nature must be logged in the Security 

Guards shift log, reported to the HACP Public Safety Director, Property Manager, or 
designated back-up in the referenced order of hierarchy. 

 
C. When reporting suspicious activity, the Security Guard should give as accurate a 

description of the individuals and vehicles involved as possible, endeavoring to note 
the following features: 

1. Persons: Name, place of residence, race, age, height, weight, hair color, skin 
tone, build, unusual features such as scars, tattoos, or speech patterns; and 
color and description of clothes, including hat, coat, shirt, pants, and shoes.  

2. Vehicles: Color, year, make, model, number of doors, and license plate number 
and state.  

3. Locations with correct unit addresses.  

 
V. General Responsibilities of Security Service Contractors and Their Employees 

 
A. Security Guards will meet all applicable laws for the private security profession. 

 
B. The Contractor shall work with HACP to prepare a standard set of rules, prior to, or 

within 30 days after contract signing, to be known as the Security Post Orders 
(“Orders”). The “Orders” will detail the specific duties and performance levels for the 
Security Guard. Modifications or additions to the “Orders” may be made by HACP at 
any time upon written notification to the Contractor. 

  
C. Security Guards shall receive the minimum mandatory training hours as set forth in the 

training program approved by HACP. 
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D. The Security Guard shall have received the minimum mandatory training established 
by applicable law for carrying a firearm.  

 
E. All Security Guards will obey all applicable laws while performing security duties for 

HACP.  

 
F. Security Guard will observe and follow all relevant HACP policies and procedures 

while performing security services and interacting with residents, HACP staff, and the 
general public. 

 
G. Security Guard will under no circumstances enter a residence, even when invited, 

unless performing their assigned duties or accompanied by the HACP Property 
Manager or designated employee. 

  
H. Security Guards will not smoke inside any HACP property, only in designated 

smoking areas. 

 
I. Security Guards will not use HACP telephones for any personal use.  

 
J. Security Guards will respect the privacy of all residents by observing strict 

confidentiality over any resident information which may become known to them, 
including addresses, telephone numbers, and written information in resident files 
stored on site. 

 
K. The Contractor will ensure that all Security Guards read, understand, and follow the 

HACP Procedures for Security Services in HACP Communities. Further, the 
Contractors will maintain a record of each Security Guard’s training and instructions 
regarding this directive. Where the Contractor’s written procedures conflict with 
HACP’s written procedures, HACP’s shall prevail. 

  
L. Unannounced inspection/audits of the Security Guard on duty may be conducted daily 

by one of the HACP’s Supervisory staff or designee on each site. 

  
M. The Contractor shall provide the Authority with an invoice for each site. All invoices 

must list the dollar amounts billed for each community and be accompanied by all 
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supporting documentation in the format approved by the Authority. The cover sheet of 
the invoice should include but not limited to: 

aa. Invoice number 
bb. Date of the invoice  
cc. Customer address 
dd. Service location  
ee. MGMT # 
ff. BPO # 
gg. Description including the service period, the type of guard, and the site  
hh. Verbiage listed on the invoice cover sheet “The invoice submitted to the 
HACP for payment is inclusive of all administrative fees to be paid to (guard 
company)” and state “Final Invoice”  
ii. The quantity of hours worked for each security guard or other approved 
personnel working the detail with supporting documentation that equals the 
total hours on the invoice 
jj. Unit of measurement (hours) 
kk. The price per hours 
ll. Total amounts 
mm. Special Details should include description of event/ Duties 
 

The Contractor shall provide the Authority a sign-in sheet or timesheet listing the 
guard’s name, community, sign-in and sign-out time for the shift and signature of the 
Security Guard. In addition to the sign-in sheet or timesheet, a document stating the 
guard’s total amount of hours worked per the invoice period must be provided. This 
document shall include the number of hours worked daily for each guard (example 
1/2/2025 Jones 10 hours, 1/3/2025 Jones 12 hours) and the total number of hours for 
each guard. The Contractor shall also supply supporting documents provided by the 
Authority, “Security Wage and Benefit Certification” (attachment A) and “Covered 
Employer Prevailing Wage Certificate” (attachment B). All of the supporting 
documents must pertain to the site and amount being billed. Invoices not meeting these 
requirements may be rejected by the Authority at which time a new and correct 
invoice must be submitted by the Contractor, beginning the invoice processing period 
again. Any error on a submitted invoice will be grounds for the Authority to reject the 
invoice in its entirety. All invoices must be submitted in the correct format within 90 
days of performing services. Any invoices that have not been submitted correctly 
within 90 days will be permanently rejected. The Authority will not disburse payment 
for the entirety of the invoice period in question and will not accept any future 
invoices that bill for the invoice period.  
 

 



Housing Authority of the City of Pittsburgh RFP #350-04-25  
Unarmed Security  

 

 30 

N. The Contractor shall maintain a 24-hour per day staffing (dispatch) number or contact 
source. Said contact source must be capable of communicating with Security Guards 
for 24-hours a day. 

 
O. The Contractor must comply with all the requirements of all applicable licensing 

provisions and laws as related to private security. The Contractor must furnish a copy 
of the appropriate business license required to perform services within the City of 
Pittsburgh. 

 
P. The Contractor shall provide daily written summaries and incident reports to the 

Public Safety reports. Incident reports shall be submitted to the HACP’s Public Safety 
Director by 8:00 AM of the day following the shift date, or within one (1) hour of the 
end of the shift. 

  
Q. Security Guard screening must include, but shall not be limited to, the following areas: 

aa. Drug Screen 
bb. Criminal background check 
cc. Social Security Number verification 
dd. Driver’s License Record Check 
ee. Verification of High School Diploma 
ff. Certification of training in accordance with the HACP- approved training 
program 
gg. Act- 235 verification 
hh. License to possess and utilize a firearm on Authority property 

Within one week of hiring a Security Guard, the Security Company shall provide the results 
of the Security Guard screening to HACP. Security Guards will not be able to perform their 
duties on Housing Authority Properties until the above areas are confirmed and approved by 
HACP.  

R. The Contractor shall provide security guards with two (2) fifteen (15) minute relief 
periods per eight (8) hour shift. Respondents shall ensure that security officers shall 
not leave their assigned posts at the end of their shift or for their relief period until 
relieved by another officer.  

S. The Contractor shall provide written notice to the HACP Public Safety Director of any 
tardiness including estimated time of arrival, absence, and any changes of schedule.  
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VI. Daily Guard Reports 

Daily Reports are to be submitted to the Authority the following day by 8:00 AM via email to 
the HACP Public Safety Director and designated members of the department.  

Each email should include the Daily Report and Incident Reports for one (1) site by shifts.  

Daily Activity Reports: (DARs): 

Guards are to write Daily Activity Reports (DARs) which shall include but not limited to: 

A. The guards name  

B. The site  

C. The shift  

D. A timeline of the guards duties during their shift.  

E. Incidents that occur during their shift must be listed on the corresponding time.  

Patrols and supervisors must give details of exact locations during their shift.  

Incident Reports: 

Along with the DAR the guards must submit an incident report if an incident occurred during 
their shift.  

Incidents include but are not limited to all crimes, maintenance, medical and noncompliance 
of HACP policies. 

The contractor must include a numbering system on each incident report to be approved by 
the Authority.  

An incident report must include but not limited to:  

A. Incident number  

B. Date reported 

C. Time reported  

D. CCR # if applicable  

E. Location of incident 

F. Type of Incident  
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G. Day, date, and time of incident 

H. Reporting officer 

I. The supervisor the incident was reported to 

J. How the incident was reported to the supervisor 

K. Suspect/ Arrestee Information if applicable 

L. Victim Information if applicable 

M. Vehicle Information if applicable  

N. Narrative with as much detail as possible  

If an officer or person on the property is injured, a liability form must also be submitted.  

The Authority can reject any report for missing information. The Contractor must update and 
resubmit the report within two (2) hours of rejecting the report.  

 

VII. Termination of Security Guards 

Termination of a security guard from the contract can be determined by the HACP Public Safety 
Director as needed for discrepancies or non-performance of any of the duties entailed in the job 
description. Each termination is on a case by case basis and is determined by the HACP Public Safety 
Director. Security Guards can be terminated from an individual site or removed from the HACP 
contract entirely. 
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HACP Security Wage and Benefit Certification 
(insert site) for period ending: ________________________ 

Position Status 
Full Time  
or Part Time 

Paid Wages City of Pittsburgh 
Prevailing Wages 
2024 

Differential (wages) Paid Benefits City of Pittsburgh 
Prevailing Benefits 
2024 

Differential (benefits) 

Security Officer 1 (unarmed)        
        
        

Security Officer 2 (armed)        
        

As the designated representative for (insert company name), I am certifying that I have reviewed the attached payroll documents to include (wages and benefits). All wages and 
benefits were paid based on the signed contract, which specifically states, that wages and benefits must be paid based on the City of Pittsburgh Prevailing Wages and Benefits 
for 2025. Utilize 2024 if 2025 is not available.  

If there is a differential of wages or benefits, please detail the reason for the difference in the rate of pay for wages or benefits on the attached comments paper 

Certified by 

  ______________________________________________  ____________________________________________ 

  Print Name       Title 

  ______________________________________________  ____________________________________________  

  Signature       Date 
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Housing Authority of the City of Pittsburgh 

Covered Employer Prevailing Wage Certifying Statement 

Pursuant to the City of Pittsburgh Service Worker Prevailing Wage Ordinance, Title I, Article VII, 
Section 161.38 (IV) (B): The Housing Authority of the City of Pittsburgh (HACP) in the spirit of 
supporting the City of Pittsburgh Prevailing Wage Ordinance is requiring each Contractor providing 
services to the HACP to complete a Prevailing Wage Certifying Form and Statement that all workers 
(security guards) have been paid no less than the wage required by their contract, or, if any wages remain 
unpaid to set forth the amount of wages due and owing to each worker, and that the job classification for each 
employee conforms with the work performed.  

Section 1:  

  , covered Contractor, hereby certifies that for the payroll period listed, all covered workers have 
been paid no less than the wage required by the City of Pittsburgh Service Worker Prevailing Wage Ordinance, 
Title I, Article VII, Chapter 161 of the Pittsburgh Code:                                                                                                       
YES/NO (Circle One). 

If “YES” please continue to Section 2. IF “NO,” please set forth the amount of wages due and remain 
unpaid to each worker: _____________________________________________________________________ 

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

(Should you need an additional sheet, please append to this sheet) 

Section 2:  

Does the job classification for each of your covered employees conform to the work performed?                                                                                                                     
YES/NO (circle one). 

If your answer is “NO,” please explain in detail below.  

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

(Should you need an additional sheet, please append to this sheet) 
 
Under penalty of law, I, _______________________ (print name), on behalf of _________________________ 
(company), do hereby certify that the information stated above is true and accurate.  
 

Authorized Signature: ______________________________________  Date: ________________________ 
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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.  If the Offeror is not in good standing with HACP, 
and/or any Federal, State or Municipality this must be disclosed.  If a Federal, State or Municipal entity 
has terminated any contract with an Offeror for deficiencies or defaults, that Offeror must disclose this 
information to HACP. HACP will consider such facts and circumstances during its evaluation of the 
Offeror’s proposal.  If the selected firm fails to disclose such information and HACP discovers it 
thereafter, then HACP could terminate the contract. 
 
The Offeror must have and maintain all necessary insurance to cover malpractice liability and workers’ 
compensation and submit proof of it with their proposal submission. 
 
By receipt of this contract award, it shall be the responsibility of the successful Offeror to agree, 
certify, and eventually show proof that the work and products provided and installed by the Offeror 
are in full compliance with the requirements of the Build America, Buy America (BABA)Act. More 
information can be obtained at the following link: https://www.hud.gov/baba. 
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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 choosing to submit physical proposals must submit one original plus three (3) 
paper copies of their technical proposal and one (1) electronic copy in a PDF format on a Flash Drive.  
In a separate sealed envelope submit one (1) original paper, one (1) paper copy and (1) electronic copy 
in a PDF format of the fee proposal. 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. Previous Related Experience 
 

1. The bidder shall list three (3) firms, governmental units, or persons for whom the bidder 
has previously performed work of the nature requested under this RFP.  Name of the 
contracting entity. 

2. 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. 

3. In addition to the references, all bidders will provide the last three jobs they performed, 
contact information from the job and all change orders related to the job and the reason 
for each. 

4. All bidders will provide information on the most recent HACP job to include all change 
order information and the reason for each.  The most recent HACP job can be one of the 
3 last jobs performed if that is the case. 

 
C. Proposed Staffing and Sub-consultants Responsibilities and Qualifications 

Provide the following information relative to the proposed staffing and sub-consultants for this 
contact: 
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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. 

2.  Description of the Scope of Services for at least three (3) projects in which the Staff 
and/or sub-consultant has provided services similar to those described in this Request 
for Proposals.  Please include the individual’s role in each project and all relevant 
aspects of each project.  

 
D. Methodology 

Project Approach: Provide a brief narrative of the Offeror's approach to the services described in 
this Request for Proposals.  Availability: Describe the availability of the Staff proposed and the 
turnaround time for each request to be made by the Authority. 

 
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 and ten (10) 
certified 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 
certification and back-up documentation acceptable to HACP may be deemed non-responsive 
by HACP. 
 
If you have any questions regarding the HACP MBE/WBE goals please contact Mr. Rick 
Williams, Vendor Relations Manager, by email at Ricardo.Williams @hacp.org or by contacting 



Housing Authority of the City of Pittsburgh RFP #350-04-25  
Unarmed Security  

 

 38 

him at the Procurement Department, Housing Authority of the City of Pittsburgh, 412 Boulevard 
of the Allies, 6th Floor, Pittsburgh PA 15219, telephone (412) 643-2768.  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.) (the “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 

$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 
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TOTAL LABOR DOLLARS 
USE TOTAL CONTRACT 

AMOUNT FOR SERVICE CONTRACTS 

RESIDENT LABOR AS A % OF 
TOTAL LABOR 

A. 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 contact Lloyd C. Wilson Jr., Resident Employment Manager/Section 3 
Coordinator, by email at lloyd.wilson@hacp.org or by contacting him at Housing Authority of the 
City of Pittsburgh, Bedford Hope Center 2305 Bedford Avenue, Pittsburgh, PA 15219, telephone (412) 
643-2761. 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 may be deemed non-
responsive by HACP. 
 

H. Firm Demographics 
Provide a 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 Taxpayer 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.  A sample letter is provided in 
Attachment I. 

 
K.  Fee Sheet 
All Offerors are required to submit their fees for providing the goods or services requested under this RFP 
in accordance with Attachment K, titled “FEE SHEET.” 
 
 

  

mailto:lloyd.wilson@hacp.org
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SECTION V 
EVALUATION CRITERIA 

 
The Evaluation Committee will evaluate and will score each proposal that is submitted as a complete 
response.  It is noted that the proposed Fee will be evaluated separately.  Responses may receive a 
maximum score of one hundred (100) points subdivided as follows: 
 
 
Experience of Offeror:      Maximum 25 points 
Demonstrated successful experience and capability of the proposed staff and sub-consultants proposed 
for this project in providing the services described in this Request for Proposals. 
 
Capacity:        Maximum 30 points 
Demonstrated ability of the Offeror to provide the resources (staffing, equipment, office facilities and 
others) necessary for the timely and efficient implementation of HACP’s goals and objectives as 
described in this solicitation to include, meeting the timeline requirement as stated for the 
initiation/award of the contract. 
 
Proposed Fee:       Maximum 30 points 
The proposed rates and level of service are reasonable and appropriate in relation to the services 
requested.  
 
Methodology:       Maximum 10 points 
The Offeror’s proposed methodology is reasonable and logical and will ensure that HACP requirements 
will be met and indicate that the Offeror has a clear understanding of the scope of services required. 
 
MBE/WBE Participation     Maximum 2 points 
Demonstrated experience and commitment of the Offeror to assist the HACP in meeting the City of 
Pittsburgh goals related to Minority/Women Business Participants. 
 
Section 3        Maximum 3 points 
Demonstrated commitment to assist the HACP in meeting its requirements and goals related to Section 
3. 
 
Deductions 
Points may be deducted for failure to submit all required documents or for submitting irrelevant or 
redundant material. 
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SECTION VI 
PROCUREMENT AND AWARD PROCESS 

 
Pursuant to 24 C.F.R. Section 85.36 (d)(3)/ 2 C.F.R. 200.319, Unarmed Security Services for High-
Rises and the One-Stop Shop 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 April 11, 2025, at 10:00 a.m., and will be held 
via Zoom Meeting: 
 
Join Zoom Meeting 
https://hacp-org.zoom.us/j/89190941027?pwd=53FQi92pa6NlrEpai3labeyZEwVv7p.1 
 
Meeting ID: 891 9094 1027 
Passcode: 234657 
Dial by your location: 
 +1 301 715 8592 US (Washington D.C) 
 
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. 

2. Identify any revisions to the Sample Contract that the Proposer will require in order to provide the 
services identified herein.  Proposers are required to submit requests for revisions to the Contract, 
if any, to the HACP in writing at the time of proposal submission.  
 

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. 

https://hacp-org.zoom.us/j/89190941027?pwd=53FQi92pa6NlrEpai3labeyZEwVv7p.1
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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.   
 

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: 

Mr. Brandon Havranek 
Associate Director of Procurement/Contracting Officer 
Housing Authority of the City of Pittsburgh 
412 Boulevard of the Allies 
6th Floor, Procurement Department 
Pittsburgh, PA 15219 

 
HACP will also accept online submissions for this Request for Proposals, for those respondents 
wishing to submit online, please go to the following web address to upload documents: 
 

https://www.dropbox.com/request/xyqSf3O5pzhn3pzj9W0D 
 
Please include your name and email address when prompted before submitting and upload all 
relevant attachments in the same document. Formatting for online submission should be 
organized in the same manner as if submitting the information via flash drive. The title of the 
uploaded bid shall be as follows: 
 

[Full Company Name]_RFP #350-04-25__Technical 
[Full Company Name]_RFP #350-04-25__Fee Proposal 

 
In the unlikely event your bid is too large to be uploaded as a single file, add: _Part-1, _Part-2… 
etc. to the end of the file name.   
 
In addition to the electronic submittal above, The Housing Authority of the City of Pittsburgh 
will only be accepting physical proposals dropped off in person from 8:00 AM until the 
closing time of 10:00 a.m. on April 22, 2025, in the lobby of the One Stop Shop at 412 
Boulevard of the Allies, Pittsburgh, PA 15219.  Proposals may still be mailed via USPS at which 
time they will be time and date stamped in the Procurement Department at 412 Boulevard of the 
Allies, 6th Floor Procurement Department, Pittsburgh, PA  15219.  All proposals must be 
received at the above address no later than 10:00 a.m. on April 22, 2025, 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. 
 

https://www.dropbox.com/request/xyqSf3O5pzhn3pzj9W0D
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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 an Offeror 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 evaluate the Proposals utilizing the criteria 
established in Section V of this Request for 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 highest ranked Offeror which may include 
reference and financial background checks. 
 
HACP will award a contract to the highest-ranked Offeror or 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. 
 
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 
$50,000.00 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 
 
 

CONTRACT 
 
 
 

(Contract and Contract Exhibits must be filled out and contract 
returned with proposal) 
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PROFESSIONAL SERVICE CONTRACT  
FOR  

Unarmed Security Services for High-Rises and the One-Stop Shop 
 

 
 This Agreement is made as of ____________________ between HOUSING AUTHORITY OF 
THE CITY OF PITTSBURGH, a body corporate and politic created under the provisions of the 
Housing Authorities Law, as amended, having its principal office at 412 Boulevard of the Allies, 
Pittsburgh, Pennsylvania 15219 ("Authority"), and      , having its 
principal office at           
 ("Contractor"). 

 
PREAMBLE 

 
 Authority desires the Contractor to provide Unarmed Security Services for High-Rises and the 
One-Stop Shop. 
 
Contractor desires to provide to the Authority Unarmed Security Services for High-Rises and the One-
Stop Shop. 
 

AGREEMENT 
 
 In consideration of the mutual covenants and promises set forth herein, the parties hereto, 
intending to be legally bound hereby, agree as follows: 
 
 1. Engagement.  Authority hereby engages Contractor to render the following services set 
forth on Exhibit A (the "Services"). 
 
 Contractor hereby accepts such engagement and covenants that Contractor will devote and will 
cause its employees to devote their best efforts, knowledge and skill to the performance of the Services 
and such additional services as may be mutually agreed upon by Authority and Contractor. 
 

It is understood that the Contractor’s Services shall be rendered at such times and places as 
directed by Authority.  

 
Authority may at any time make changes to the Services to be performed.  If any such change 

causes an increase or decrease in the rates or the time required for performance of the Services, 
Authority shall make an equitable adjustment in the rates and the time required for performance of the 
Services, and shall modify this Agreement accordingly. 
 
 2. Contractor Conflicts.  Contractor agrees that neither Contractor nor its employees 
shall, directly or indirectly, engage in any activity, which would detract from Contractor’s ability or its 
employees' ability to apply their best efforts, knowledge and skill to the performance of the Services.  
Contractor is charged with the responsibility to promptly disclose to Authority any situations that may 
create possible conflicts of interest so that appropriate action can be taken to address such situations.  
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No member, official, or employee of Authority, during his or her tenure or for one year thereafter, shall 
have any interest in this Agreement or the proceeds thereof. 
 
 Contractor may not participate in the award or administration of a contract supported by Federal 
funds if a conflict of interest, real or apparent, would be involved.  
 
 In the event Contractor is or becomes aware of a conflict of interest and fails to disclose the 
conflict to Authority; the Authority may immediately terminate this Agreement pursuant to paragraph 
7(ii)(b) hereof. 
 
 3. Compensation.  In full compensation for the Services to be rendered by Contractor to 
Authority hereunder, Authority agrees to pay Contractor for the Services in accord with the Fee 
Schedule set forth on Exhibit B; however, the compensation of costs for services not to exceed fee of 
$______________.  No work or expenses for which an additional cost or fee will be charged by 
Contractor shall be furnished without the prior written consent of Authority. 
 
 Contractor shall submit monthly invoices to Authority, which invoices shall include an 
itemization of the hours expended by Contractor and Contractor's employees and the nature of the 
Services performed and shall be prepared in a form reasonably satisfactory to Authority. 
 

Contractor shall use its reasonable business efforts to submit invoices within 45 days of 
rendering Services. 

 
All original invoices must be mailed directly to the following address: 

Housing Authority of the City of Pittsburgh 
Attn:  Procurement Department - Invoicing & Receiving 
412 Boulevard of the Allies, 6th Floor  
Pittsburgh, PA 15219 

 
Invoices may also be electronically mailed to our Invoicing Department: 

invoices@hacp.org 
 
Authority shall use its reasonable business efforts to process and pay each such invoice within 30 days 
of its receipt. 
 
 4. Term.  The commencement date for performing the Services shall be the date of this 
Agreement, listed above, and will continue for an initial term of one (1) year with two (2), one (1) 
year extension options, for a total of three (3) years, at the discretion of the Authority, unless sooner 
terminated as provided herein.  
 

5. Contractor’s Obligations.  Contractor shall comply with the following: 
 

(a) If requested, Contractor will submit monthly written narrative progress reports 
to the Authority.  Contractor shall retain all records in connection with this Agreement or the Services 
provided herein for a period of three years after all payments required herein are made and all other 
pending matters are closed. 

mailto:invoices@hacp.org
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  (b) This Agreement is subject to and incorporates herein the provisions of the U. S. 
Department of Housing and Urban Development regulations and the sections of the Code of Federal 
Regulations that are applicable to said program. 
 
  (c) The rules and regulations of the Office of Management and Budget (OMB) 
Circular A-133 apply.  If the Contractor is a non-profit organization incorporated or registered to do 
business in Pennsylvania under the laws of the Commonwealth of Pennsylvania, Contractor shall 
provide a copy of its annual Audit or Review, whichever is required to the Pennsylvania Bureau of 
Charitable Organizations. 
 
  (d)  If Contractor is a Subrecipient or pass-through entity, Contractor must comply 
with applicable regulations pertaining to this Agreement.   

 
6. Insurance.  Contractor will obtain and maintain (a) workers' compensation insurance in 

accordance with State Workers' Compensation Law; and (b) liability insurance with a combined single 
limit of not less than $5,000,000 per occurrence with insurers reasonably acceptable to the Authority. 
The Authority will be named as an additional insured on each of such liability policies and such 
coverage shall be on a primary and non-contributory basis. The Contractor will deliver to Authority 
certificates evidencing such policies prior to the commencement of the Services and will deliver 
evidence of the renewal or replacement of such policies at least 30 days prior to the expiration thereof.  
Each of such policies will contain a waiver of the insurer's rights of subrogation against Authority.  The 
Authority will not be responsible for any premium increases to Contractor during the contract period.   

 
 7. Termination. 
 
  (i) The Authority may terminate this Agreement for convenience upon 30 days' 
prior written notice to the Contractor. 
 
  (ii) This Agreement shall terminate automatically without notice upon the 
occurrence of any of the following events: 
 
   (a) A material breach of this Agreement by Contractor; 
 
   (b) Contractor or Contractor's employees engaging in conduct materially 
injurious to the Authority or to itself/themselves, including but not limited to acts of dishonesty or 
fraud, commission of a felony or a crime of moral turpitude, or alcohol or substance abuse;  
 
   (c) Contractor's refusal to substantially perform the Services; 
 

(d) Contractor becomes insolvent or makes a general assignment for the 
benefit of creditors; or 

(e) Contractor files a petition in bankruptcy or such petition is filed against 
Contractor. 
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 Authority shall be liable only for payment for Services rendered prior to the effective date of 
termination.  If this Agreement is terminated pursuant to subparagraphs (a) or (c) Authority may take 
over the Services and prosecute the same to completion by contract or otherwise, and Contractor shall 
be liable for any additional costs incurred by Authority.  Authority may withhold any payments to 
Contractor, for the purpose of set-off or partial payment, as the case may be, of amounts owed to 
Authority by Contractor. 
 
 8.  Minority/Women Participation.  Contractor shall use its best efforts to ensure that 
minority-owned businesses and women’s business enterprises shall have the maximum opportunity to 
participate in the performance of contracts and subcontracts financed, in whole or in part, with federal 
funds provided under this contract.  In this regard, Contractor shall take all necessary steps in 
accordance with 2 CFR 200.321/24 CFR 85.36(e), to ensure that minority-owned businesses and 
women’s business enterprises have the maximum opportunity to compete for and perform contracts.  
Contractor shall not discriminate on the basis of race, color, national origin or sex in the award and 
performance of contracts assisted by the U.S. Department of Housing and Urban Development. 

 
Failure of Contractor to carry out the requirements set forth in 2 CFR 200.321/24 CFR 85.36(e) shall 
constitute a breach of contract and, after notification from the U.S. Department of Housing and Urban 
Development or Authority, may result in termination of this contract or such other remedy as is deemed 
appropriate. 
 
For the purposes hereof, a minority-owned business shall mean sole proprietorship, partnership or 
corporation-owned, operated and controlled by minority group members who have at least 51% 
ownership.  The minority group members must have operational control and interest in capital and 
earnings commensurate with their respective percentage of ownership.  Furthermore, to qualify as a 
minority-owned business, the business must be certified as an MBE by either the City of Pittsburgh, 
Allegheny County, Commonwealth of Pennsylvania, or some other governmental entity whose 
certification is acceptable to Authority.  Minority group members include, but are not limited to, 
African-Americans, Hispanic Americans, Native Americans, Asian-Pacific Americans, Asian-Indian 
Americans and Hasidic Jewish American. 

 
A women’s business enterprise is defined as a sole proprietorship, partnership or corporation owned, 
operated and controlled by women who have at least 51% ownership.  Women must have operational 
control and interest in capital and earnings commensurate with their respective percentage ownership.  
Furthermore, to qualify as a women’s business enterprise, the business must be certified as a WBE by 
either the City of Pittsburgh, Allegheny County, Commonwealth of Pennsylvania or some other 
governmental entity whose certification is acceptable to Authority.  

 
In the event of a contractor’s failure to comply with the equal employment opportunity and affirmative 
action provisions, including the affirmative action undertaking outlined in its proposal, or with any of 
the rules, regulations or orders referenced within this contract, HACP, at its discretion, may exercise 
any one or more of the following rights and remedies: 

 
i. cancel, terminate or suspend the contract in whole or in part 

ii. recover from the Contractor, by set off against the unpaid portion of the contract, 
as liquidated damages and not as a penalty, an agreed upon sum for each day 
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that the contractor fails to comply with the contract, the sum being fixed and 
agreed upon by and between contractor and HACP because of the 
impracticability and extreme difficulty of fixing and ascertaining the actual 
damages which HACP would sustain in the event of such a breach 

iii. such other rights and remedies (which are cumulative and not exclusive) 
available under applicable law on in equity.  

 
 9. Acceptance of the Services.  Authority has the right to review and/or require correction 
of any services provided by Contractor. The Contractor shall make any required corrections to any 
service within 10 days at no additional charge.  The payment of any invoice by Authority does not 
indicate acceptance of Services provided.  Further, the Authority reserves the right at any time to reject 
or disapprove any Service provided. If Contractor fails to make the necessary corrections within a 
reasonable time after notice to do so from the Authority, or if the submission of any corrected Service 
remains unacceptable, the Authority may immediately terminate this Agreement pursuant to paragraph 
7(ii)(a) hereof or reduce the hourly rate to reflect the reduced value of the Services provided.   
 
 10. Confidential Information.  Contractor agrees that Contractor will not knowingly reveal 
to a third party or use for Contractor's own benefit, either during or after the term of this Agreement, 
without the prior written consent of Authority, any confidential information pertaining to the business 
and affairs of Authority, its officers, employees, and directors obtained while working with Authority 
except for information clearly established to be in the public record. 
 
 11. Representation and Warranties of Contractor.  Contractor hereby represents and 
warrants to Authority that Contractor is not a party to or otherwise subject to or bound by any contract, 
agreement or understanding which would limit or otherwise adversely affect Contractor's ability to 
perform the Services or which would be breached by Contractor's execution and delivery of this 
Agreement or by the performance of the Services. 
 
 12. Indemnification.  Contractor agrees to indemnify and hold Authority harmless from 
any and all claims, damages, liabilities, costs and expenses (collectively “Claims”) arising out of or in 
connection with Contractor's or its employees' performance of the Services on behalf of Authority. 
 
 13. Independent Contractor.  Contractor shall perform the Services hereunder as an 
independent contractor and not as an agent or employee of the Authority.  Contractor shall be 
responsible for paying any and all required Federal, state or local taxes arising from the performance 
of the Services.  Contractor agrees to remove any employee from the performance of the Services at 
the request of Authority. 
 
 14. Copyright.  No material produced in whole or in part under this Agreement shall be 
subject to copyright in the United States or in any other country.  Authority shall have unrestricted 
authority to publish, disclose, distribute, and otherwise use, in whole or in part, any reports, data, or 
other materials and documentation prepared by Contractor under this Agreement. 
 
 15. Inspections; Work Product.  Pursuant to 2 CFR 200.33(c)/ 24 CFR 85.36(i)(10) and 
(11), access shall be given by Contractor to Authority, the United States Department of Housing and 
Urban Development, the Comptroller General of the United States, or any of their duly authorized 
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representatives, to any books, documents, papers, and records of Contractor which are directly pertinent 
to this Agreement for the purpose of making an audit, examination, excerpts, and transcriptions.  All 
required records shall be retained for three years after Authority makes final payment and all other 
pending matters on which Contractor performed Services are closed. 
 
 All work product produced by Contractor, including Contractor's employees, in accordance 
with this Agreement shall become the sole property of Authority in perpetuity.  "Work product" shall 
include all records and other documents resulting from the Services performed under this Agreement.  
It is understood that Authority may reproduce any such work product without modifications and 
distribute such work product without incurring obligations for additional compensation to Contractor. 
 
 16. Return of Authority Property.  Promptly after termination of this Agreement, 
Contractor shall return and shall cause its employees to return to Authority all property of the Authority 
then in Contractor's possession, including without limitation papers, documents, records, files, 
computer disks and confidential information, and shall neither make nor retain copies of the same.  
Authority's obligation to make final payment to Contractor following termination, including without 
limitation accrued but unpaid fees under paragraph 3 hereof, shall be contingent upon Contractor's 
compliance with this paragraph. 
 
 17. Third Party Solicitation.  Contractor warrants that Contractor has not retained any 
company, firm or person to solicit or secure this Agreement and has not paid or agreed to pay any 
company, firm or person any fee, commission, percentage, brokerage fee, gifts, or any other 
consideration, contingent upon or resulting from the award or making of this Agreement. 
 
 18. Release.  Prior to final payment under this Agreement, or prior to settlement upon 
termination of this Agreement, and as a condition precedent thereto, Contractor shall execute and 
deliver to Authority a final release ("Release"), in a form acceptable to Authority, of all claims against 
Authority by Contractor under and by virtue of this Agreement, other than such claims, if any, as may 
be specifically excepted by Contractor in stated amounts set forth therein. 
 
 19. Disputes.  All disputes arising under or related to this contract, including any claims for 
damages for the alleged breach thereof which are not disposed of by agreement, shall be resolved under 
this clause. 

 
(a) All claims by the Contractor shall be made in writing and submitted to the Contracting 

Officer for a written decision.  A claim by the Authority against the contractor shall be 
subject to a written decision by the Contracting Officer. 

(b) The Contracting Officer shall, within 30 days after receipt of the request, decide the claim 
or notify the Contractor of the date by which the decision will be made. 

(c) The Contracting Officer’s decision shall be final unless the Contractor  

1) Appeals in writing to a higher level in the Authority in accordance with the Authority’s 
policy and procedures; 

2) Refers the appeal to an independent mediator or arbitrator; or 
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3) Files suit in a court of competent jurisdiction.  Such appeal must be made within 30 days 
after receipt of Contracting Officer’s decision. 

(d) The Contractor shall proceed diligently with performance of this contract, pending final 
resolution of any request for relief, claim, appeal, or action under or relating to the 
contract, and comply with any decision of the Contracting Officer. 

 
 20. Notices.  All notices or other communications to either party by the other shall be 
deemed given when made in writing and deposited with the United States Postal Service addressed as 
follows: 
 

If to the Authority: Housing Authority of the City of Pittsburgh 
 Joy Pekar 
 Public Safety 
 412 Boulevard of the Allies 
 Pittsburgh, PA  15219 
 412-643-2927 
 Joy.Pekar@hacp.org 
 
And a copy of the notice or other communication should be sent to: 

 Housing Authority of the City of Pittsburgh 
 412 Boulevard of the Allies, 6th Floor 
 Pittsburgh, PA 15219 
 Attn: Mr. Brandon Havranek 
 Associate Director of Procurement/Contracting Officer 
 

 If to Contractor: Name:       
    Address:      

       
           
    Attn:       

Phone/Fax:      
Email:       

 
 
 21. Compliance with Law.  Contractor shall comply with all Federal, State and Local laws, 
regulations ordinances and codes relating to the operation and activities of Authority and all Services 
performed pursuant to this Agreement, including, but not limited to completing the following items 
which shall be attached as exhibits: 
 
  (a) Non-Debarment Certificate  (Exhibit C) 
 
  (b) Certification re:  Lobbying  (Exhibit D) 
 
  (c) Disclosure of lobbying activity (Exhibit E) 
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  (d) Conflict of Interest   (Exhibit F) 

   
22. Transfer by Contractor.  Contractor shall not transfer all or any part of its rights or 

obligations herein to any person or legal entity. 
 

23. Liquidated Damages.  Contractor shall pay $ 0.00  per day for each day 
of delay. 

 
24. Build America, Buy America (BABA) Act Requirements.  By receipt of this contract 

award, it shall be the responsibility of the successful Contractor to agree, certify, and eventually show 
proof that the work and products provided and installed by the Contractor are in full compliance with 
the requirements of the noted Act. More information can be obtained at the following link: 
https://www.hud.gov/baba. 

 
25. Miscellaneous.  The invalidity or unenforceability of any provision hereof shall in no 

way affect the validity or enforceability of any other provision.  This Agreement embodies the entire 
Agreement between the parties hereto and supersedes any and all prior or contemporaneous, oral or 
written understandings, negotiations, or communications on behalf of such parties.  This Agreement 
may be executed in several counterparts, each of which shall be deemed original, but all of which 
together shall constitute one and the same instrument.  The waiver by either party of any breach or 
violation of any provision of this Agreement shall not operate or be construed as a waiver of any 
subsequent breach or violation hereof.  This Agreement is executed in and shall be governed by and 
construed in accordance with the laws of the Commonwealth of Pennsylvania.  This Agreement may 
only be amended by written agreement of both parties hereto.  This Agreement shall inure to the benefit 
of the Authority, its successors and assigns. 
 
  
 
 
 
 

[REMAINDER OF PAGE INTENTIONALLY LEFT BLANK] 
  

https://www.hud.gov/baba
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SIGNATURE PAGE TO 
PROFESSIONAL SERVICE CONTRACT  

FOR  
Unarmed Security Services for High-Rises and the One-Stop Shop 

 
 
 
 
 

HOUSING AUTHORITY OF THE CITY  
OF PITTSBURGH 

 
 
 
 
 
Date:    By:  ________________________________ 
    Contracting Officer 
 
 
 
 

                                                                         
             Vendor Name 
 
 
Date:    By:  ________________________________ 
 
  Title:    
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EXHIBIT A 

 
Scope of Services 

General Description of Communities:  

Contractor shall provide the following services, meeting the requirements set forth below: 

A. Contractual security services for the protection of all Housing Authority of the City of Pittsburgh 
(HACP) or referred to as “Authority”, residents, employees, customers, invitees, management personnel 
and other assets in or on the development sites (as identified below) against any criminal activity 
including but not limited to vandalism, theft, trespass, fire, bodily harm, and other events detrimental to 
the security of such individuals, assets, or property in any of the following locations: 

  

PROPERTY 

 

Hours 

 

UNARMED 

1. Pennsylvania Bidwell High-Rise 

1014 Sheffield Street 

Pittsburgh, PA 15233 

24 Hours per day Unarmed 

2. Pressley Street High-Rise  

601 Pressley Street  

Pittsburgh, PA 15212 

24 Hours per day  Unarmed  

3. Caliguiri Plaza High-Rise 

803 East Warrington Avenue 

Pittsburgh, PA 15210 

3:00 PM – 7:00 AM  Unarmed 

4. Finello Pavilion High-Rise 

3206 Niagara Street 

Pittsburgh, PA 15213 

3:00 PM – 11:00 
PM 

Unarmed 

5. Morse Gardens High-Rise 

2416 Sarah Street 

Pittsburgh, PA 15203 

11:00 PM – 7:00 
AM 

Unarmed 
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6. Murray Towers High-Rise 

2825 Murray Avenue 

Pittsburgh, PA 15217 

3:00 PM – 11:00 
PM 

Unarmed 

7 HACP One-Stop Shop 

412 Boulevard of the Allies  

Pittsburgh, PA 15219  

8:00 AM - 4:30 PM Unarmed 

 

B. The Authority is seeking to qualify one (1) vendor to provide contractual security services at the 
referenced HACP sites to include six (6) family high-rise buildings and the HACP One-Stop Shop. The 
Contractor shall submit their proposal detailing their availability to provide the required services at all of 
the sites listed. The Contractor shall provide unarmed Security Guards to patrol all of the above listed 
locations. One (1) Security Guard shall work simultaneously at each hi-rise/ booth location. There must 
be at least one (1) Security Guard Supervisor available 24/7. Patrols will consist of canine (if 
applicable), and foot patrols.  

C. The Authority reserves the right to increase or decrease the hours, number of Security Guards to 
be provided at the contracted rate, or the number of properties serviced, to include properties that 
are in addition to those referenced in this scope of work, by providing a twenty- four (24) hour 
written notice. The increases and or decreases to the number of Guards to be provided at the 
contracted rate, the number of properties serviced, to include properties that are in addition to 
those referenced in this scope of work will be determined by the HACP and based on a variety of 
factors to include calls for service, crime rates, utilization of Artificial Intelligence (AI), camera 
deployment, and other measures deemed applicable for crime-effacement strategies.  

D. The Contractor must employ a Roving Security Guard Supervisor (not billed as an hourly wage to the 
HACP) to be responsible for monitoring, supervising, and directing Security Guards at all assigned sites 
during all guard shifts. The Security Guard Supervisor position is an on-site not an on-call position. The 
Supervising Guard must physically patrol sites, checking on the security guards at each site during the 
duration of their shift. Supervising guards must relieve guards on duty at sites for lunch break and 
therefore must be authorized and approved with the same credentials as the guards assigned to the sites. 
The Roving Security Guard supervisor responsibilities will include but are not limited to: 

1. Periodic monitoring of the security guards to ensure that they are performing their required 
duties. Specify the frequency the Contractor intends to conduct this monitoring and include the 
proposal as part of an overall Quality Assurance Plan. 

2. Completion of a Daily Activity Report to be submitted to the Authority no later than 8:00 AM. 
(See section VI)  
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3. Submission of legible visitor sign in registers for each of the sign-in locations, in order by date 
and time, weekly to the HACP google drive provided by the Authority,  

4. Shall maintain a daily log provided by the Authority  of all silent complaints / tips and 911 calls 
for service made by Security Officers while on duty. 

5. Be equipped with a GPS tracking system on his or her phone and/or vehicle and provide access 
to the system at the start of the contract. 

6. The Roving Security Guard Supervisor may be required to work from the Public Safety Office of 
the Authority located at 412 Boulevard of the Allies, Pittsburgh PA 15219 (or other designated 
HACP office) during his/her shift at times to be agreed upon by the Contractor and the 
Authority. During these times, the Roving Security Guard Supervisor will be required to utilize 
the Authority's video surveillance system to monitor and direct Security Guards during their 
shifts and will be required to complete quality control reports pertaining to the performance of 
the Security Guards. These reports will be completed in a format acceptable to the Authority.  

The Roving Security Guard Supervisor will be a non-billable expense to the HACP. The Roving 
Security Guard Supervisor's duties will also include the patrol of all locations and assist regular 
duty officers with more serious incidents as well as perform other special duties as required on a 
case by case basis. The Contractor's proposed hourly rate will incorporate the cost for operating 
the supervisor.  

The Security Guards' employment in the contract is subject to approval by the Authority. 
Previous employment or performance on an Authority contract does not guarantee hiring of a 
Security Guard. All Security Guards are processed and evaluated individually and in accordance 
with all applicable laws and regulations. The Authority shall provide the Contractor with the 
final requested coverage schedule. This schedule is subject to change by the written notification 
of the Authority and allows for changes to include 24-hour coverage at sites with 24-hour prior 
notice. The Contractor's proposed costs should include all costs associated with performing these 
services. 

7. Security Guard Supervisors must obtain all the requirements that a security guard must have to 
be employed with the contract to include all valid and approved credentials as an armed guard.  

E. In addition to those services that the Security Guard Supervisor is required to provide to the HACP 
residents, the Security Guard Supervisor shall provide or agree to the following: 

1. Provide services that are in addition to and will be considered to be above the baseline services 
of patrol and investigation of 911 services. 

 
2. Agree that a Contractor policy manual exists to regulate Security Guards' conduct and activities 

while working on HACP properties. The Contractor will provide this manual to the Authority as 
part of their proposal. 
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3. Agree that all Security Guards working on the HACP properties have received the required 

certifications and training to provide Security Guard service and possess valid certifications to 
carry and utilize a firearm on Authority property. All firearms to be utilized in service of this 
contract must be approved by the Authority prior to the firearms being used on Authority 
property. 

4. Agrees that he or she will provide all Security Guards working on the HACP properties with 
such basic equipment (including but not limited to radio, cell phone, uniform, firearm) as may be 
necessary and reasonable in order to allow the Security Guards to carry out the duties anticipated 
under the contract with HACP. The equipment utilized by the Security Guards under this 
contract will be the Contractor-issued resources. See Section C under Description of Duties for 
minimum required equipment. 

5. Provide supervision, control and direction of work activities and assignment of Security Guard 
personnel, including disciplinary actions. The Contractor will be required to provide notice to 
HACP of any disciplinary action pertaining to security guards assigned to the property. The 
Contractor is required to submit, as part of their proposal, a detailed procedure for progressive 
disciplinary action against its employees to be adhered to throughout the duration of the contract. 
It is expressly understood that the Contractor alone shall be responsible for the compensation of 
the Security Guards to include court time and all related expenses, holiday time, and all 
employee benefits, including but not limited to any and all insurance or liability payments for 
any injury to Security Guards or their property while on the HACP property. 

6. The Contractor shall develop, outline, and submit in their proposal a training program, with 
instructor's information, to be approved by HACP prior to execution of a final contract. Costs of 
training shall not be billable to the Authority. All Security Guards including supervisors working 
on the contract who carry a weapon must have current Act-235 certifications. The Contractor 
must provide written certification to the Authority that all employees including supervisors  have 
received the approved training prior to beginning work. At a minimum, the training must include 
instruction in the following areas and be administered by a certified instructor and/or an HACP 
approved instructor: 

I. Use of Force and Powers to Detain 

II. Defensive Tactic 

III. Observation and Documentation 

IV. Public Relation 

V. Customer Service 

VI. Handling Difficult People 

VII. Liability and Legal Issues 
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VIII. Post Orders & Assignments 

IX. Crisis Prevention & Intervention (302 issues) 

X. Cultural Diversity and Sensitivity training 

XI. Emergency Medical Care- First Aid/CPR 

XII. Report Writing 

XIII. Firearms Training – Act 235 

XIV. Crowd Control/Safety and Defensive Tactics 

XV. Other training required by HACP after execution of a contract to include 
the Admissions and Continued Occupancy Policy (ACOP), Lease One 
Strike Policy, Reasonable Accommodations, Bed Bug, and any other 
training HACP will provide 

XVI. Radio Procedures 

XVII. Trespassing 

XVIII. Supervision of Security Personnel (if applicable) 

XIX. Baton use (if applicable) 

XX. Counterterrorism 

XXI. Fire Safety 

 

A resume and valid certifications for all instructors to be utilized in performing this contract must be 
provided to the Authority as part of the Contractor's proposal submission.  

Security Guards shall receive the minimum mandatory training hours as set forth in the training program 
approved by HACP.  

F. The duties and extent of services of the Contactor shall include, but shall not be limited to: 

1.  Provide a single and back-up Liaison who is able to be available 24 hours a day to assist with 
facilitating the terms and conditions of the contract, to include review and submission of reports 
on the timeframe established by the HACP, to ensure timely invoicing of activities performed. 
The Liaison shall also be available to monitor Security Guards and Security Guard supervisors 
during their shifts to ensure compliance with the terms of the contract.  

2. Provide monthly security guard schedules to Authority one (1) month in advance. If the schedule 
changes from what was previously submitted, the Contractor agrees to provide a revised 
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schedule within a timely manner. Notification of daily schedule changes shall be communicated 
to HACP prior to the beginning of each shift.  

3. Assist with the facilitation of a Neighborhood Watch/Crime Watch Program to include the 
provision of training (if applicable) for resident participants. 

4. Provide monthly statistical data summaries and statistical workload reports for the HACP by the 
5th of each month to serve as supporting documentation, partnership initiative and crime 
reduction strategies. Attachment D to the scope of work contains the Authority’s required 
template for the monthly report.  

5. On a monthly basis, the contractor executive staff will be required to meet with HACP staff to 
discuss any and all issues related to the execution of the contract to be scheduled by the Public 
Safety Director. 

6. All records will be maintained by the Contractor. A copy of the required records will be provided 
to the HACP for documentation of services rendered and activity of occurrence. 

7. Attend community association meetings, tenant council meetings and other meetings as needed 
and directed by the Public Safety Director.  

8. Respond to Anonymous Telephone Calls on the HACP Anonymous Tip Line (as directed by the 
Public Safety Director) and keep a log of all investigations and actions taken which is to be 
reported to the Authority on a weekly basis in a format deemed acceptable by the Authority. 
Respond to Silent Complaints and keep a log of all investigations and actions taken on a weekly 
basis in a format deemed acceptable by the Authority.  

9. Liaison shall meet bi-weekly with the HACP Public Safety Director according to an agreed- 
upon schedule and shall be accessible by phone for any issues that may arise.  

10. Assist in conducting security assessments and surveys. 

11. Provide technical assistance, to include consultation on planning of grant funded security 
programs within the Authority.  

12.  The Contractor shall provide to the HACP’s Public Safety Director in a prompt and timely 
manner reports of all daily incidents, calls, arrest records, and other information that will enable 
the HACP to take remedial action against offenders- for example: legal action for eviction, 
vandalism, or trespass. 

13. The Contractor shall carry $5,000,000 public liability, workers' compensation, unemployment 
compensation and vehicle liability insurance and such other necessary and proper insurance. 
Evidence of insurance shall be provided prior execution of the contact with the HACP.  

14. The Contractor will supervise, schedule, and deploy Security Guards in a manner to best 
minimize criminal activity in the HACP's developments.  
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15. The Contractor agrees to require all Security Guards who are assigned to work at HACP's 
premises pursuant to this Agreement to attend the Admissions and Continuing Occupancy 
(ACOP), Lease, One-Strike policy and ADA/ 504 training. An updated log of Security Guards 
who have received this training shall be sent to the HACP Public Safety Director on a monthly 
basis and by the 5th of each month regardless of whether or not the list has changed since the 
previous month. The format of this list will be provided by the HACP Public Safety Director. 

16. The Contractor agrees that the Director/Manager or his/her designee may be required to meet 
quarterly with an HACP-designated representative and the Resident councils of HACP's 
developments based on a predetermined schedule set by the Public Safety Director, in order to 
discuss items of mutual concern and interest to the police, HACP, and the residents of the 
aforementioned developments. Prior to the quarterly meetings, the Contractor will provide to the 
HACP its quarterly report on such activities. The report shall be submitted in a manner deemed 
acceptable by the Authority and will be due on the 5th day of the first month following the 
quarter. Meetings will also be conducted on a monthly basis. The Contractor owner, or his or her 
designee, will be required to attend. Attachment D contains the Authority's required template for 
the quarterly report. 

17. The Contractor agrees to maintain a GPS tracking system on all vehicles used in service of any 
contract. The GPS tracking system shall be coordinated to interface with the HACP. The 
Contractor must provide daily GPS tracking information to the HACP electronically via e-mail 
or by means of a web based service by 8:00 AM of the day following the shift date. These 
reports shall be included with the other daily reports provided to the Authority on a daily basis. 
The Contractor is expected to utilize the GPS tracking information to cross-reference the 
Security Guard daily reports for all sites to confirm that Security Guards are working at the 
appropriate locations. Reports of these evaluations must also be submitted to HACP within 24 
hours of the end time of the day's shift in a format approved by the HACP. If feasible, the 
Contractor shall provide HACP with a direct interface to their GPS tracking and reporting 
software enabling the Authority to generate and review GPS reports independently from the 
Contractor. The Contractor must establish a protocol to monitor the GPS and ensure that it is 
working at all times and provide for secondary measures to be implemented in case the primary 
GPS system fails at any time. A detailed outline of this protocol must be submitted with the 
Contractor's proposal. 

18. The Contractor agrees to provide an apprenticeship for qualifying residents who wish to provide 
security as a security officer for the Housing Authority based on the standards of the applicable 
security firm.  

 

 Descriptions of Duties 

The selected Security Services company shall provide all labor and equipment to perform the following 
security services at all or some of the HACP sites selected. The selected security services company shall 
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be required to attend meetings with the Public Safety Director to discuss adjustments to the sites and 
schedules during transitional times and to ensure that the Security Guards meet the following 
expectations and perform the following responsibilities: 

A. Security Guard Requirements (Including Supervisors): Security Guards performing services under 
the contract to be executed based on this RFP must: 

1) Have a high school diploma or the equivalent GED.  

2) Have completed training and be licensed to provide Security Guard services or the 
equivalent through certification, experience, and training. 

3) Possess all required licenses and certifications to carry and utilize a firearm on 
Authority property when performing this contract. 

4) Be completely outfitted with Authority approved uniforms, identification and 
other equipment as needed and as deemed acceptable by the HACP at all times 
while on duty. As part of their proposal, the Contractor shall submit pictures of 
proposed uniforms. 

5) Comply with the requirements of the security company's Employee Handbook 
which the Contractor shall provide to the Authority as part of their proposal. 

6) Pass a criminal background check that is to be reviewed by the HACP Public 
Safety Director.  

7) Background checks must be within the last 30 days of applicants name 
submission to the HACP.  

8) Pass a drug test that is to be reviewed by the HACP Public Safety Director.  

9) Drug test must be within the last 30 days of applicants name submission to 
HACP.  

 
B. Patrol Duties:  If applicable, Security Guards shall sign in and meet with the site management staff 

to receive important information at the start of their shift at the designated guard station, and patrol 
and provide security checks at key points in each community to provide maximum security for the 
residents and property. These security checks shall be varied and conducted randomly throughout 
each shift. The Security Guards shall provide ingress and egress control as well as foot patrol 
throughout the areas(s) designated by the HACP. All activities should be documented on the Daily 
Activity Reports. 

 
C. Methods of Patrol and Communication: The Contractor shall provide patrol vehicles to Security 

Guards for each community for those guards that are required to do community patrol. Guards are 
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not permitted to use personal vehicles while on duty. Patrol vehicles must be equipped with 
Authority approved markings and/or decals prior to the start of the contract. The Contractor shall 
submit a picture of the proposed vehicles to be used on the contract as part of their proposal. 
Generally, one patrol vehicle per community is to be used and will be used in addition to foot 
patrols. Foot patrols shall be mandatory for the patrolling officers for all communities in order to 
make a better connection and promote effective communication with the residents in the 
communities. With the exception of extreme weather conditions, Security Guards are to perform a 
minimum of four (4) hours of foot patrol per shift that shall be documented on the Daily Activity 
Reports. In order to ensure continuity of services and familiarity with the residents and dynamics of 
each community, the security company shall make every effort to ensure that specific Security 
Guards assigned to a community remain constant during the term of the contract. Notification of 
changes to the assigned community shall be submitted to the Public Safety Director. 

Security Guard Supervisors and guards must:  

1. Be equipped with Authority approved uniforms for both summer and winter weather. The 
Contractor shall provide the Authority a picture of the proposed uniforms as part of their 
proposal along with guidelines for use of issued uniforms as they pertain to changes in 
weather. At no cost to the Security Guard, the Contractor shall provide each Security 
Guard three (3) pairs of pants, two (2) short-sleeve and two (2) long-sleeve shirts, 
appropriate outdoor clothing, including a coat, and one (1) pair of shoes.  

2. Be equipped with a radio in order to maintain direct communication with one another 
during the time when Security Guards are on duty at any of the communities.  

3. In addition, Supervisors and patrols must be equipped with a cellular phone in order to 
receive and respond to calls from HACP Public Safety Director, site staff or management 
at all times and to stay in communication with law enforcement agencies. If the contact 
telephone number for the Security Guards is changed during the term of the contract the 
new telephone number should be provided to the Public Safety Director as soon as 
possible.  

4. Be equipped with equipment that will enable the Security Guard to monitor police 
communications and emergency calls. Guards must engage with police during the time 
the incident is occurring at HACP sites. All equipment is subject to approval by HACP 
and must remain functional at all times during shifts.  

5. Respond within 30 minutes or less to telephone calls from HACP staff or management.  

6. Maintain and have available at all times while on duty a list of key contacts, and make 
direct contact with the Public Safety Director, emergency maintenance or on duty HACP 
management and/or staff, as necessary.  

7. Go to residents' and/or homeowner homes, as needed, to respond to security concerns. 
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8. Complete a one-time orientation with the HACP Public Safety Director and /or staff 
before beginning patrol duties at the locations. 

 
D. Communications with Residents, Homeowners and Youth: Security Guards/Supervisors shall work 

with the HACP diversion programs. Security Guards/Supervisors  shall interact positively and 
encourage effective communication with residents, homeowners, and youth. In particular, to the 
greatest extent possible, Security Guards shall interact and dialogue with the youth of each 
community in order to reinforce positive behaviors and to provide alternative behaviors for youth 
who are violating community rules and/or creating disturbances.  

 
E. Communication with the Pittsburgh Police Department (PPD): Security Guards/Supervisors are a 

critical element in maintaining security and law enforcement at the HACP communities. The 
Contractor shall ensure that the Security Guards/Supervisors work cooperatively with, and establish 
and maintain good, positive communications with the PPD and the Community Policing officers 
assigned to the geographic area. The Contractor should provide a description of their experience 
working with municipal police departments. 

 
F. Domestic Violence: Security Guards/Supervisors must record domestic violence and other family 

disturbances and contact the PPD immediately as well as document them in daily reports to the 
HACP Public Safety Director and the 911 call log. 

 
G. Cooperation with HACP Personnel: The Contractor and its Security Guards/Supervisors shall work 

cooperatively with the HACP Property Management and staff at all HACP Communities. 

 
H. Premises Checks: On each shift, Security Guards/Supervisors shall patrol the HACP communities 

including the rental and for sale properties, the perimeter of the construction zone, areas of high 
activity, and agency and management offices as specified by HACP. Security Guards/Supervisors 
shall make daily checks of locks and gates leading into construction zones, and intermittently patrol 
the perimeter and/or fenced area. Also checked for doors being propped open. Security breaches or 
hazards shall be reported to the Public Safety Director immediately upon becoming aware of such 
issues and will be followed-up in daily reports. 

 
I. Interactions with Loiterers: Security Guards/Supervisors shall assist with enforcing curfews and "No 

Trespassing" rules, identify loiterers and trespassers, and escort violators to their residences or off 
the premises as applicable. All incidents will be documented and forwarded to the HACP Public 
Safety Department. 
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J. Drug or Suspicious Activity: Security Guards/Supervisors shall identify persons and/or residential 
units involved in drug or suspicious activity and note the destinations of such individuals within each 
community and/or their associations and shall notify PPD and HACP Public Safety Department. 

 
K. Deterrence Through Enforcement: Security Guards/Supervisors shall maintain a visible presence in 

the community, assist in enforcing the community rules, and inform residents and guests of 
community rules and trespass policies. 

 
L. Complaints by Residents: Any resident complaints about other residents and about problems 

encountered by visitors or guests that Security Guards/Supervisors receive should immediately be 
documented and referred to the HACP Public Safety Director. 

 
M. Trespass Notices: Security Guards/Supervisors shall enforce trespass rules, ask violators to leave the 

premises, identify residents associated with trespassers and telephone 911 for assistance in removing 
uncooperative individuals and document all incidents in reports. 

 
N. HACP Exclusion List: Security Guards/Supervisors shall enforce the HACP Exclusion List, ask 

violators to leave the premises, identify residents associated with trespassers and telephone 911 for 
assistance in removing uncooperative individuals and document all incidents in reports. 

 
O. Daily Log: Security Guards/Supervisors shall record their activity at least hourly into a Daily 

Activity Report, which is to be submitted to the Public Safety Director by 8:00 AM of the day 
following the shift date.  

 
P. Towing Authority: Northview Heights Estates includes private streets. The other HACP 

communities include public and private streets and private lots and/or cul-de-sac parking. On public 
streets, Security Guards/Supervisors shall work with the PPD to tag inoperative and unlicensed 
vehicles that violate HACP community parking rules. Registration information will be made 
available to Security Guards/Supervisors who shall check vehicles for operable condition and for 
parking permits in assigned HACP Communities. All activity will be documented in daily logs. In 
case of all emergencies, guards should call 911. 

 
Q. Illegal Dumping and Disposal: Security Guards/Supervisors shall monitor all HACP sites for 

improper or illegal dumping of trash, furniture, or any debris into common areas and/or Housing 
Authority of the City of Pittsburgh Family Communities construction zones. Security 
Guards/Supervisors shall record information on the vehicles involved, shall attempt to identify the 
individuals, and shall contact PPD for ticketing and/or arrest, if opportunity arises. Security 
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Guards/Supervisors shall contact violators and advise them to cease dumping and shall notify the 
Property Manager and Public Safety Director, as appropriate, for follow-up action. 

R. Building Access: Security Guards/Supervisors shall monitor access to tenants and guests at HACP 
high-rise buildings if applicable. Security Guards/Supervisors shall not provide access into 
residential units unless access to the unit is specifically authorized by HACP/Management Staff. 
Tenants must escort their guests to their unit unless accommodation is in place.  

S. Alarm Responses: When a Security Guard/Supervisors is on duty, he/she will take care of alarm 
responses. 

T.  Special Occasions: Special Occasions include such things as security during Community gatherings, 
scheduled events in the buildings such as weddings, and extra security during special programming 
of the HACP, etc. Most Special Occasions will be scheduled well in advance and be billed at the 
contracted amount. If unexpected occasions arise security services should be available on short 
notice. These occasions will be scheduled and authorized by the Public Safety Director. The 
Contractor must provide a written response stating that they have received and can or cannot provide 
security services. Once the Contractor accepts the special detail a schedule must be provided at the 
start of the detail. If there are any changes the Director of Public Safety must be notified 
immediately. 
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Procedures for Security Services in HACP Residential Communities 

I. General Duties and Responsibilities of Security Guards/Supervisors 

 
A. Each Security Guard will treat all residents, guests, and Housing Authority of the City 

of Pittsburgh (HACP) management staff with courtesy and respect. 

 
B. When arriving for duty, all Security Guards/Supervisors will log in, receive any 

special instructions, and conduct an inspection of the property to ensure that it is 
secure. The first-shift Security Guard shall relay any special instructions to the second 
shift Security Guard at the start of the second shift. The second-shift Security Guard 
shall then conduct an inspection of the property to ensure that it is secure. 

 
C. Each Security Guard/Supervisors will keep a written log which represents a record of 

service during his/her shift, and which records all incidents, both routine and non-
routine. This record will include arrival and departure times, actions taken, incidents 
observed, and notes on all suspicious activities. 

 
D. In all circumstances, and if included in site instructions, the Security 

Guard/Supervisors will request valid identification from all entrants coming onto the 
site, whether they are residents or guests, and will allow entry only to bona fide 
residents and to guests. The Security Guard will verify guest's validity by checking 
with the tenant whom they are visiting by calling the tenant. Visitors must be escorted 
from the lobby by the unit tenant after 10 PM until 6 AM unless the tenant has an 
accommodation which can be obtained from management.  

 
E. During the initial inspection and while on duty, the Security Guard/Supervisors shall 

give special attention to the security of entrances to the Management Office, 
Community rooms, stairwells, to suspicious persons and vehicles on the property; and 
to safety and fire hazards. 

 
F. When encountering persons or hazards deemed to be an imminent threat to life, limb, 

or property, the Security Guard/Supervisors will notify 911 immediately to report the 
threat or hazard to the proper authorities. If necessary, the Security Guard/Supervisors 
will detain criminal suspects until police arrive. 
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G. After notifying 911, the Security Guard/Supervisors will notify the Public Safety 
Director, or designated HACP employee, then properly log the incident. In the event 
that HACP staff cannot be contacted, the Security Guard/Supervisors will call a 
telephone number to be provided after contract award to report the incident to the 
HACP's answering service, which will invoke an emergency protocol to inform 
appropriate HACP Management staff. 

 
H. Whenever a significant event occurs involving suspicious persons, safety hazards, 

documented criminal activity, or incidents involving injuries or property damage, the 
Security Guard will prepare a report and provide a copy to the Public Safety Director 
by 8:00 AM of the day following the shift date. 

 
I. The Security Guard/Supervisors will report any circumstances which are unusual but 

not deemed to be emergencies to the Public Safety Director. All circumstances are to 
be written in a daily report. 

 
J. The Security Guard/Supervisors will follow all site-specific instructions for the site to 

which he/she is assigned, as developed by the HACP Public Safety Director. 

 
K. The Security Guard/Supervisors will abide by all operating rules and procedures 

adopted by the security service Contractor by whom he/she is employed. 

 
L. At the conclusion of a shift, the Security Guard/Supervisors shall complete his/her log. 

A copy of all reports will be submitted daily to the Public Safety Director.  

 
M. Complete daily reports including but not limited to arrest reports and incident reports, 

daily activity reports, 911 calls for service, 3rd party accident/liability reports, and tip 
investigation reports. Provide said reports to the HACP by 8:00 AM of the day 
following the shift date or within one (1) hour of the end of the shift.  

N. The Security Guard/Supervisors posted at  the Welcome Booths must comply with the 
general duties and responsibilities listed in this scope. In addition, the Security 
Guard/Supervisors must stop each vehicle entering the HACP property for a valid 
Driver’s License. If the driver does not have a valid license, Security shall not allow 
the driver to enter the property.  
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O. Assist and cooperate with law enforcement personnel as well as HACP Public Safety 
staff. 

P. Monitor 911 calls and report as necessary all emergency situations on and adjacent to 
the HACP properties and update a 911 call log as needed. 

Q. Collection and delivery of found property and evidence to City Police with follow-up 
documentation on a separate report. 

R. Enforcement of illegal traffic, parking, and towing. Enforcement of vehicles posted to 
be towed with the approved towing company provided by HACP. Criminal trespass 
citations and warnings will be issued by the authorized agent of the property, i.e., 
police, property manager or designee, and may be in the presence of a Security Guard. 

S. Assisting/Counseling residents in crisis. 

T. Compliance with all City and State Laws. 

U. Investigating lost or missing persons. 

V. Attend community association meetings, tenant council meetings and other meetings 
as needed and directed by the Public Safety Director.  

W. Respond to Anonymous Telephone Calls on the HACP Anonymous Tip Line (as 
directed by the Public Safety Director) and keep a log of all investigations and actions 
taken which is to be reported to the Authority on a weekly basis in a format deemed 
acceptable by the Authority. Respond to Silent Complaints and keep a log of all 
investigations and actions taken on a weekly basis in a format deemed acceptable by 
the Authority.  

X. Assist the HACP anti-drug coalitions or special interest groups, i.e., in fighting drugs 
and crime in the communities.  

Y. Attend workshops on crime prevention and security as pertains to public housing sites 
(if applicable and financially feasible). 

Z. Assist in conducting security assessments and surveys. 

AA.  Patrol Hi-Rise community. Security Guards are to patrol floors of the hi-rise 
throughout their shift and document the time and location on their Daily Activity 
Reports. 

BB.  Identify vehicles that are abandoned or illegally parked on HACP property to 
tow or the city police to issue citations and/or arrange for towing. 
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CC.  Enforce the HACP policies against drinking, gambling, use or sale of 
alcoholic beverages and illegal narcotics in public areas of HACP developments. 

DD.  Deter trespassing, vandalism, disorderly conduct, gambling and enforce all 
other applicable laws. Deter loitering in all common areas to include lobby, corridors, 
stairwells, and streets located within the HACP properties. 

EE. Report any dangerous conditions, vandalism, or any safety hazards to HACP's Public 
Safety Director immediately after becoming aware of such conditions and follow up, 
in writing, with a report of the incident by 8:00 AM of the day following the shift date. 

FF. The Security Guard/Supervisors shall record on a daily activity log their presence on 
HACP property and details of their activity thereon. 

II. Daily position description for work on all Public Housing Communities 

 
A. Develop and maintain rapport with public housing residents, thus fostering an 

atmosphere of cooperation, compassion, coordination, peace, and order within the 
HACP developments. 

 
B. Utilize canine patrols, if applicable, within the HACP designated developments. 

 
C. Encourage residents, through developing a rapport of effective communication  

and trust, to report any and all suspicious or criminal activities, and 
suspected/observed abuse or neglect of people, animals, or property. 
 

D. Communicate with and assist homeless people on HACP properties, referring them to 
other agencies, when appropriate, for further assistance. 

E. Perform walking patrols throughout the shift in all public areas of the HACP 
development a minimum of four (4) hours to deter and prevent disorder or crime and 
to develop a rapport with the residents. 

F. Work with youth in the HACP developments to help them understand and comply 
with all HACP policies and procedures. 

G. Engage in effective techniques to develop a positive rapport with the residents in the 
HACP communities to include youth i.e., recreational activities. 
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H. Work with staff and residents to help clean up the HACP developments, including 
organizing or participating in a "community clean-up day" to include removal of trash 
and debris. 

I. Notify and report to the HACP for removal of graffiti after documentation and referral 
to appropriate departments and/or Agencies. 

J. Remain alert to the emergency needs of residents and visitors and take the appropriate 
action to protect life and property. 

K. Investigate the activities of suspicious persons, as encountered or upon resident 
complaint, in conformance with legal requirements to determine the identity, activity, 
and reason for the presence of the suspicious person. 

L. Identify and record violation of HACP policies and regulations, vehicle, and local 
ordinances in conformance with legal requirements and police department policies and 
procedures to include pet and trespassing policies, vehicle parking and exclusion 
notices. 

M. Participate in "knock and talk" interactions while working on the HACP properties. 

N. Attend resident community meetings to develop a "proactive" positive rapport and 
relationship with the residents. 

O. Engage persons in common areas to ascertain verified status of HACP residence to 
include going to the address provided to the Security Guard by person(s) questioned 
and documenting conversation with the tenant(s) at residence. 

P. Direct vehicle and traffic on HACP property as required, ensuring a safe, orderly flow 
of traffic. 

Q. Promptly and properly prepare and submit the required reports of the HACP to the 
Public Safety Director on each shift. 

R. Enforce towing of abandoned or stolen vehicles on HACP property. 

S. Counsel juvenile and adult residents, referring them to the appropriate persons or 
agencies for further assistance. 

T. Assist police officers, as appropriate; accept and adhere to lawful direction and orders 
issued by a superior officer. 

U. Assist the HACP attorneys in the preparation of court cases and, as required, testify at 
judicial trials and hearings. 
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V. Maintain a professional decorum and attitude in all dealings with residents, visitors, 
superiors, and other department personnel; conduct personal life in a manner that sets 
a positive example for residents, especially youths. Any behavior deemed 
unacceptable by the Authority may be grounds for the Authority to request suspension, 
reassignment, or removal of an employee from performing services on the contract. 

W. Operate a Security vehicle within the assigned geographic area at the direction of a 
supervisor in order to deter and detect criminal activity.  

X. Operate and monitor cameras in public housing developments, as required, for the 
purpose of deterring criminal activity and arresting violators. Notify if cameras are 
offline or broken. Report in the Daily Activity Report and Incident Report if cameras 
are not working, offline, etc. Immediately contact the Public Safety Director or his/her 
designee. 

Y. Attend training courses to include sensitivity training, as assigned, to increase and 
enhance professional knowledge, skills, and ability.  

Z. Provide any service necessary to further the HACP mission and objectives that is not 
restricted by legal policy.  

AA. Perform other duties as assigned. 

IV. Camera Access 

Security Guards have access to the HACP’S security cameras to view live feed. 

In addition to viewing the live feed, the Security Guard Supervisor will have access to 
playback features.  

All footage is confidential to HACP and law enforcement. The camera system is only to 
be used in accordance with the policies and procedures and instructions approved by the 
HACP. 

Security guards shall not: 

1. Disclose information to any third parties 

2. Disclose passwords or access codes to the security system 

3. Distribute, share, or make copies of any footage.  

4. View or share footage for personal use  
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5. Use personal devices, such as smartphones, laptops, or unauthorized software, to 
access or monitor surveillance footage. Camera access shall only be accessible on 
contractor equipment. 

6. Use surveillance footage to harass, discriminate, or target individuals. 

7. View archived footage  

Failure to comply with  this duty to maintain and protect the confidentiality of HACP security 
systems can result in disciplinary action, including termination from the contract.  

VII. Examples of Suspicious Activity That Should Be Noted by Security Guards 

A. Any person or persons loitering within the site.  

 
B. Any vehicles parked on HACP property that do not have a registration tag (where 

registration tags are applicable) on the vehicle or are not known to be a vehicle of a 
guest of a resident.  

 
C. Suspicious activities may include, but are not necessarily limited to, the following: 

1. Transfer of small objects from hand to hand in return for money. 

2. Individuals loitering (hanging out), consuming alcohol or other drugs, with 
discreet exchanges of small items between individuals. 

3. Individuals with known gang affiliations loitering inside or near the outside 
perimeter of the site.  

4. Persons attempting to enter the site under false pretenses. 

5. Persons wandering the halls of the Management Office, or any of the 
agency offices, the common areas, or loitering where other persons pass or 
legitimately congregate. 

6. Persons observed “trying” doors in search of unlocked entries and propping 
open any doors. 

7. Abandoned vehicles, “junkers” or vehicles leaking excessive engine/ 
driveline fluids. 

8. Heavy flow of vehicles to HACP Communities while vehicle occupants 
remain in their cars and are met by others.  
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9. Frequent visitors to specific residences who stay for a short duration. 

10. Non- residents coming and going on a regular basis who have keys to the 
units.  

11. Persons to be non-residents who are observed over a period of time 
frequenting specific units, which may indicate that they are lodgers. 

12. Uncivil behavior on the part of residents, visitors, or homeowners, which 
may include the disturbance or harassment of other residents or guests, or 
which may be the result of intoxication or drug abuse. 

VIII. Guidelines for Dealing with Safety Hazards 

A. While conducting inspections or roving the area, Security Guards will ensure that all 
previously described buildings’ fire doors, common area doors and nonresidential 
doors are closed. 

 
B. Security Guards will inspect flammable items left outside the buildings, especially 

against the buildings, and notify the Property Manager or designated back-up of any 
flammables found.  

 
C. While conducting inspections or roving the area, Security guards will note any volatile 

chemicals improperly stored or placed inside or outside the area, taking appropriate 
action to report the finding, according to the level of danger perceived. No Security 
Guard, resident, or unqualified HACP employee should intervene in the collection or 
disposal of any chemicals.  

 
D. Protocols for responding to fire alarms/ security alarms will be posted on site, and 

Security Guards will familiarize themselves with the fire alarm system/ security 
system of the facility in which they are working.  

 
E. While conducting inspections or roving the premises, Security Guards will note and 

report any potential tripping hazards or other dangers posed by items found in 
common areas.  

 
F. Dangerous weapons and tools should be secured by the Security Guard if that action 

poses no threat to the Security Guard or to others. 
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G. Syringes found in common areas should be disposed of properly by the Security 
Guard/Supervisor if she/he has been given that training by the security services the 
Contractor. Otherwise, the finding of syringes should be reported to the HACP 
Property Manager or designated back up.  

 
H. Biological hazards should be dealt with by the Security Guard only to the extent of 

his/her training. Otherwise, biological hazards should be reported to the HACP 
Property Manager or designated staff person, if available or to 911, according to the 
perceived level of danger. 

 
I. If a Security Guard receives a threat involving a bomb or other explosive device, the 

Security Guard shall notify 911 immediately, and then notify the Public Safety 
Director.  

IX. General Reporting Guidelines 

A. Any activity or incident which the Security Guard believes creates an imminent 
risk to life or property must be reported promptly to 911. Calls to 911 must always 
be followed with a verbal report to the HACP Property Management if available 
and the Public Safety Director, and then with a written report to the security 
contractor supervisor. 

 
B. Activities of an unusual but non-emergency nature must be logged in the Security 

Guards shift log, reported to the HACP Public Safety Director, Property Manager, 
or designated back-up in the referenced order of hierarchy. 

 
C. When reporting suspicious activity, the Security Guard should give as accurate a 

description of the individuals and vehicles involved as possible, endeavoring to 
note the following features: 

1. Persons: Name, place of residence, race, age, height, weight, hair color, 
skin tone, build, unusual features such as scars, tattoos, or speech patterns; 
and color and description of clothes, including hat, coat, shirt, pants, and 
shoes.  

2. Vehicles: Color, year, make, model, number of doors, and license plate number 
and state.  

3. Locations with correct unit addresses.  
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VI. General Responsibilities of Security Service Contractors and Their Employees 

A. Security Guards will meet all applicable laws for the private security profession. 

 
B. The Contractor shall work with HACP to prepare a standard set of rules, prior to, or 

within 30 days after contract signing, to be known as the Security Post Orders 
(“Orders”). The “Orders” will detail the specific duties and performance levels for the 
Security Guard. Modifications or additions to the “Orders” may be made by HACP at 
any time upon written notification to the Contractor. 

  
C. Security Guards shall receive the minimum mandatory training hours as set forth in the 

training program approved by HACP. 

 
D. The Security Guard shall have received the minimum mandatory training established 

by applicable law for carrying a firearm.  

 
E. All Security Guards will obey all applicable laws while performing security duties for 

HACP.  

 
F. Security Guard will observe and follow all relevant HACP policies and procedures 

while performing security services and interacting with residents, HACP staff, and the 
general public. 

 
G. Security Guard will under no circumstances enter a residence, even when invited, 

unless performing their assigned duties or accompanied by the HACP Property 
Manager or designated employee. 

  
H. Security Guards will not smoke inside any HACP property, only in designated 

smoking areas. 

 
I. Security Guards will not use HACP telephones for any personal use.  

 
J. Security Guards will respect the privacy of all residents by observing strict 

confidentiality over any resident information which may become known to them, 
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including addresses, telephone numbers, and written information in resident files 
stored on site. 

 
K. The Contractor will ensure that all Security Guards read, understand, and follow the 

HACP Procedures for Security Services in HACP Communities. Further, the 
Contractors will maintain a record of each Security Guard’s training and instructions 
regarding this directive. Where the Contractor’s written procedures conflict with 
HACP’s written procedures, HACP’s shall prevail. 

  
L. Unannounced inspection/audits of the Security Guard on duty may be conducted daily 

by one of the HACP’s Supervisory staff or designee on each site. 

  
M. The Contractor shall provide the Authority with an invoice for each site. All invoices 

must list the dollar amounts billed for each community and be accompanied by all 
supporting documentation in the format approved by the Authority. The cover sheet of 
the invoice should include but not limited to: 

aa. Invoice number 
bb. Date of the invoice  
cc. Customer address 
dd. Service location  
ee. MGMT # 
ff. BPO # 
gg. Description including the service period, the type of guard, and the site  
hh. Verbiage listed on the invoice cover sheet “The invoice submitted to the 
HACP for payment is inclusive of all administrative fees to be paid to (guard 
company)” and state “Final Invoice”  
ii. The quantity of hours worked for each security guard or other approved 
personnel working the detail with supporting documentation that equals the 
total hours on the invoice 
jj. Unit of measurement (hours) 
kk. The price per hours 
ll. Total amounts 
mm. Special Details should include description of event/ Duties 
 

The Contractor shall provide the Authority a sign-in sheet or timesheet listing the 
guard’s name, community, sign-in and sign-out time for the shift and signature of the 
Security Guard. In addition to the sign-in sheet or timesheet, a document stating the 
guard’s total amount of hours worked per the invoice period must be provided. This 
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document shall include the number of hours worked daily for each guard (example 
1/2/2025 Jones 10 hours, 1/3/2025 Jones 12 hours) and the total number of hours for 
each guard. The Contractor shall also supply supporting documents provided by the 
Authority, “Security Wage and Benefit Certification” (attachment A) and “Covered 
Employer Prevailing Wage Certificate” (attachment B). All of the supporting 
documents must pertain to the site and amount being billed. Invoices not meeting these 
requirements may be rejected by the Authority at which time a new and correct 
invoice must be submitted by the Contractor, beginning the invoice processing period 
again. Any error on a submitted invoice will be grounds for the Authority to reject the 
invoice in its entirety. All invoices must be submitted in the correct format within 90 
days of performing services. Any invoices that have not been submitted correctly 
within 90 days will be permanently rejected. The Authority will not disburse payment 
for the entirety of the invoice period in question and will not accept any future 
invoices that bill for the invoice period.  
 

 
N. The Contractor shall maintain a 24-hour per day staffing (dispatch) number or contact 

source. Said contact source must be capable of communicating with Security Guards 
for 24-hours a day. 

 
O. The Contractor must comply with all the requirements of all applicable licensing 

provisions and laws as related to private security. The Contractor must furnish a copy 
of the appropriate business license required to perform services within the City of 
Pittsburgh. 

 
P. The Contractor shall provide daily written summaries and incident reports to the 

Public Safety reports. Incident reports shall be submitted to the HACP’s Public Safety 
Director by 8:00 AM of the day following the shift date, or within one (1) hour of the 
end of the shift. 

  
Q. Security Guard screening must include, but shall not be limited to, the following areas: 

aa. Drug Screen 
bb. Criminal background check 
cc. Social Security Number verification 
dd. Driver’s License Record Check 
ee. Verification of High School Diploma 
ff. Certification of training in accordance with the HACP- approved training 
program 
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gg. Act- 235 verification 
hh. License to possess and utilize a firearm on Authority property 

Within one week of hiring a Security Guard, the Security Company shall provide the results 
of the Security Guard screening to HACP. Security Guards will not be able to perform their 
duties on Housing Authority Properties until the above areas are confirmed and approved by 
HACP.  

R. The Contractor shall provide security guards with two (2) fifteen (15) minute relief 
periods per eight (8) hour shift. Respondents shall ensure that security officers shall 
not leave their assigned posts at the end of their shift or for their relief period until 
relieved by another officer.  

S. The Contractor shall provide written notice to the HACP Public Safety Director of any 
tardiness including estimated time of arrival, absence, and any changes of schedule.  

VI. Daily Guard Reports 

Daily Reports are to be submitted to the Authority the following day by 8:00 AM via email to 
the HACP Public Safety Director and designated members of the department.  

Each email should include the Daily Report and Incident Reports for one (1) site by shifts.  

Daily Activity Reports: (DARs): 

Guards are to write Daily Activity Reports (DARs) which shall include but not limited to: 

A. The guards name  

B. The site  

C. The shift  

D. A timeline of the guards duties during their shift.  

E. Incidents that occur during their shift must be listed on the corresponding time.  

Patrols and supervisors must give details of exact locations during their shift.  

Incident Reports: 

Along with the DAR the guards must submit an incident report if an incident occurred during 
their shift.  

Incidents include but are not limited to all crimes, maintenance, medical and noncompliance 
of HACP policies. 
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The contractor must include a numbering system on each incident report to be approved by 
the Authority.  

An incident report must include but not limited to:  

A. Incident number  

B. Date reported 

C. Time reported  

D. CCR # if applicable  

E. Location of incident 

F. Type of Incident  

G. Day, date, and time of incident 

H. Reporting officer 

I. The supervisor the incident was reported to 

J. How the incident was reported to the supervisor 

K. Suspect/ Arrestee Information if applicable 

L. Victim Information if applicable 

M. Vehicle Information if applicable  

N. Narrative with as much detail as possible  

If an officer or person on the property is injured, a liability form must also be submitted.  

The Authority can reject any report for missing information. The Contractor must update and 
resubmit the report within two (2) hours of rejecting the report.  

VII. Termination of Security Guards 

Termination of a security guard from the contract can be determined by the HACP Public Safety 
Director as needed for discrepancies or non-performance of any of the duties entailed in the job 
description. Each termination is on a case by case basis and is determined by the HACP Public Safety 
Director. Security Guards can be terminated from an individual site or removed from the HACP 
contract entirely. 
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HACP Security Wage and Benefit Certification 
(insert site) for period ending: ________________________ 

Position Status 
Full Time  
or Part Time 

Paid Wages City of Pittsburgh 
Prevailing Wages 
2024 

Differential (wages) Paid Benefits City of Pittsburgh 
Prevailing Benefits 
2024 

Differential (benefits) 

Security Officer 1 (unarmed)        
        
        

Security Officer 2 (armed)        
        

As the designated representative for (insert company name), I am certifying that I have reviewed the attached payroll documents to include (wages and benefits). All wages and 
benefits were paid based on the signed contract, which specifically states, that wages and benefits must be paid based on the City of Pittsburgh Prevailing Wages and Benefits 
for 2025. Utilize 2024 if 2025 is not available.  

If there is a differential of wages or benefits, please detail the reason for the difference in the rate of pay for wages or benefits on the attached comments paper 

Certified by 

  ______________________________________________  ____________________________________________ 

  Print Name       Title 

  ______________________________________________  ____________________________________________  

  Signature       Date 
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Housing Authority of the City of Pittsburgh 

Covered Employer Prevailing Wage Certifying Statement 

Pursuant to the City of Pittsburgh Service Worker Prevailing Wage Ordinance, Title I, Article VII, 
Section 161.38 (IV) (B): The Housing Authority of the City of Pittsburgh (HACP) in the spirit of 
supporting the City of Pittsburgh Prevailing Wage Ordinance is requiring each Contractor providing 
services to the HACP to complete a Prevailing Wage Certifying Form and Statement that all workers 
(security guards) have been paid no less than the wage required by their contract, or, if any wages remain 
unpaid to set forth the amount of wages due and owing to each worker, and that the job classification for each 
employee conforms with the work performed.  

Section 1:  

  , covered Contractor, hereby certifies that for the payroll period listed, all covered workers have 
been paid no less than the wage required by the City of Pittsburgh Service Worker Prevailing Wage Ordinance, 
Title I, Article VII, Chapter 161 of the Pittsburgh Code:                                                                                                       
YES/NO (Circle One). 

If “YES” please continue to Section 2. IF “NO,” please set forth the amount of wages due and remain 
unpaid to each worker: _____________________________________________________________________ 

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

(Should you need an additional sheet, please append to this sheet) 

Section 2:  

Does the job classification for each of your covered employees conform to the work performed?                                                                                                                     
YES/NO (circle one). 

If your answer is “NO,” please explain in detail below.  

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 

(Should you need an additional sheet, please append to this sheet) 
 
Under penalty of law, I, _______________________ (print name), on behalf of _________________________ 
(company), do hereby certify that the information stated above is true and accurate.  
 

Authorized Signature: ______________________________________  Date: ________________________ 
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EXHIBIT B 
 

FEE SCHEDULE 
 
 
Contractor will be paid based on the following:  
 

Attachment K, Fee Sheet of RFP #350-04-25 to be incorporated here. 
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EXHIBIT C - CERTIFICATION OF PROPOSER 

 
REGARDING DEBARMENT SUSPENSION AND OTHER RESPONSIBILITY MATTERS 

 
 

 (Proposer)       certifies to the best of its knowledge 
and belief, that it and its principals: 
 
1. Are not presently debarred, suspended, proposed for debarment, declared ineligible or 

voluntarily excluded from covered transactions by any Federal department or agency; 
 
2. Have not within a three year period preceding this bid been convicted of or had civil judgment 

rendered against them for commission of fraud or a criminal offense in connection with 
obtaining, attempting to obtain or performing a public (Federal, State or Local) transaction or 
contract under a public transaction: violation of Federal or State antitrust statutes or 
commission of embezzlement, thief, forgery, bribery, falsification or destruction of records, 
making false statements or receiving stolen property; 

 
3. Are not presently indicted for or otherwise criminally or civilly charged by a governmental 

entity (Federal, State or Local) with commission of any of the offenses enumerated in 
paragraph (2) of this certification: and 

 
4. Have not within a three year period preceding this bid had one or more public transaction 

(Federal, State or Local) terminated for cause or default. 
 

If the Proposer is unable to certify to any of the statements in this certification, the Proposer 
shall attach an explanation to this certification. 

 
(Proposer)           CERTIFIES 
OR AFFIRMS THE TRUTHFULNESS AND ACCURACY OF THE CONTENTS OF THE 
STATEMENTS SUBMITTED ON OR WITH THIS CERTIFICATION AND 
UNDERSTANDS THAT THE PROVISIONS OF 31 U.S.C. SECTIONS 3801 ET SEO. ARE 
APPLICABLE THERETO. 
 
 
 
     ______________________________ 
     Signature and Title of Authorized Official 
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EXHIBIT  D - CERTIFICATION REGARDING LOBBYING 
 

 I,_____________________________________________________________________, 
Hereby Certify on (Name and Title of Authorized Official) 

 
Behalf of_________________________________________________________ that 
 (Subcontractor) 

 
(1) No Federal appropriated funds have been paid or will be paid, by or on behalf           of the 

undersigned, to any person for influencing or attempting to influence an officer or employee 
of an agency.  A Member of Congress, and officer or employee of Congress, or an employee 
of a Member of Congress in connection with the awarding of any Federal contract, the making 
of any Federal grant, the making of any Federal loan, the entering into of any cooperative 
agreement, and the extension, continuation, renewal, amendment, or modification of any 
Federal contract, grant, loan or cooperative agreement.  

 
(2) If any funds other than Federal appropriated funds have been paid or will be paid to any person 

for influencing or attempting to influence an officer or employee of any agency, a Member of 
Congress, an officer or employee of Congress, or an employee of a Member of Congress in 
connection with this Federal contract, grant, loan, or cooperative agreement, the undersigned 
shall complete and submit Standard Form-LLL “ Disclosure Form to Report Lobbying”, in 
accordance with its instructions. 

 
(3) The undersigned shall require that the language of this certification be included in the award 

documents for all subawards at all tiers (including subcontracts, subgrants, and contracts under 
grants, loans, and cooperative agreements) and that all subrecipients shall certify and disclose 
accordingly. 

 
This certification is a material representation of fact upon which reliance was placed when 
this transaction was made or entered into.  Submission of this certification is a prerequisite for 
making or entering into this transaction imposed by Section 1352, Title 31, U.S. Code.  Any 
person who fails to file the required certification shall be subject to a civil penalty of not less 
than $10,000 and not more than $100,000 for each such failure. 
 
   
     ________________________________________ 
                  Signature and Title of Authorized Official 
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EXHIBIT E - DISCLOSURE OF LOBBYING ACTIVITIES 
 

Complete this form to disclose lobbying activities pursuant to 31 U.S.C. 1352 
Public Reporting Burden for this collection of information is estimated to average 30 minutes per response, 
including the time for reviewing instructions, researching existing data sources, gathering and maintaining 
the date needed and completing and reviewing the collection of information.  Please do not return your 
completed form to the Office of Management and Budget sent it to the address provided by the sponsoring 
agency. 
1. Type of Federal Action: 
 
____a. contract 
____b. grant 
____c. cooperative agreement 
____d. loan 
____e. loan guarantee 
____f. loan insurance 
 

2. Status of Federal Action: 
 
____a. bid/offer/application 
____b. initial award 
____c. post-award 

3. Report Type: 
 
____a. initial  filing 
____b. material change 
        For Material Change Only 
        year______quarter_________ 
        date of last report__________ 

4. Name and Address of Reporting Entity: 
 
____Prime____Subawardee   Tier_____,if known: 
 
 
 
Congressional District, if known: 

5. If reporting entity in No. 4 if Subawardee, 
enter name and address of Prime. 

 
 
 
Congressional District, if known: 

6.  Federal Department/Agency: 6. Federal Program Name/Description: 
 
 
 
CFDA Number, if applicable: 
 

8.  Federal Action Number, if known: 9. Award Amount, if known: 
$ 

10a.  Name and Address of Lobbying Registrant 
         (If individual, last name, first name, MI): 

b.  Individuals performing services (Include 
address if different from No. 10a) (last name, 
first name, MI): 

I. Information requested through this form is authorized by Sec 
319, Pub L. 101-121, 103 Stat. 750, as amended by Sec. 10: Pub. 
L. 104-65, Stat 700 (31 U.S.C. 1352).  This disclosure of 
lobbying activities is a material representation of fact upon 
which reliance was placed by the above when this transaction 
was made entered into.  This disclosure is required pursuant to 
31 U.SA.C. 1352.  This information will be reported to the 
Congress semiannually and will be available for public 
inspection.  Any person who fails to file the required disclosure 
shall be subject to a civil penalty of not less than $10,000 and 
not more than $100,000 for each such failure. 

 
Signature ______________________ 
Print Name_______________________ 
Title:____________________________ 
Telephone No.:____________________ 
Date: _________________________ 

Federal Use Only                                                                        Authorized for Local Reproduction 
                                                                                                           Standard Form LLL (1/96) 

Authorized for Local Reproduction        Standard Form LLL (1/96) 
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INSTRUCTIONS FOR COMPLETION OF SF-LLL DISCLOSURE OF LOBBY ACTIVITIES 
 

This disclosure form shall be completed by the reporting entity, whether subawardee or prime Federal recipient, at the initiation or receipt of a 
covered Federal action, or a material change to a previous filing, pursuant to title 31 U.S.C. section 1352.  The filing of a form is required for each 
payment or agreement to make payment of any lobby entity for influencing or attempting to influence an officer or employee of any agency, a 
Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress in connection with a covered Federal action.  
Use the SF-LLL-A Continuation Sheet for additional information in the space on the form is inadequate.  Complete all items that apply for both 
the initial filing and material change reports.  Refer to the implementing guidance published by the Office of Management and Budget for additional 
information. 
 

1. Identify the type of covered Federal action for which lobby activity is and/or has been secured to influence the outcome of a covered Federal action. 
 

2. Identify the status of the covered Federal action. 
 

3. Identify the appropriate classification of this report.  If this is a follow up report caused by a material change to the information previously reported, 
enter the year and quarter in which the change occurred.  Enter the date of the last previously submitted report by this reporting entity for this covered 
Federal action. 

 
4. Enter the full name, address, city, state and zip code of the reporting entity.  Include Congressional District if known.  Check the appropriate 

classification of the reporting entity that designates if it is, or expects to be a prime or a subaward recipient.  Identify the tier of the subawardee, e.g., 
the first subawardee of the prime is in the 1st tier.  Subawards include but are not limited to subcontracts, subgrants and contract awards under grants. 

 
5. If the organization filing the report in item 4 checks “Subawardee” then enter the full name, address, city, state and zip code of the prime Federal 

recipient.  Include Congressional District, if known.  
 

6. Enter the name of the Federal agency making the award or loan commitment.  Include at least one organizational level below agency name, if known.  
For example, Department of Transportation, United States Coast Guard. 

 
7. Enter the Federal program name or description for the covered Federal action (item 1).  If known, enter the full Catalog of Federal Domestic 

Assistance (CFOA) number for grants, cooperation agreements, loans, and loan commitments. 
 

8. Enter the most appropriate Federal identifying number available for the Federal action identified in item 1 (e.g., Request for Proposal (RFP) number, 
Invitation for Bid (IFB) number: grant announcement number: the contract, grant or loan award number, the application/proposal control number 
assigned by the Federal agency.  Include prefixes e.g. RFP-DE-90-00).   

 
9. For a covered Federal action where there has been an award or loan commitment by the Federal agency, enter the Federal amount of the award/loan 

commitment for the prime entity identified in item 4 or 5. 
 

10. (a) Enter the full name, address, city, state and zip code of the lobbying entity engaged by the reporting entity identified in item 4 to influence the 
covered Federal action. 

 
(b) Enter the full names of the individual (s) performing services, and include full address if different form 10 (a).  Enter Last Name, First Name, and 
Middle Initial (MI). 
 

11. Enter the amount of compensation paid or reasonably expected to be paid by the reporting entity (item 4) to the lobbying entity (item 10).  Indicate 
whether the payment has been made (actual or will be made 9planned).  Check all boxes that apply.  If this is a material change report, enter the 
cumulative amount of payment made or planned to be made. 

 
12. Check the appropriate box (es).  Check all boxes that apply.  If payment is made through an in-kind contribution, specify the nature and value of the 

in-kind payment. 
 

13. Check the appropriate box (es).  Check all boxes that apply.  If other, specify nature. 
 

14. Provide a specific and detailed description of the services that the lobbyist has performed, or will be expected to perform, and the date (s) of any 
services rendered.  Include all preparatory and related activity, not just time spent in actual contact with Federal Official (s) or employee (s) contacted 
of the officer (s) employee (s) or Member (s) of Congress that were contacted. 

 
15. Check whether or not a SF-LLL-A Continuation Sheet (s) is attached. 

 
16. The certifying individual shall sign and date the form, print his/her name, title, and telephone number. 

 
Public reporting burden for this collection of information is estimated to average 30 minutes per response.  Including time for reviewing instructions, 
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.  Send comments 
regarding the burden estimate or any other respect of this collection of information, including suggestions for reducing this burden, to the Office of 
Management and Budget. Paperwork Reduction Project            (0348-004-5), Washington, D.C. 20503. 
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EXHIBIT F - CONFLICTS OF INTEREST 
 
 

__________________________________________________________("Contractor") certifies that: 
 

1. No employee, officer, or agent of the Housing Authority of the City of Pittsburgh 
("HACP") participated in the selection, or in the award or administration of the 
Contractor's Agreement with HACP, which would involve a conflict of interest, real or 
apparent.  A conflict would arise when (i) a HACP employee, officer or agent, (ii) any 
member of his or her immediate family, (iii) his or her parents (iv) his or her business 
associates or (v) an organization that employs, or is about to employ, any of the 
foregoing, receives a payment from the Contractor or any affiliate thereof, or has a 
financial or other interest in the Contractor or the Contractor's Agreement with HACP. 

 
 2. Contractor shall not enter into any contract, subcontract or agreement with any officer, 

agent or employee of HACP during his or her tenure nor for one year thereafter shall any 
officer, agent or employee of HACP have any interest, direct or indirect, in the Contract 
Agreement, including the proceeds thereof. 

 
 

 
 
 
Date:  ___________________________ 

CONTRACTOR 
 
 
By:  __________________________________ 
 
 
Name:  _______________________________ 
 
 
Title:  ________________________________ 
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ATTACHMENT B 
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ATTACHMENT C 
 
 

GENERAL CONDITIONS FOR NONCONSTRUCTION CONTRACTS 
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ATTACHMENT C.1 – SUPPLEMENTAL GENERAL CONDITIONS 
 
SUPPLEMENTAL GENERAL CONDITIONS 
  
To the extent that there is a conflict between the terms of the General Conditions and the terms of the 
Supplemental General Conditions, the terms of the Supplemental General Conditions shall govern to the 
extent of such conflict. 
 
If HUD 5370 applies: 
  
Section 31(e) of the General Conditions shall be deleted in its entirety and replaced by the following: 
  
31(e).  Forum.  The Contracting Officer’s decision shall be final unless, within thirty (30) days of receipt 
of the Contracting Officer’s decision, the Contractor files suit in a court of competent jurisdiction. 
 
If HUD 5370-EZ applies: 
 
Section 3(d) of the General Conditions shall be deleted in its entirety and replaced by the following: 
  
3(d).  Forum.  The Contracting Officer’s decision shall be final unless, within thirty (30) days of receipt of 
the Contracting Officer’s decision, the Contractor files suit in a court of competent jurisdiction. 
 
If HUD 5370-C applies: 
 
Section 1 Item 7(d) of the General Conditions shall be deleted in its entirety and replaced by the following: 
  
Section 1 Item 7(d).  Forum.  The Contracting Officer’s decision shall be final unless, within thirty (30) 
days of receipt of the Contracting Officer’s decision, the Contractor files suit in a court of competent 
jurisdiction. 
 
 

HOUSING AUTHORITY OF THE CITY OF PITTSBURGH 
 
 
Date: ______________  Signature: ____________________________________________ 
                             Chief Contracting Officer 
========================================================================== 
 
 
______________________________________________________________________ 
Vendor Name(Insert vendor company name above) 
 
Date:    Signature:  _____________________________________________ 
 

  Title:        _________________________________________ 
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ATTACHMENT D 
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Offeror:     RFP#:         
 
Due Date:     
 

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”, are any Consultants classified as  
Women-Owned Business Enterprises? 
 
 Yes    No    
 

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

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

Consulting Firm(s) 
(WBE) 

$ Value 
Contract 

% of Fee 

   
   
   

 

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

Consulting Firm(s) 
(MBE) 

$ Value 
Contract 

% of Fee 

   
   
   

 
 

**All MBE/WBE firms must be certified.  In order for the MBE/WBE participation plan to be 
complete, copies of MBE/WBE certification must be included for all firms listed. 
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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 75.15 and 75.25 
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 part 75.5 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 § 75.9 or §75.19, 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 int 24 CFR part 75. 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 int 24 CFR part 75. 
 
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 2 CFR § 200.334 CFR part 75 require employment opportunities to 
be directed, were not filled to circumvent the contractor’s obligations under 2 CFR § 200.334 CFR part 
75. 
 
F. Noncompliance with HUD’s regulations in 24 CFR part 135/2 CFR part 200 may result in sanctions, 
termination of this contract for default, and debarment or suspension from future HUD assisted contracts. 
  
G. After the Section 3 new rule went into effect on November 30, 2020, Tribes and Tribally 
Designated Housing Entities under the Indian Housing Block Grant and Indian Community 
Development Block Grant programs are no longer required comply with Section 3 requirements. 
The new rule at 24 CFR part 75 provides that contracts, subcontracts, grants, or subgrants subject 
to Section 7(b) of the Indian Self-Determination and Education Assistance Act (25 U.S.C. 
5307(b)) or subject to tribal preference requirements as authorized under 101(k) of the Native 
American Housing Assistance and Self-Determination Act (25 U.S.C. 4111(k)) must provide 
preferences in employment, training, and business opportunities to Indians and Indian 
organizations, and are therefore not subject to the requirements of 24 
CFR Part 75. 
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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 
Part 75 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/Section 3 Program for resident referrals at 412-643-2761, Ext 2761. 
 
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: 

JOB TITLE 
(1) 

NUMBER OF POSITIONS HIRING 
REQUIREMENT 

# 
NEEDED 
(2) 

CURRENTLY FILLED TO BE 
FILLED 
(6) 

LIPH 
(7) 

ARLIS 
(8) TOTAL  

(3) 
LIPH 

(4) 
ARLIS 

(5) 
 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
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 low-or very low-income persons or  Over 75 percent of the 
labor hours performed for the business over the prior three-month period are performed by Section 3 workers. 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 hour’s 

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, 412 Boulevard of 
the Allies, 7th 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:______________ 
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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 

http://www.irs.gov/pub/irs-pdf/fw9.pdf
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Attachment I 

Sample M/WBE Commitment Letter 
 

<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) 
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ATTACHMENT J  
Previous Related Experience - References 

 
The bidder shall list three (3) firms, governmental units, or persons for whom the bidder has previously performed work of the 
nature requested under this IFB.  The bidder shall list as references all housing authorities, including HACP, for whom the bidder 
has previously performed work of the nature requested under this IFB. HACP reserves the right to contact such persons at any 
time prior to award and the bidder agrees that HACP may rely on information provided by such persons to determine the bidder's 
responsibility. 
  
In addition to the references, all bidders will provide the last three jobs they performed, contact information from the job and all 
change orders related to the job and the reason for each. 
  
All bidders will provide information on the most recent HACP job to include all change order information and 
the reason for each.  The most recent HACP job can be one of the 3 last jobs performed if that is the case.  
 
Reference 1 
Project: 
Contact: 
Contact Telephone Number: 
Contract Amount: 

Change Orders/Addenda or Amendments to Contract 

Number Total $ Value 
per Change Description of Change Reason for Change 

1    

2    

3    

4    

5    

6    

7    
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Reference 2 
Project: 
Contact: 
Contact Telephone Number: 
Contract Amount: 

Change Orders/Addenda or Amendments to Contract 

Number Total $ Value 
per Change Description of Change Reason for Change 

1    

2    

3    

4    

5    

6    

7    

 
 
Reference 3 
Project: 
Contact: 
Contact Telephone Number: 
Contract Amount: 

Change Orders/Addenda or Amendments to Contract 

Number Total $ Value 
per Change Description of Change Reason for Change 

1    

2    

3    

4    

5    

6    

7    
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Previous Related Experience – Last three (3) jobs 
 
 
In addition to the references, all bidders will provide the last three jobs they performed, contact information from the job and all 
change orders related to the job and the reason for each. 
  
All bidders will provide information on the most recent HACP job to include all change order information and 
the reason for each.  The most recent HACP job can be one of the 3 last jobs performed if that is the case.  
 
Reference 4 
Project: 
Contact: 
Contact Telephone Number: 
Contract Amount: 

Change Orders/Addenda or Amendments to Contract 

Number Total $ Value 
per Change Description of Change Reason for Change 

1    

2    

3    

4    

5    

6    

7    
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Reference 5 
Project: 
Contact: 
Contact Telephone Number: 
Contract Amount: 

Change Orders/Addenda or Amendments to Contract 

Number Total $ Value 
per Change Description of Change Reason for Change 

1    

2    

3    

4    

5    

6    

7    

 
Reference 6 
Project: 
Contact: 
Contact Telephone Number: 
Contract Amount: 

Change Orders/Addenda or Amendments to Contract 

Number Total $ Value 
per Change Description of Change Reason for Change 

1    

2    

3    

4    

5    

6    

7    
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Previous Related Experience – HACP Project 
 
All bidders will provide information on the most recent HACP job to include all change order information and 
the reason for each.  The most recent HACP job can be one of the 3 last jobs performed if that is the case.  
 
Reference 7 
Project: 
Contact: 
Contact Telephone Number: 
Contract Amount: 

Change Orders/Addenda or Amendments to Contract 

Number Total $ Value per 
Change Description of Change Reason for Change 

1    

2    

3    

4    

5    

6    

7    

8    

9    

10    
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ATTACHMENT K 
 

Unarmed Security Services for High-Rises and the One-Stop Shop 
RFP #350-04-25 
FEE SHEET 

 
PRICE IS TO BE LISTED PER THE FOLLOWING: 

Sites: Pennsylvania Bidwell High-Rise, Caliguiri Plaza High-Rise, Finello Pavilion High-Rise, Morse Gardens High-Rise, 
Murray Towers High-Rise, Pressley Street High-Rise, HACP One-Stop Shop 

Year 
Yearly 

Increase 
% 

Guard 
Type 

Estimated 
Coverage 

Hours 
(YEARLY) 

 
Hours 
Per 

Week 

Actual Paid 
Rate (per 

hour) 

Benefit 
Prevailing 

Wages Paid 
Rate (Per 

Hour) 

Actual Paid 
Rate + 

Benefit Paid 
Rate Total 
(Per Hour) 

Actual Paid 
Rate + Benefit 
Paid Rate Total 

(Per Hour) 

Cap for 
Administrative 
Cost ( Add to 
Actual Paid 

Rate+Benefit 
Total) 

Rate Paid with 
Administrative 
Cost Included 

(Per Hour) 

Weeks 

Weekly Total 
(Actual 

Rate+Benefit 
Rate+Administr 

ative Rate) 

Yearly Total 

1 

 

Unarmed 39,242 Full 
Time 658.5 $ $ $ $ 50 % $ 52 $ $ 

2 % Unarmed 39,242 Full 
Time 658.5 $ $ $ $ 50 % $ 52 $ $ 

3 % Unarmed 39,242 Full 
Time 658.5 $ $ $ $ 50 % $ 52 $ $ 

3-Year Grand Total $ 
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Total Bid amount:      

(Add Total for Year 1, Year 2 and Year 3) 
 
 
 
Total Bid amount:      

(In Words) 
 
 
Company Name (Printed):    

Name (Printed):   

Title:   

Address:   

                  

Phone/Fax:   

Email Address:   

Signature:   
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